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Business Practices

Wyndham Park Management is committed to the development of
processes for managing the organisation’s operations to ensure that
critical functions can, in the event of a material disruption arising from
internal or external events, be maintained/restored in a timely fashion with
minimal impact to staff, students/ participants, and general community.

Business Practices — Policies

Version Control

All documents and advertising material produced and used by Wyndham Park
are required to be dated to ensure consistency and currency.

The version status of all documents is to be logged in the Version Control Log
Register which is kept in electronic form.

Participant Service Evaluation

Wyndham Park is commmitted to providing service users with the opportunity to
provide input relevant to the service they received.

Social Media and Social Networking

Wyndham Park will not tolerate the use of any sort of information related to the
organisation being used in any way on social networking sites other than
Wyndham Park specific profiles.

Information includes photos, videos, logos, etc.

Social media activities should not interfere with work commitments. Refer to IT

resource usage policies.
Continuous Improvement

Wyndham Park is committed to operating efficiently and effectively in order to
meet the needs of participants and stakeholders and students. Continuous
improvement in all activities is vital for our continued success. Wyndham Park
undertakes ongoing quality control and evaluation of all its operations to ensure
maintenance of standards appropriate to the expectations of the community,
including examining and licensing authorities where relevant.
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Risk Management

The Management of Wyndham Park is committed to the identification and
elimination of hazards and potential hazards in order to reduce the risks to
employees and visitors. Wyndham Park has developed a system for the
identification and reporting of hazards and potential hazards, and ensures a
timely and thorough investigation to eliminate/reduce associated risks.

Procedure - Business Continuity

Once an event affecting business continuity is identified, the Manager will get
directions from the Board of Governance and a response action plan will be

approved

The Manager will conduct briefings about the events affecting the continuity of
business as soon as possible. This brief will include allocation of responsibilities,
personnel and provide opportunities for employees to develop their careers.

The Manager will contact funding bodies directly.

Social Media and Social Networking Sites

Personal blogs should not relate to Wyndham Park in any way and any comment
involving Wyndham Park MUST have clear disclaimers that the views expressed by
the author in the blog is the author’'s alone and do not represent the views of
Wyndham Park Community Centre.

Do not reference or site company participants, partners, or other staff members
without their express consent. In all cases, do not publish any information
regarding a participant during the engagement.

Company logos and trademarks cannot be used without written consent

The absence of, or lack of explicit reference to a specific site does not limit the
extent of the application of this policy. Where no policy or guideline exists,
employees should use their professional judgment and take the most prudent
action possible.

Examples of Social Networking sites are:

Facebook, MSN, Skype, YouTube
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Wyndham Park Online Profiles

Any online profile created for Wyndham Park needs to be approved by the

Manager and managed according to the Wyndham Park Privacy Policy

Special attention needs to be given to the use of photos and videos involving

staff, participants and volunteers. It is a requirement to check if a photo release

form has been provided.

Risk Management

Management has developed a systemaitic plan to assess hazards and associated

risks. Members of the OH&S Committee undertake regular hazard inspections

(safety Audits) of all premises.

Safety Audits (Hazard Inspections)

Wyndham Park Inc. identifies foreseeable hazards in the workplace through
the use of regular safety audits

Wyndham Park Inc. ensures the completion of risk assessments of tasks
undertaken

Trained members of the OH&S Committee perform Safety Audits and risk
assessments. Safety Audits are conducted as per the Safety Audit Schedule

Any serious hazards identified as a result of inspection or by employees or
visitors will be dealt with immediately
Audits are carried out using:_ OH&S Safety Audit Checklist

Risk Assessments

Risks assessments shall be conducted in the following instances:

A hazard or potential hazard is identified

An injury has been sustained or near miss has occurred
Work practices [ processes are altered

New equipment is to be purchased/hired

Modification of work areas or premises

New chemicals are to be purchased

Risk assessment shall determine:

The likelihood of an incident occurring
The severity of likely incident

Control measures required
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A priority rating will be assigned to the risk assessment using the Hazard Risk
Rating. The ratings will be used to determine the priority of control measures to be
implemented
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Risk Management

Risk management is a process of thinking systematically about all possible
risks, problems or other disasters before they happen, and setting up
procedures to avoid risk, minimise its effects or cope with its impact.

Definitions

Risk - the possibility of suffering harm or loss; danger.

Risk Management - the process of identification of potential negative
events and development of plans to mitigate or minimise the likelihood of
the negative event occurring and/or the consequences in the event it does

OocCcur.

Monitor - continual assessment of what has been implemented using
documented procedures.

To comply with the DHHS Neighbourhood House Coordination Program Funding
Agreement the risk management register used by WPCC is based on the
Australian & New Zealand Risk Standard AS/NZS 3100:2009. Acceptable risk as per
the above standard is a matrix approach, which adopts measures of both
‘Likelihood” and ‘Consequence’. The application of these two factors to risk,
determines the appropriate risk rating in the matrix by virtue of the conjunction of
the two measures for the risk. The matrix is comprised of 5 ‘consequence’
categories and 5 ‘likelihood’ categories (as below).

Wyndham Park Community Centre has a low to modest risk appetite.

WPCC categorises risk under the subheadings of:

o Governance

. Finance

. Communications

. Information Technology
. Physical Environment
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Procedures

The implementation of the Risk Register is the responsibility of all, with specific risk
responsibilities being allocated to different people within the organisation where
appropriate.

The Manager reviews the Risk Management Register regularly and updates it as
needed; changes will be reported to the Board. The Board provides policy
oversight.

Risks are identified using a range of tools and techniques. For each identified risk,
an analysis is

performed on the likelihood of the risk occurring, the potential consequence or
impact that would

result if the risk was to occur, the controls currently in place to manage the risk by
either reducing

the consequence or likelihood of the risk. The risk rating is aligned to risk appetite

Related Documents - WPCC Risk Management Register

Risk Control

Plans will be developed using the hierarchy of controls with timelines and
responsibilities to eliminate or control risks. Reports with recommended actions
will be developed by the Manager and documentation of Standard Operating
Procedures relevant to the controls will be developed to include safety

requirements.

Training will be provided to applicable staff for new procedures and safety

requirements

Legal Requirements

“THE WPCC BOARD OF GOVERNANCE IS LEGALLY RESPONSIBLE FOR
TRAINING, INFORMING AND CONSULTING ALL STAFF OF ANY
CHANGES TO THEIR WORKING CONDITIONS AND ENVIRONMENT
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Occupational Health And Safety

Occupational health and safety management practices at Wyndham Park
Community Centre will be developed in consultation between
management and employees.

Where occupational health and safety issues arise, they will be dealt with
openly involving employees.

Management of Wyndham Park Community Centre will consider and
respond to all matters raised in a timely manner

Procedure

Fire & Emergency Evacuations

Wyndham Park Community Centre will maintain plans and procedures for the
safe and efficient evacuation of all staff, volunteers, clients and visitors in case of
fire and/or other emergency evacuation situations.

Wyndham Park Community Centre will ensure that Fire and Emergency
Evacuations drills are conducted at least every 6 months.

In the event of a fire or an emergency evacuation of any Wyndham Park
Community Centre premises, all employees are required to adhere to the
following procedure.

On the discovery of afire or if an emergency evacuation is necessary, the
nominated Fire Warden(s) will:

1. Remove anyone in immediate danger;

2. Isolate the fire/incident by closing doors or windows; and
3. Activate the fire/evacuation alarm for the building and telephone 000.
Smoke Free

Smoking is prohibited within the confines of all Wyndham Park Community Centre
buildings and vehicles. Outdoor area of this site will also be smoke-free in
particular access doors, windows and ventilation outlets.

In order to meet our organisation’s’ duty of care to employees, volunteers, clients
and visitors, and to ensure that employees, volunteers, clients and visitors meet
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their duty of care to themselves, and other employees, volunteers, clients and
visitors Wyndham Park Community Centre has a responsibility to discourage
smoking and therefore has been declared to be a smoke-free workplace.

To protect all employees, volunteers, clients and visitors from the effects of
environmental tobacco smoke, the entire premises are declared to be smoke-
free.

The responsibility for enforcing the Policy rests with every manager/supervisor.

It is also the duty of the employee to take care (of which an employee is capable)
of their own health and safety and the health and safety of any other person who
may be affected by their acts or omissions at the workplace. Wyndham Park
Community Centre will not permit smoking in any of its owned or rented buildings,

on client premises or company motor vehicles.

Employees are reminded that they are obliged, under the Occupational Health
and Safety Act 2004, to protect the health of their fellow employees.

It is a condition of employment that employees must comply with this Policy &
Procedure. Non-compliance may be considered as misconduct and may result
in appropriate disciplinary action being taken against the employee
concerned.

Applicants for employment will be further advised of this Policy during
interviews and the successful applicant will again be advised when undergoing
initial induction and training.

Wyndham Park Community Centre (WPCC) is committed to protecting the health,
safety and welfare of staff and others at work.

The Board of Governance will ensure that the physical environment at work is
safe, healthy and regularly maintained. The Board of Governance will ensure that
the office layout is safe, and that all workers are provided with adequate seating,
lighting, heating, ventilation, toilet and kitchen areas, and space free from
chemical and noise pollution.

Workers and board members will establish warning systems for the office,
including verbal codes to alert others in the event of a high-risk event. The Board
of Governance of WPCC will ensure that there are well-maintained first aid kits in

a prominent location.
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The local fire authority will be consulted by the Board of Governance as necessary
about fire safety measures - including extinguishers and fire blankets, and
instructions for their use. Workers and management will ensure the safe use,
handling and storage of any chemicals or cleaning products used by the
organisation.

The Board of Governance will ensure workers document any workplace
accidents/incidents, first aid treatments, and heolth/sofety training sessions that
are attended in the workplace/externally by workers and/or management.

Working Alone

The Board discourages working alone at WPCC but will ensure that appropriate
safety arrangements are in place in the event that any staff member needs to
work alone at any time.

Generally, there should at least two people on duty at the office at any time. When
there is a specific need for only one worker to be on the premises, the building
must be secured in such a way as to prevent access by members or the public or
unauthorised persons.

Alcohol and Drugs

Employees, volunteers, clients or visitors of Wyndham Park Community Centre
must not possess, distribute, consume or otherwise use, other than in accordance
with this policy, alcohol or other drugs during working hours, or when on the
premises of Wyndham Community Centre. Employees, volunteers, clients or
visitors are also prohibited from arriving at any Wyndham Park Community
Centre site or returning to work from any break under the influence of alcohol or
other drugs. Wyndham Park Community Centre maintains the right to search its
premises for alcohol or other drugs.

However, there may be certain occasions where alcohol may be available at
Wyndham Park Community Centre functions, though generally, these functions
will not take place during ordinary working hours. In these specified situations,
Wyndham Park Community Centre accepts that alcohol may be consumed
within the appropriate guidelines and with the permission of management.

To ensure a healthy and safe workplace environment for all of its employees,
volunteers, clients or visitors, Wyndham Park Community Centre will undertake the
following approach if any employees, volunteers, clients or visitors is found
possessing, distributing, selling or manufacturing alcohol or other drugs on work
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premises, or are believed to be under the influence of alcohol or other drugs
during work hours.

Possession and/or consumption of Alcohol or Other Drugs

Employees, volunteers, clients or visitors must ensure that they do not attend work
if in possession of or affected by alcohol or drugs. If the manager/supervisor
suspects, on reasonable grounds, that an employee, volunteer, client or visitor is in
the possession of, or has been consuming alcohol or other drugs on Wyndham
Park Community Centre premises, the employee, volunteer, client or visitor will
accompany the manager/supervisor whilst a search of their bag(s), locker or
other possessions is undertaken. The employee, volunteer, client or visitor has the
right to have a witness present during the search. However, if it is not appropriate
for the employee, volunteer, client or visitor to accompany the
manager/supervisor, then the employee, volunteer, client or visitor will be taken to
a room and instructed to remain there whilst the search is conducted. In this
situation, the employee, volunteer, client or visitor will have a witness present at

the search.

If the employee, volunteer, client or visitor has been found consuming alcohol or
other drugs, the manager/supervisor will confiscate the substance in question as
evidence.

If the employee, volunteer, client or visitor is believed to be in the possession of
alcohol or other drugs, the search may be performed by either a senior
management representative of Wyndham Park Community Centre or, in the case
of drugs, by the police where necessary. An interview will be conducted between
the employee, volunteer, client or visitor concerned and management in
accordance with Wyndham Park Community Centre disciplinary procedures on
dealing with misconduct at work.

The employee, volunteer, client or visitor will be offered the opportunity of having
a person of their choice attend the interview as their representative or as their
witness. The employee, volunteer, client or visitor will be offered the opportunity of
explaining and responding to the allegations put to them.

A full investigation of the incident will be undertaken and if the
manager/supervisor has sufficient evidence that the employee, volunteer, client
or visitor was either possessing, distributing, selling or consuming alcohol or other
drugs on Wyndham Park Community Centre premises, the employee, volunteer,
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client or visitor will be subject to disciplinary action, which may include dismissal
for misconduct.

Employees, volunteers, clients or visitors affected by Drugs or Alcohol

If it is considered that an employee, volunteer, client or visitor is affected by
alcohol or other drugs and is incapable of performing their normal duties in a safe
and efficient manner, the manager/supervisor will arrange for a witness to also
assess the employee, volunteer, client or visitor.

The witness must be familiar with the employee’s, volunteer’s, client’s or visitor's
normal behaviour and mannerisms and be able to support the assessment that
the employee, volunteer, client or visitor is incapable of performing their normal
duties. The assessment will be made away from the employee’s, volunteer’s,
client’s or visitor's work area/station. Full particulars of the situation will be
ascertained and recorded.

If the assessment is supported by the witness, the manager/supervisor must
advise the employee, volunteer, client or visitor to go home. The
manager/supervisor will assist the employee, volunteer, client or visitor in finding
safe transport home. If the employee, volunteer or client does go home, it will be
recorded as being absent from work with pay, unless otherwise stated in the
relevant Agreement/Award.

If the employee, volunteer or client refuses to go home, despite having been
advised to do so, the employee, volunteer or client will be suspended while the
manager/supervisor reviews the employee’s, volunteer’s or client's conduct and
discusses the situation with the appropriate management personnel. An
employee so suspended remains on full pay pending the outcome of review of
the situation.

On the employee’s, volunteer's, or client’s return to work, the manager/supervisor
will give the employee, volunteer or client a disciplinary warning. Counselling of
the employee, volunteer or client will follow a first offence:

e to make clear that the behaviour is unsatisfactory and why.

e to establish whether the behaviour was due to intoxication or other factors
in the employee’s, volunteer's or client’s life (in which case confidence must
be observed if requested); and

¢ if necessary, to recommend assistance in line with Wyndham Park
Community Centre

Wyndham Park Community Centre — Policy Manual 2022
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Disciplinary Action
The rights of employees, volunteers, clients or visitors to consume alcohol or take

other drugs socially is acknowledged, however it is inappropriate, and unsafe to
do so in the workplace.

Wyndham Park Community Centre reserves the right to take action if an
employee, volunteer, client or visitor is:

1. affected by alcohol or other drugs, so as to endanger their own safety or
the safety of any other person in the workplace;

2. found in the possession of alcohol, drugs or drug use equipment on
Wyndham Park Community Centre premises; or

3. affected by alcohol or other drugs, so that the employee’s, volunteer's,
client’s or visitor's work performance is affected.

4. An employee, volunteer, client or visitor found possessing, consuming,
distributing, or selling alcohol or other drugs or under the influence of
alcohol or other drugs, on Wyndham Park Community Centre premises will
be subject to disciplinary action, in accordance with this policy, which may
result in the employee, volunteer, client or visitor being:

a. Counselled;

b. Instantly suspended on full pay, pending the outcome of an
investigation into the incident; or

c. Dismissed for misconduct, provided the manager/supervisor has
tangible evidence.

d. The manager/supervisor will confiscate the substance in question
for possible evidence

Staff — Client Internal Incident, Injury or Near Miss

1.  Wyndham Park Community Centre takes all incidents seriously. Ensure all
Incidents, Injuries and Near Misses involving Staff Clients / Students and
Volunteers are reported to the Manager, regardless of the severity.

2. AnIncident Register will be kept to track all incidents and Injuries. This
allows for Management to check follow ups have taken place as required
and that the Incident Investigation is complete. Once entered onto the
register all documents will be filed and locked away for privacy.

3. Send areport to OH&S Chairperson and Committee for referral and

recommendation.
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4. Treat all Matters Seriously.

Take all Incidents seriously. Report all incidents involving Staff, Clients /
Students and Volunteers regardless of the severity of the incident.
Reports.

Reports should be written within 3 days of the Incident occurring.
Records Filed.

Employees Responsibilities

Employees:

Have a duty to take care of their own health and safety, and that of others
who may be affected by their actions of failure to act whilst at work.

Should comply with the safety procedures and directions agreed between
Wyndham Park Community Centre management and representatives with
designated health and safety functions:

Must not wilfully interfere with or misuse items or facilities provided in the
interests of health and safety of all Wyndham Park Community Centre and;
Must act in accordance with agreed Wyndham Park Community Centre
procedures for accident and incident reporting, and should report any
potential and actual hazards to the designated Wyndham Park Community
Centre health and safety representatives.
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Volunteers

Wyndham Park acknowledges the value of Volunteer Workers in the
delivery of services for the benefit of the Agency and the clients who

access our services.

Volunteers engaged by Wyndham Park will be afforded appropriate
training, supervision, support and the same treatment as paid employees
of the agency.

Responsibility
1. The relevant Co-ordinator is responsible for the recruitment of Volunteer
Workers
2. The Manager is responsible for approving the engagement of Volunteer
Workers

3. The Co-ordinator is responsible for the supervision of Volunteer Workers

Recruitment Of Volunteers

Consideration should be given to determining whether identified unmet needs
can be met through the engagement of volunteers. The following criteria will be
considered:

e Will engaging volunteers promote better service

e Will engaging volunteers supplement the staff position but not replace it

e The extent of training that would be required to enable volunteers to
perform the tasks required

e Will it be rewarding for the volunteer

Duty statement to be developed entailing the skills required, tasks to be
completed and responsibilities

Recruitment notices to be developed according to the requirements of duty

statement and relevant legislation

Recruitment notices to be disbursed through appropriate means — advertising in
mediq, Volunteer networks, students etc.
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Interview Process

Interviews are conducted by the relevant Program/Division Coordinator. The
interview will:

e Determine the suitability of the applicant as a volunteer in the program

e Ensure identified duties meet the needs of the individual as well as the
program

e Gather information regarding the applicant’s interests, motives,
qualifications and experiences.

e Training that may be required

Applicants are advised during the interview of various checks that are required
e.g.. Employment Screening for child-related appointments, Prohibited Persons
declaration

Engagement of Volunteers

A volunteer is under no legal obligation to perform work. The volunteer is free to
work, if and when he or she desires. There is no intention to create a legal
relationship between the volunteer and the employer. The times in which the
voluntary work would most suitably be done should be included in the letter to the
volunteer and, if regular times are agreed, the volunteer is requested to contact
the organisation when they are not available. A letter of confirmation will be sent
to the Volunteer Worker. The letter will include:

¢ A summary of agreement made in the interview

e A summary of the voluntary nature of their duties

¢ Name of person assuming supervision and responsibility

e Advice regarding reimbursement for any out-of-pocket expenses
e Days and times of work

A personnel file will be created for all volunteer workers and will be maintained by
the Manager. Files to be maintained and archived as with paid Employees

Personnel Files
Induction

Volunteer to be introduced to program staff and other relevant key personnel. The
person conducting the induction will ensure the volunteer receives and
understands all items listed on the Volunteer Workers Induction Checklist,
including occupational health and safety procedures No volunteer will work
without direct supervision until training deemed as necessary has been
completed.
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Training
Wyndham Park Community Centre is committed to ongoing training for all

volunteers. On the job training will depend upon the type of job and the level of
ability of the volunteer

The following factors need consideration regarding training for volunteers:

e Program budget
¢ Individual training needs

A Training Request form to be completed and forwarded to Program Coordinator
for consideration and approval

Supervision
Regular individual supervision meetings are afforded all volunteer workers

Program/Division Coordinators will conduct supervision meetings Regularity of
supervision should be consistent with the number of volunteer hours worked, (not
less than every two months)

Records of supervision meetings will be kept and signed; a copy maintained in

volunteer’s personnel file.
Performance Appraisal

Volunteers who have worked with Wyndham Park regularly for more than 12
months will participate in a performance appraisal

Performance Appraisals will be conducted by the Volunteer Coordinator
Performance appraisals will assist volunteers to identify

e Areas of strength and weakness.
e Future training and development needs to meet long and short-term goals.

Statement of Service/Reference

All volunteers are entitled to a written statement of service stating their duties,
training undertaken, and length of time as a volunteer during the course of
voluntary work. If further feedback is required regarding the volunteer, this may
be provided verbally at the discretion of the relevant Coordinator.
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Anti-Discrimination Policy

Discrimination Policy

Discrimination is treating, or proposing to treat, someone unfavourably
because of a personal characteristic protected by the law, such as sex,
age, race or disability.

Wyndham Park Community Centre does not condone or tolerate any form
of discrimination or vilification. Such behaviour is deemed to be
unacceptable and may be subject to disciplinary action. Allegations of
discrimination and vilification will be dealt with in a prompt and
confidential manner.

Procedure

Staff who believe that they are being discriminated against in contravention of
this policy and the relevant Legislative Acts (as amended) may act under the
procedures defined within the Staff Grievance Policy which outlines appropriate
procedures for both a Formal and Informal Resolution Process.

The procedures defined within the Staff Grievance Policy should be read in
conjunction with this policy.

Service Users who believe that they are being discriminated against in
contravention of this policy and the relevant Legislative Acts (as amended) may
act under the procedures defined within the Participants Complaints Policy.

e Equal Opportunity Act 2010 (Vic)

» Racial and Religious Tolerance Act 2001 (Vic)

e Occupational Health and Safety Act 2004 (Vic)

e Sex Discrimination Act 1984 (Cth)

e Racial Discrimination Act 1975 (Cth)

« Disability Discrimination Act 1992 (Cth)

e Age Discrimination Act 2004 (Cth)

e Australian Human Rights Commission Act 1986 (Cth)
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Access And Equity, Inclusion, Equal Opportunity
Policies

Access and Equity Policy

Wyndham Park Community Centre committed to providing a service to all
including those meeting the entry criteria for specific programs and
services within funding and funding parameters.

Wyndham Park Community Centre accepts that any participant is entitled
to decide to exit from their enrolment in a program. In such instances,
Wyndham Park Community Centre is committed to supporting this exit to
occur in a professional and dignified manner.

Procedure

¢  Wyndham Park Community Centre will adhere to Equal Opportunity
Principles in all programs and activities, precluding discrimination on the
basis of race, religion, political affiliation, age, and sex, physical or
intellectual disability.

¢ No person will be directly or indirectly disadvantaged due to gender, race,
pregnancy, political or religious beliefs, disability, age, marital status,
parental or carer status, physical features, personal association or sexual
preferences.

¢ Where possible modified facilities and resources will be provided to assist
service users with specific disabilities (e.g. providing larger print handouts
to the vision impaired).

¢  When Wyndham Park Community Centre does not provide a service that a
participant is requiring, the participant will be or could be referred to a
more appropriate service.
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Inclusion Policy

Wyndham Park Community Centre committed to providing a service that
is inclusive, accessible and open to people from different cultures,
backgrounds, such as Aboriginal and Torres Strait Islander, or people with
disabilities, providing them with the same opportunities, rights and
responsibilities enjoyed by all other people in the community.

Wyndham Park Community Centre is committed to working in partnership
with community groups and other public authorities to facilitate the
inclusion of people from different cultures, backgrounds, such as Aboriginal
and Torres Strait Islander, or people with disabilities through improved

access to its information, services and facilities.

Procedure

e  Wyndham Park Community will ensure clear access to buildings for all

¢ No person will be directly or indirectly disadvantaged due to gender, race,
pregnancy, political or religious beliefs, disability, age, marital status,
parental or carer status, physical features, personal association or sexual
preferences

¢ Where possible modified facilities and resources will be provided to assist
service users with specific disabilities Wyndham Park Community Centre

will use Interpreter services when required to assist communication.

Equal Opportunity Policy

Wyndham Park Community Centre will not tolerate discrimination against
its employees or applicants for employment in any circumstances.
Anyone found to have breached this policy will be subject to appropriate
disciplinary action. Discriminatory conduct may also result in legal
proceedings under relevant anti-discrimination legislation and under

criminal law.

Wyndham Park Community Centre is also committed to:

e The principles of equal opportunity for women and is dedicated to
furthering employment opportunities for women and the establishment of

Wyndham Park Community Centre — Policy Manual 2022
22




appropriate workplace programs. We seek to create a working
environment where women can achieve their potential.
To equal opportunity in the provision of services to our clients and potential

clients.

Procedure

Management will ensure that all complaints of discrimination or
harassment will be investigated quickly and fairly and treated with
complete confidentiality. Any employee found guilty of perpetrating or
condoning discrimination or harassment will be disciplined, or in serious
cases, dismissed.

All complaints will be investigated promptly, fairly and confidentially by the
nominated Equal Opportunity Coordinator (Complaints Officer). The
investigation will involve the interviewing of any employee / client who has
been complained about, who will be provided with an opportunity to
respond to the allegations made against them. Any other person(s) who
may have been involved or who may have witnessed the incident(s) will
also be interviewed as part of the investigation.
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Harassment And Bullying Policy

Harassment

Harassment by or towards any employee, contractor, supplier, participant
or service user in any work-related context will not be tolerated under any

circumstances.

All Staff have an important role in the prevention of harassment as they
must ensure that they, themselves, do not harass employees, other
managers/supervisors, participants or customers and must ensure that
their staff understand this Harassment Policy and do not harass other

employees, service users of Wyndham Park Community Centre.

Procedure

e If anyone believes or perceives that they are or have been harassed in any
way they may approach the harasser and ask them to stop the offending
behaviour.

e If anyone feels that they have been harassed, they may make a complaint
by following: Complaints and Grievance Policy

e During any meetings or discussions, every person involved will have the
right to be represented or accompanied by a person of their choosing.

e Following the investigation, the person who has made the complaint will be
informed of what action (if any) is proposed to be taken by Wyndham Park
Community Centre and the reasons for such action or lack of action being

taken.
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Workplace Bullying

Workplace bullying is characterised by persistent and repeated negative

behaviour directed at an employee that creates a risk to health and safety.

Workplace bullying includes the persistent occurrence of:

Verbal abuse

Intimidation and threats

Withholding information that is essential for someone to do their job
Excluding or isolating others

Interfering with someone’s personal property or work equipment

Procedure

Reports should be responded to quickly, courteously, reasonably and within
established timelines. All relevant parties should be advised of how long it
will likely take to respond to the report and should be kept informed of the
progress to provide reassurance that the report has not been forgotten or
ignored. If additional time is required to address the issues, all relevant
parties should be advised of the additional time required and the reasons
for this.

Once a complaint has been made, the person involved should be told what
support is available and allowed to have a support person present at
interviews or meetings.

Impartiality towards everyone involved is critical. This includes the way
people are treated in any process. The person in charge of an investigation
or resolution process should never have been directly involved in the
incident they are investigating or attempting to address. They should also
avoid any personal or professional bias.

All parties should be informed of the process, how long it will take and what
they can expect will happen during the process and at the end.

Provide all parties with clear reasons for any actions that have been taken
and, in some circumstances, not taken.

The process should ensure confidentiality for the target and also ensure
confidentiality for other parties involved. Details of the matter should only
be known by those directly concerned.

Wyndham Park Community Centre — Policy Manual 2022

25




¢ Documentation is important to any formal investigation. Even if the matter
is not formally investigated, a record should be made of all meetings and
interviews detailing who was present and the agreed outcomes.
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Sexual Harrassment

WPCC considers sexual harassment to be an unacceptable form of behaviour
that will not be tolerated. We believe that all people have the right to an
environment that is free of sexual harassment. Sexual harassment means that
someone is making unwelcome comments or advances of a sexual nature or
requesting unwanted sexual activity - and you believe that to refuse will lead you
to being unfairly treated. It has nothing to do with mutual attraction or private
consenting friendships, whether sexual or otherwise.

Examples of sexual harassment include:

e persistent unwelcome demands, or even subtle pressures for sexual
favours

e leering, patting, pinching, touching, or unnecessary familiarity

e jokes, messages or telephone calls of an offensive sexual nature

o distribution or display of material which is offensive to another

o sexual assault (also a criminal offence) Sexual harassment is illegal under
the Victorian Equal Opportunity Act (2010) and the Commonwealth Sex
Discrimination Act (1984).

The Manager will ensure that all workers and WPCC visitors are treated fairly and
equitably, that they are not subject to harassment, and that anyone who makes a
complaint about sexual harassment is not victimised. All reports of sexual
harassment will be taken seriously, treated with empathy, and investigated
thoroughly and confidentially.

Occupational Violence and Aggression

We all have the right to feel safe all the time — this means not being insulted,
threatened or assaulted.

The Governance Board, Staff and visitors believe that every person has the right to
feel safe at all times. This policy aims to:

e restrict the escalation of violence or aggressive behaviour, with the
objective of defusing the situation

e protect the right of visitors, staff, volunteers and management to feel safe
at all times

e provide support to people involved in a violent or potentially violent
situation
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e encourage more acceptable behaviour
e provide a consistent response to unacceptable behaviour in the workplace
and wider community

Unacceptable Behaviour

Unacceptable behaviour is all behaviour inside the work site/s, in close proximity,
by telephone or other technology — that is threatening or discriminatory in any
way, and includes any threats, abuse or violence by visitors or others (including
management group members, staff, and volunteers).

Unacceptable behaviour includes:

» physical violence/assault

e threats of physical violence/assault, and

« any behaviour that leads other people to feel unsafe (e.g. shouting, racist
or sexist insults, attempts at self-harm, harassment, refusal to leave).

The environment of WPCC will reflect standards expected by law within the
general community. Offences of any nature that harm only the offending
individual will be treated with the same flexibility and understanding that would
be expected in the home or community environment. Paid employees, volunteers
and others working here are encouraged to attend specific professional
development and training in how to handle unacceptable behaviour.

The physical environment will be organised in such a way as to minimise
frustrations and eliminate dangers. Services will be delivered with maximum
efficiency and matched with the needs of Staff and Community. Dangerous
objects and instruments will be kept in locations that prevent impulsive use of
such items. Violent behaviours will be dealt with in ways that focus on the
management of the behaviour. Persistent behaviour of an unacceptable nature
may result in temporary withdrawal of our service/s to the offending individual.

In situations of physical violence, the offending person will be asked to leave
immediately, or the worker/s should leave the situation as soon as possible. Other
workers must be alerted, either by use of a verbal or other code if an electronic
alarm system is impractical. If the offending person refuses to leave, he/she will
be informed that the police will be called. If the worker believes the situation is
serious, then the police must be called immediately.

In situations where there are threats of violence, the person will be asked to stop
the threats, or to leave and come back when this unacceptable behaviour has
stopped. If he/she refuses to leave, the worker should leave the room or building if
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possible, or tell the person that the police may be called. Another worker must be
informed as soon as possible.

In cases of other behaviour that leads people to feel unsafe, the person should be
informed that conversation or service provision will not continue until the
behaviour has stopped. The person may be asked to leave. If he/she refuses to do
so, the worker should leave the situation as soon as possible and inform the
person that the police may be called.

All of the above incidents must be recorded by the worker/s on an Incident Form,
and the President of the management group informed as soon as possible.

The Board of Governance will ensure that workers and others exposed to any such
incident have access to professional debriefing within 24 hours of its occurrence.
Follow-up discussions and support will also take place both for workers' well-
being and to make necessary preventive changes at WPCC, i.e. things that may
need discussion include who was involved, what actually happened and why,
options open to the worker/s, what has taken place since and what more can be
done, and what can be learnt from a particular incident. Workers will also have
the option of counselling and other assistance if they require this.

Related Organisational Policies and Procedures:

e Complaints & Grievance Policy
e Staff Code of Conduct Policy
e Harassment and Bullying Policy
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Privacy And Confidentiality

Wyndham Park Community Centre is committed to ensuring the privacy
and maintenance of confidentiality in matters relating its staff and
participants.

Wyndham Park Community Centre acknowledges its responsibilities
concerning the collection, disclosure and use of information with regards
to:

* Information Privacy Act 2000 (Vic)

* Health Records Act 2001 (Vic)

* Disability Act 2006 (Vic)

* Privacy Amendment Act 2012 (Commonwealth)

* Privacy and Data Protection Act 2014 (Vic)

Procedure

e Where contractors and employment agencies are used, the
contracts between Wyndham Park Community Centre and these
third parties must contain clauses to ensure that such contract staff
are bound by the same code of confidentiality as Wyndham Park
Community Centre’ staff.

e Wyndham Park Community Centre requires that all employees,
volunteers, participants, Board members and visitors have a duty to
keep Confidential Information strictly confidential and to use it only
for the proper purposes in accordance with the law.

e Wyndham Park Community Centre may use or disclose personal
information (other than sensitive information) about an individual for
the purpose of direct marketing if:

1. the organisation collected the information from the individual;
and

2. the individual would reasonably expect the organisation to use
or disclose the information for that purpose; and
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3. the organisation provides a simple means by which the
individual may easily request not to receive direct marketing
communications from the organisation; and

4. the individual has not made such a request to the
organisation.

¢ Wyndham Park Community Centre organisation may use or disclose
personal information (other than sensitive information) about an
individual for the purpose of direct marketing if:

o The organisation collected the information from:

1. theindividual and the individual would not reasonably
expect the organisation to use or disclose the information
for that purpose; or

2. someone other than the individual; and either:

a. the individual has consented to the use or disclosure
of the information for that purpose; or

b. itis impracticable to obtain that consent; and

c. the organisation provides a simple means by which
the individual may easily request not to receive direct
marketing communications from the organisation;
and

d. in each direct marketing communication with the
individual

o the organisation includes a prominent statement that the
individual may make such a request; or

a. the organisation otherwise draws the individual’s
attention to the fact that the individual may make
such a request; and

b. the individual has not made such a request to the
organisation.
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The employee:

May use confidential information solely for the purposes of
performing their duties as an employee of Wyndham Park
Community Centre,;

Must keep confidential all confidential information; and

May only disclose confidential information to persons who are aware
that the confidential information must be kept confidential and who
have need to know (but only to extent that each person has a need

to know).

The employee’s obligation of maintaining confidentiality does not extend

confidential information that the law requires to be disclosed.

Any personal information collected regarding employees falls within the

Information Privacy Act 2000 (Vic)

a.
b.

Reasonable steps must be taken to ensure that the employee:

Is aware of the information collected.

c. Must be informed of the purposes for which the information is

collected.

d. Told who is collecting the information and

e. How to directly contact the Privacy Officer.

Staff records may consist of the following:

© a0 T o

Personal information & data

Salary & remuneration changes.

Employment contract.

Performance appraisal records.

Misc. company correspondence concerning the employee.

Regarding staff records:

These confidential files are to be maintained by the Manager
Although personal files may not be removed from Wyndham Park
Community Centre archives, employees are able to request to

review their personal file at any time
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o Employees’ personal information will not be made available to
outside organisations without the express, written permission of the
employee in question.

e Any organisation or individual seeking such information will be
advised that the written permission of the employee is necessary
and that said permission will be sought. All participants, customers,
organisations or any other person/ body dealing with Wyndham Park
Community Centre are similarly protected by this policy of
confidentiality of personal information.

e Wyndham Park Community Centre will, however, respond to any
legal requirement to release information that the authority demands,
but will advise the relevant employee of the intent to release said
information. Such legal requirements may include for example:

a. court orders

b. statutory provision

c. Auditors

d. Legal Advisers

e. The Australian Taxation office

e Under Section 33 (3) of the Freedom of Information Act 1982 (Vic), an
employee is entitled to a right of appeal to a decision to release
personal information

e All employees have the right to access personal information relating
to them, unless divulging this information could be prejudicial to the
interests of Wyndham Park Community Centre or an interested third
party eg. Information relating to a current investigation or
information received by our organisation on a confidential basis.

e In all matters of a confidential nature, employees are liable to
disciplinary action by Wyndham Park Community Centre where
information is divulged either internally or externally without
appropriate authorisation.

e The minimum period for the retention of employees’ personal
records and files is mandated by the Fair Work (Commonwealth
Powers) Act 2009 (Vic) to be 10 years.
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At the end of the employee’s employment, the employee must return to
Wyndham Park Community Centre:

1. All confidential information in material form;

2. Those parts of all notes and other records based on or incorporating
confidential information;

3. All copies of confidential information and notes and other records
based on or incorporating confidential information; and

4. All of Wyndham Park Community Centre, in the employee’s
possession or control.

The employee’s obligation of confidentiality will continue after the end of
the employee’'s employment in respect of all confidential information other
than information forming part of the employee’s stock of general skill and
knowledge.

Any employee found to be in breach of this confidentiality obligation, whilst
still employed by Wyndham Park Community Centre will be disciplined,
and in serious instances, dismissed. This also apply to former staff
members and in such instances, legal action could proceed.
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Protection Of Human Rights And Freedom From Abuse

Wyndham Park Community Centre is committed to the prevention of abuse and

neglect toward our community members and ensuring the legal and human

rights of all are upheld. All personnel of Wyndham Park Community Centre are

responsible for upholding the legal and human rights of all service users and

ensuring all allegations of abuse or neglect are reported.

Procedure:

The Manager is responsible for responding to all allegations of abuse or
neglect

When required Wyndham Park Community Centre’ staff will ensure
participants and service users are forwarded information pertaining to the
role of advocacy support and advised of advocacy services available to
them.

Service users and participants are referred to advocacy support services
that are best able to meet their cultural, religious and linguistic
requirements.

Staff will ensure participants and service users are provided with all
required information to enable informed decisions to be made regarding
the benefits and risks associated with activities.

Disciplinary Action will be taken against any staff member attempting to
cover up or failing to report any incident of actual, alleged or potential
abuse.

All staff receive training in identifying, responding to, reporting and
following up assaults, accidents and injuries to service users during their
induction program.

All allegations of abuse will be reported to the Manager.

Staff will ensure all matters of abuse, neglect or injury involving a
participant or service user are dealt with in a private and confidential

manner.

Wyndham Park Community Centre — Policy Manual 2022

35



Child Protection

Wyndham Park Community Centre is committed to providing a child safe
environment where children and young people are safe and feel safe. Their
voices are heard about decisions that affect their lives. Particular attention
will be paid to the cultural safety of Aboriginal and Torres Strait Islander
children and children from other culturally and/or linguistically diverse

backgrounds, as well as the safety of children with a disability.

Procedure:

We will take all concerns and reports of child abuse seriously and investigate and
act on these reports immediately, with the highest priority.

An allegation of child abuse is a serious issue. In following this procedure, it is
essential that all parties maintain confidentiality. Sharing of information, which
could identify a child, an alleged perpetrator or the informant/reporter could put
them at harm so should be done so strictly on a 'need to know’ basis. Unless
abuse has actually been proved to have occurred, one must always refer to
"alleged abuse".

If an employee raises a legitimate concern about suspected child abuse, which
proves to be unfounded on investigation, no action will be taken against the
employee.

Types of Child Abuse:

Definition of Abuse:

This is an act by which parents, guardians, adults or older/bigger person/s harms
or has the potential to harm a child or young person’s health either physically or
emotionally or damage their wellbeing.

Physical Abuse:

This is a non-accidental injury to a child by an older person. Signs are usually
visible — bruising, cuts, burns or fractures.
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Sexual Abuse:

Any adult who holds a reasonable belief that a sexual offence has been
committed against a child in Victoria must report that belief to police, unless they
have a reasonable excuse (defined in the Act) for not reporting. The Crimes
Amendment (Grooming) Act 2014 establishes an offence of ‘grooming’, and The
Crimes Amendment (Protection of Children) Act 2014 establishes an offence of
‘child endangerment’ that is commmitted when a person with power and
responsibility in an organisation fails to act to remove or reduce a risk of sexual
abuse to children by an adult associated with the organisation.

Emotional Abuse:

This is where a child’s physical or emotional health is harmed through fear,
threats, name calling, belittling etc. from an older person.

Neglect:

Where a child’s health or safety are put in jeopardy through not providing the
basic necessities, such as food, clothing, a bed, supervision.

Further detailed explanations can be found in the Children Youth and families
Act (2005)

www.education.vic.gov.au/ecsmanagement/licensedchildservices/default.ht
m

www.eduweb.vic.gov.au/edulibrarypublic/stuman/wellbeing/protecting_ child

ren_protocol27_5_10.pdf

When identifying child abuse, it is critical to remember that:

e The trauma associated with child abuse can significantly impact upon the
wellbeing and development of a child.

e All concerns about the safety and wellbeing of a child, or the conduct of a
staff member, contractor or volunteer must be acted upon as soon as
practicable. As a staff member, you must act as soon as you witness an
incident or form a reasonable belief that a child has been, or is at risk of
being abused. You must act if you form a suspicion/ reasonable belief,
even if you are unsure and have not directly observed child abuse (e.g. if
the victim or another person tells you about the abuse).
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You should make sufficient enquiries to form a reasonable belief and to
determine a child’s immediate needs. However, once a reasonable belief
has been formed, it is not your role to investigate. This is the role of DHHS
Child Protection or Victoria Police. Child abuse includes any instance of
physical or sexual abuse (including grooming), emotional or psychological
harm, serious neglect and family violence involving a child. You must
immediately report the incident to the Manager.
Child protection concerns to be identified in the course of the work of staff,
reported and action taken, where appropriate, so vulnerable children and
young people are supported.
Reasonable steps to be taken to coordinate decision making and
coordinate services to children and young people and their families with
other local service providers, if required.
Collaborative work with other agencies for the care and protection of
children and young people in ways that strengthen and support the family
and in a manner that respects the functions and expertise of each service
provider.
Wyndham Park Community Centre’s Manager is appointed to act as the
Child Protection Officer and they will:

a. Provide authoritative advice to staff on matter of child safety

b. Raise awareness about Wyndham Park Community Centre Child

Safety policies and procedures
c. Develop training tools to ensure Staff are up to date on current
legislation

If a Child Discloses an Incident of Abuse to you

Try and separate them from the other children discreetly and listen to them
carefully.

Let the child use their own words to explain what has occurred.

Reassure the child that you take what they are saying seriously, and it is not
their fault and that they are doing the right thing.

Explain to them that this information may need to be shared with others,
such as with their parent/carer, specific people in your organisation, or the
police.

Do not make promises to the child such as promising not to tell anyone
about the incident, except that you will do your best to keep them safe.
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e Do not leave the child in a distressed state. If they seem at ease in your
company, stay with them.

e Provide them with an incident report form to complete, or complete it
together, if you think the child is able to do this.

e Assoon as possible after the disclosure, record the information using the
child’'s words and report the disclosure to the Manager or Educational
leader, police or child protection.

e Ensure the disclosure is recorded accurately, and that the record is stored
securely.

If a Parent/Carer says their Child has been Abused in your Organisation or
Raises a Concern

Explain that your organisation has processes to ensure all abuse
allegations are taken very seriously.

e Ask about the wellbeing of the child.
e Allow the parent/carer to talk through the incident in their own words.

o Advise the parent/carer that you will take notes during the discussion to
capture all details.

e Explain to them the information may need to be repeated to authorities or
others, such as the organisation’s Manager or Educational Leader, the
police or child protection.

e Do not make promises at this early stage, except that you will do your best
to keep the child safe.

e Provide them with an incident report form to complete, or complete it
together.

e Ask them what action they would like to take and advise them of what the

immediate next steps will be.

e Ensure the report is recorded accurately, and that the record is stored
securely.

e You need to be aware that some people from culturally and/or
linguistically diverse backgrounds may face barriers in reporting
allegations of abuse. For example, people from some cultures may
experience anxiety when talking with police, and communicating in English
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may be a barrier for some. You need to be sensitive to these issues and
meet people’s needs where possible, such as having an interpreter present
(who could be a friend or family member).

+ If an allegation of abuse involves an Aboriginal child, you will need to
ensure a culturally appropriate response. A way to help ensure this could
include engaging with parents of Aboriginal children, local Aboriginal
communities or an Aboriginal community-controlled organisation to
review policies and procedures.

e Some children with a disability may experience barriers disclosing an
incident. For example, children with hearing or cognitive impairments may
need support to help them explain the incident, including through sign

website

If you believe a child is at immediate risk of
abuse phone 000.
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Mandatory Reporting of Child Abuse - Legal

obligation

‘Children, Youth and Families Act 2005’

We are legally required to make a report to Child Protection if we form a belief on
reasonable grounds that a child has suffered, or is likely to suffer, significant harm
as a result of physical injury or sexual abuse and the child’s parents have not
protected, or are unlikely to protect, the child from harm of that type.

Confidentiality is provided to those who report abuse. This prevents the disclosure
of the name or any information likely to lead to the identification of a person who
has made a report in accordance with the legislation.

Criminal Offences

e Grooming for sexual conduct with a child under the age of 16 years
e Failure to disclose obligations apply to all adults in Victoria.
e Failure to protect apply to people in authority within a relevant organisation

Duty of Care and Legal Responsibilities

Those who exercise care, supervision or authority over children have a duty of
care to keep children safe.

The Principle of Duty of Care is that workers and volunteers have an obligation to
avoid acts or failures that could be reasonably foreseen to injure or harm children
engaging with the organization.

Reporting Procedures:

¢ If a staff member, volunteer or contractor becomes aware of an incident or
allegation of abuse, the first responsibility is to ensure that the child or
children are safe and risks of further abuse or harm are mitigated.

¢ If the incident or allegation of abuse could involve criminal conduct, the
matter must be immediately reported to Victoria Police.

¢ If there is any ongoing risk to a child or children, the staff member or
volunteer should call 000.
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e It may also be appropriate to notify the Dept of Health and Human Services,
if there is a belief that the child needs protection.

¢ When an allegation of child abuse is received, all mandatory reporting
requirements must be met, including reporting to:
o Police
o Department of Health and Human Services
o Commission for Children and Young people
o Other government departments or regulators as appropriate
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Complaints And Grievances

Wyndham Park Community Centre (WPCC) is committed to providing high
quality care and services and meeting your needs.

As we are a community managed Centre, we are governed by a Board of
Governance committed to reaching a speedy and just resolution of any
complaints or disputes that may arise and/or threaten the harmonious
functioning of the organisation.

Wyndham Park Community Centre (WPCC) will try to resolve any issues or
concerns that they may have at the earliest opportunity with their
immediate staff. The preferred process involves satisfactory resolution of
issues internally, without feeling the need to refer to external organisations
or authorities for assistance.

This policy covers complaints, disputes, grievances and appeals, and
where “complaints” is used it should be deemed to cover all.

Scope:

The objective of the policy is to ensure that complaints are resolved by
negotiation between the parties. No staff member, volunteer or members will be
treated unfairly as a result of making a complaint.

Policy:

Wyndham Park Community Centre (WPCC) fully supports the rights of people to
express or have expressed on their behalf. Any complaint is handled in the most
appropriate manner at the earliest opportunity. All individuals are treated fairly
and without fear of intimidation. Complaints should be dealt with as quickly,
discreetly and effectively as possible. All steps in this process will be minuted and
the outcomes recorded. Complaints will be dealt with strictest confidentiality and
only within the processes outlined, so that discussion of these complaints cannot
be conducted in other ways.
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Procedure:

The parties to the complaint must meet and discuss the matter in dispute,
and, if possible, resolve the issue within 14 days, after it is brought to the
attention of the parties.

Where an individual considers they have a complaint, they should first raise
the matter with their immediate supervisor or program facilitator.

The Manager will arrange for both parties to meet to identify and discuss
the complaint together and attempt to resolve the issue within 14 days. The
complaint should be recorded in writing, including the nature of complaint,
timeframe and strategies for resolution.

If the issue is still not resolved, it may be brought to the attention of the full
Committee of Governance, either via a letter, or by personal attendance at
a meeting of the Committee within 4 weeks. A record of this meeting and
outcomes will be minuted, and the meeting will observe strict
confidentiality and strict processes for the resolution of the complaint.

If there is no appropriate reference body, the matter will be referred to an
independent person with no line management or Committee of
Governance connections to Wyndham Park Community Centre. The
decision made by this body will be accepted by the parties as ending the
matter, and a letter will be sent to the individuals involved detailing
outcomes and reasons within 2 weeks.

In the case of matters involving harassment and bullying the Manager will
notify the President of the Board of Governance as soon as possible and
the board advised within a reasonable timeframe

Note: at all times, all parties to this process —

>
>

must be given every opportunity to be heard,;

all parties must allow due consideration to any written statement
submitted by any party; and

ensure that natural justice is accorded to the parties to the complaint
throughout the mediation and resolution process.

All complaints can be referred to the Board of Governance or the Equal
Opportunity Commission.

Wyndham Park Community Centre — Policy Manual 2022

44



Service Users Complaints

It is the policy of the Board and Management of Wyndham Park to encourage and

support any service users to raise any issue of concern or complaint without fear

of retribution and to have any concern or complaint resolved in a timely, fair and

confidential manner.

Service Complaints — General

Procedure:

All service users receive a copy of the users Handbook containing the
Complaint Policy upon acceptance to the service.
All referrals not accepted to service will have a copy of the Complaint
Policy forwarded to them with a non-acceptance letter.
Service users are entitled to be accompanied and assisted by a carer /
Support Worker or support person (who is not a legal practitioner) at any
relevant meetings.
Wyndham Park recognises that complaint handling procedures must be
fair to all parties. A person must not victimise another person because they
have or intend to:

a. Make a complaint

b. Be a witness
c. Support an individual who intends to or has made a complaint
d. Actin good faith in bringing information or an allegation forward.

The Manager has responsibility for:

a. Ensuring the promotion of the policy across the organisational
division

b. Implementing appropriate measures across the organisational
division where informal complaints have been made

c. Implementing appropriate disciplinary procedures where required

d. Assisting a service user to handle a complaint regardless of whether
it is to be addressed informally or through a formal internal or
external process
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e The Manager is responsibility for:
a. Ensuring the promotion of the policy across the organisational
division
b. Implementing appropriate measures across the organisational
division where informal complaints have been made
c. Implementing appropriate disciplinary procedures where required
d. Assisting a service-users to handle a complaint regardless of
whether it is to be addressed informally or through a formal internal
or external process
e All outcomes, decisions and dealings associated with the pursuit of a
complaint under this Policy, and any appeals arising are confidential and
are to be managed in accordance with the Wyndham Park Confidentiality
Policy and the Public Record Office of Victoria requirements.
e Allrecords in relation to this policy and procedure will be kept for a
minimum of 7 years in accordance with records retention policy.

Complaints Review

The Manager is responsible for the annual review of the Service Users Complaint
Procedure. A summary of all complaints lodged and the outcomes or status,
including formal and informal complaints will be reviewed at Committee

meetings.
Making a Complaint

1. Service users who believe something is unfair, unjust or upsetting in relation
to their association with Wyndham Park has the following options available
to them.

2. The complainant may approach the respondent with the details of their
allegation and the desired outcome(s) in the first instance. If the matter is
not satisfactorily resolved or if the behaviour, action, inaction or decision
continues then the complainant may proceed to another option.

3. The service users can speak to a relevant staff member or immediate
supervisor/manager or if that is not appropriate, the Manager, about the
complaint. With the service user's approval, the staff member may
approach the person or persons involved in the identified issue and talk to
them informally about the particular complaint.

4. The service users can make a formal complaint in writing to a relevant staff

member, immediate supervisor/manager, or Manager.
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Informal Complaint Process

The informal process involves the complainant and respondent discussing the
concerns in person in an attempt to achieve best agreed outcomes. This may be
facilitated by a member of staff, manager, a Human Resources Consultant or an
external, independent person.

If an agreement is determined between the complainants and respondent at this
meeting the matter may then be closed otherwise the matter may proceed to the
Formal Complaint process.

Whenever practical, a record of this informal complaint resolution process will be
kept in the incident [ issues register.

Formal Complaint Process - Internal

e All service users may make a formal complaint in writing to their
manager/supervisor including the following outline:
1. The nature of the complaint;
The time and date of the incident(s) giving rise to it;
The names of any witnesses;

Their signature; and

RN SREN

The date of the lodgement of the complaint.

e The service user is entitled to receive staff assistance to prepare a formal
complaint.

e The Service user’'s complaint should be lodged with the Manager

¢ Inall cases, arecord of the complaint must be kept in the incident [ issues
register, including the final outcome.

e The matter will then be addressed by either:

o Conciliation: Is a confidential and without prejudice process, the
purpose of which is to achieve a resolution that is agreed to by both
parties. The conciliation process is not a fact-finding exercise.

o Investigation: Will be used in cases where a formal compilaint is
lodged and a satisfactory resolution cannot be reached through the
conciliation process or in cases where the complainant and/or
respondent decide against participation in the conciliation process

or where the complaint is of a serious nature.
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CONCILIATION

1.

The Manager will discuss the complaint with the respondent. The
respondent will be advised that the complaint is confidential and that all
parties are protected from victimisation.

The Manager should ensure any special needs of parties are met, e.g. carer
| support worker, interpreter.

As soon as possible but within no more than 5 working days of the
lodgement of the complaint, the Manager will consult with the complainant
and the respondent to identify whether they agree to conciliate the
complaint. Where conciliation is agreed the Manager will identify a
conciliator acceptable to both parties.

The Manager will assist the conciliator by explaining the application of this
policy and planning the steps to be taken in attempting to resolve the
Complaint.

The complainant and respondent will be required to agree that any statements

made in the course of the conciliation process shall be confidential and without

prejudice.

a. As soon as possible but within no more than 8 working days of the

lodgement of the complaint, the conciliator will discuss possible resolutions
with both the complainant and the respondent and seek to achieve a
resolution satisfactory to both parties.

Where a resolution is agreed the complainant and respondent will sign a
statement to indicate complete and final settlement of the Complaint

An agreed conciliation resolution may involve:

a. A compulsory counselling session to be attended by the respondent and or

the complainant, whichever is appropriate, and/or;

An acknowledgment by the respondent that their behaviour caused
offence even if it was unintentional and an undertaking to modify their
behaviour; and/or;

Respondent attends equal opportunity and bullying awareness training (if
appropriate) and/or;

d. Any other outcome agreed to by the parties to the complaint.

Both parties are to be advised that victimisation or some other form of
reprisal by them that affects the other party is unacceptable and is a
potential cause for separate disciplinary action.
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Monitoring outcomes of the conciliation process.

a. Where agreement to resolve the Complaint is reached a monitoring
process should be put in place to ensure compliance with the terms of the
agreement.

b. An appropriate person should be agreed to by the parties to monitor
progress of the agreement.

Where a resolution to the complaint cannot be conciliated between the
complainant and the respondent, the matter will proceed to the investigation
stage of the process.

Investigation

An investigation is conducted to determine the facts associated with a complaint.

Investigators will be assigned to a particular complaint by the Manager.
Investigators should have no prior knowledge of the case and must be impartial.
Every effort will be made to expedite the process.

An investigation will be commenced as soon as possible following an
unsuccessful conciliation process and not more than another 2 working days. In
the case where a complaint is not taken to conciliation, the investigation will be
commenced as soon as possible after the lodgement of a complaint or within not
more than 5 working days.

Person delegated the responsibility of the investigation should ensure any special
needs of parties are met, e.g. carer [ support worker, interpreter.

Service users to be advised of their right to have a third-party witness (of their
choice) present during the investigation and resolution processes.

Written records must be maintained during the investigation and resolution

processes.

The findings of the investigation will be referred to the Manager to determine an
appropriate course of action and resolution. This referral is to be made within not
more than 5 workings days from the start of the investigation.

The Manager is to determine and advise on the outcome within 2 working days of
receiving the investigator’s report
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Investigation — Possible Outcomes

1. The complaint is upheld and appropriate corrective action is determined.
This may or may not include counselling and/or disciplinary action.

2. The complaint is unable to be substantiated. Both parties will be advised
accordingly; this may also include appropriate counselling.

3. The complaint is not substantiated and is identified as being vexatious,
misconceived or without substance; further action may need to be taken
by Wyndham Park management.

4. lItis the responsibility of the Manager, to ensure that the recommendations
of the investigation are implemented.

Formal Complaints - External

In all cases, service users are entitled to take any complaint directly to the
relevant external authority or have any complaint referred to the relevant external
authority in the case where the service users are not satisfied with the result of the
internal Wyndham Park process.

Wyndham Park staff are obliged to support any service users to refer any
complaint to the relevant external authority.

Complaints Review

The Manager is responsible for the annual review of the Service Users Complaint
Procedure in conjunction with the President of the Board of Governance.

A summary of all complaints lodged and the outcomes or status, including formal
and informal complaints will be reviewed at the Board meetings.
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Staff Code of Conduct

All staff of Wyndham Park are expected to observe the highest possible

standards of behaviour, ethics and integrity.

All employees must act with integrity and professionalism in the

performance of their duties and be scrupulous in the proper use of

Wyndham Park information, funds, equipment and facilities; to exercise

fairness, equity, proper courtesy, consideration and sensitivity in all their

dealings in the course of carrying out their duties; and to avoid real,

apparent or perceived conflict of interests.

Minimum Expectations of All Staff (Including Volunteers)

1.

Compliance with all company policies, procedures, rules, and contractual
obligations.

Compliance with all relevant industry legislative requirements in the
performance of all duties.

Adherence to appropriate Professional Codes of Practice and/or Ethics.

4. Compliance with company Child Safety and Protection Policy, Procedures

and governing laws

Adherence to Statement of Commitment and Code of Conduct to Child
Safety and Protection

Use their best abilities and knowledge to perform their assigned duties.
Uphold the reputation and goodwill of Wyndham Park.

8. Compliance with all reasonable and lawful instructions of

10.

1.

managers/supervisors.

Observation of occupational health and safety rules, responsibilities and
practices at all times.

Adherence, to the confidentiality of any information, records or other
sensitive material acquired, during the course of employment and/or after
the cessation of employment with Wyndham Park.

Honesty and fairness in all dealings with customers, clients, co-workers,
management and the general public.
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12.

13.

14.

15.
16.
17.
18.
19.

Respect for Wyndham Park equipment, supplies and property, and use
these facilities properly and economically.

Not to make any unauthorised statements to the media about Wyndham
Park business (requests for media statements must be referred to the
manager).

Use information, knowledge and financial resources of Wyndham Park for
the purposes they are provided.

Act within their level of authority and maintain accountability.

No fighting in the workplace.

No offensive language and/or behaviour in the workplace.

No unlawful discrimination or harassment in the workplace.

A breach of this Code of Conduct by any employee will result in disciplinary
action being taken.

ASSAULT ON STAFFF BY CLIENT

All instances of suspected or alleged assault, abuse or neglect, are to be
reported immediately to the Manager.

Offer client/staff appropriate support in terms of their physical, emotional,
medical or safety needs.

Client/staff to be advised of their right to be referred to an Advocate
service

In the event of the client/staff choosing to have an advocate the Manager
will make the referral.

Advise client of their right to access local health services to receive support,
medical treatment and counselling.

Should the client choose to access local health service the Manager will
arrange the support required for access.

In the case of Sexual Assault, client to be advised of right to access the
Department of Health Sexual Assault Service.

Should the client choose to access a sexual assault service the Manager
will arrange the support required for access?

Where the client is unable to give consent to receive medical intervention
or the intervention of a sexual assault service the Manager will contact the
‘person responsible’ to obtain consent. Where there is no ‘person
responsible’ the Guardianship Board may be contacted if a Guardian is
required.
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Dealing with an Assault situation

If a client assaults another client or staff member they should immediately
be removed from the vicinity of others. If the client refuses to vacate the
area the others should be moved to take stimulation away from the
assailant.
The Manager or Supervisor should be contacted as soon as possible to be
informed of what is happening. The Manager or senior staff member at the
facility (not directly involved in the incident) should take control of the
situation.
In the event of a staff member being assaulted other staff members
present are to assume responsibility for calling the manager/ supervisor
and are to manage the follow on of the incident. Where practical, the
assaulted staff member will be replaced in program and be debriefed by
the manager/.
A full team debriefing will take place as soon as programs finish at the end
of the day.
The client should be removed from normal program for the remainder of
the day.
Where Practical a replacement staff member will come in, to cover the staff
member that has left the program with the client.
Staff members that remain with the group are to ensure that the
immediate safety needs of the remaining clients have been met.
This includes:
a. Talking through the incident and explaining what will happen with
the client now.
b. Checking any assaulted clients for injuries and administering first aid
as needed.
c. Making sure that they are feeling safe.
d. If needed removing the assaulted client or heavily affected clients
for further counselling.

On return to program, an incident report should be completed and checked by

the Manager/ Supervisor before being signed.
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Management of Issues Relating to the Alleged Perpetrator

Alleged Assault, Abuse or Neglect involves a staff member of Wyndham Park:

¢ Intheinstance of the alleged perpetrator being a staff Member of

Wyndham Park Inc. the Manager is to be informed immediately.

e The Manager may instruct the person whom the allegation has been made

against to be immediately stood down from their position, pending the

outcome of investigations of the allegation.

e The person will be stood down on full pay pending such investigation

e Alleged Assault, Abuse or Neglect involves another service provider:

¢ Management is to ensure the safety of the victim and person making

allegation

e Manager to contact other service provider and advise of action that has

been taken.

¢ Management to assess the person’s needs in light of the assault and

develop strategies to address needs, which may include:

a.

® 00 OC

Advocacy support

Notification of Family / Significant Others
Counselling

Development of Behaviour Intervention Program
Increased supervision
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Attendance And Absenteeism

It is a policy of Wyndham Park Community Centre that staff attend work to
perform the requirements of the appointed position.

Any absences from work need to be justified and communicated to the relevant

manager/supervisor.

Procedure: Employee’s Obligation

Absenteeism includes:

e A pattern of repeated absences from work for short periods of time; or
e Misuse of the entitlement to personal leave (e.g. combining sick leave with
weekends or other types of leave to have extended absences from work).

In the event of illness or family emergency, employees are required to notify their
manager/supervisor prior to their normal commencement time, indicating the
extent and details of the anticipated absence.

During a prolonged absence, employees are required to contact their
manager/supervisor and submit any necessary documentation, such as medical
certificates/reports or statutory declarations, on a regular basis to keep them
informed of the particulars of the situation and of the expected date of their return

to work.

Absences for reasons such as iliness or family emergency must be taken in
accordance with the requirements outlined in other relevant policies.

Repeated late attendance or absence from work without valid reason or the
required notification being given by the employee, may result in the disciplinary
action being taken.

¢ Inthe case of a staff member not attending their post of employment
without contacting the manager or coordinator the procedure is as follow:
1. Manager or senior staff member should attempt to contact the staff
member after 30 minutes of shift commencing.
2. Manager or senior staff member should enquire amongst staff as to
the location of the staff member or any information that may assist

in explaining the staff member’s absenteeism or location.
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3. If contact is not possible within 4 hours, the emergency contact
details provided by staff during induction will be used to contact
family or next of kin.

4. If response is not obtained within 24 hours, the police should be
contacted upon consultation with a senior staff member.
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Staff Recruitment

Wyndham Park Community Centre is an Equal Opportunity Employer and
seeks to attract the most suitable person for the position and will ensure
that the process of selection is just and respects the dignity of the

individual

We shall endeavour to select the best person for the vacant position
(based on the Merit Principle), which is the assessment of their overall level
of skill, knowledge, experience and relevant qualifications in accordance

with the requirements of the position description.

Current employees will normally be given the opportunity to apply for
vacancies or new positions. No preference will be given to current or former
employees in the recruitment process, and any access to re-employment
must be in line with our Recruitment Policy.

It is a policy of Wyndham Park Community Centre that in no case, will

feedback be provided to unsuccessful candidates.

Procedure - Staff Recruitment — Employment Screening

Wyndham Park Community Centre is committed to the provision of quality
services and a safe environment for people with a disability attending programs.
Wyndham Park Community Centre staff will complete a screening process prior
to their commencing date of employment.

The Screening process could include police check and an application for working
with children permit if required.

o police record checks to be completed as part of the pre-employment/pre-
placement (including paid staff, volunteers and students) safety

» offers of employment/placement are not to occur prior to police record
check clearance being obtained

¢ international police record checks or references are required when the
applicant has resided overseas for 12 months or more in the last ten years

e working with children checks are to be completed when required under the
Working with Children Check Act 2005
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¢ Staff and Volunteers working for Wyndham Park within the ACT are required
to adhere to the requirements of the Working with Vulnerable People
(Background Checking) Act 2011 (ACT)

Recruitment of Former Employees

No preference will be given to former employees in the recruitment process, and
their access to re-employment must be in line with our Recruitment Policy.

Wyndham Park Community Centre — Policy Manual 2022
58



Probationary Period

All new full-time, part-time or fixed term contract employees of
Wyndham Park will be employed subject to a probationary period, the
details of which will be clearly stated in the letter of

appointment/contract of employment.

Procedure: Probationary Period

1. All new employees will be advised of the probationary nature of the
employment prior to their acceptance of the offer of employment, that is,
at the interview and when the written offer of employment is made, but not
later than the first day of commencement of employment. The length of
the probationary period will be appropriate to the nature of the position on
offer and in accordance with the Workplace Relations Act 1996 (Cth).

2. The employee’s performance will be assessed throughout the probationary
period and the employee will be given feedback regarding their
performance. The continued employment of the employee is dependent
on their successful completion of the probationary period.

3. If, at the end of the probationary period, there are still aspects regarding
the employee's performance that are considered to need further
development but are not serious enough to warrant cessation of
employment, then discussions will be held between the employee and their
manager/supervisor. In these discussions, the manager/supervisor will
confirm the completion of the probationary period and also discuss the
aspects of the employee’s performance that will need to be addressed and
improved on in the future.

4. Where the employee's performance does not meet the standard required for
the position, the employee’'s employment will be terminated in accordance
with their letter of appointment/contract of employment, provided that the
employee has received the appropriate feedback throughout their
probationary period.

5. At any time throughout the probationary period, either Wyndham Park or
the employee may terminate the contract of employment by the giving of
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the appropriate notice of termination as outlined in the letter of
appointment/contract of employment or the relevant Agreement/Award

6. It should be noted that the probationary period counts as service for the
purposes of accruing leave entitlements, such as annual leave, sick leave
etc.

Performance Review for Staff on Probatory Period.

If 3 months after commencement of probationary period, the staff member’s
performance is considered to be above 50% but under 70% of the expected
standard, the manager, supervisor will develop an action plan to support the
improvement of the identified areas and will set a timeline of 3 months for
another review.
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Staff Induction

The Wyndham Park Community Centre induction process will ensure
that all new employees are provided with a thorough introduction to
the organisation, along with an overview of any relevant health and
safety requirements, codes of practice and any other operating

requirements.

STAFF INDUCTION

Managerial Responsibility

The Manager is responsible for ensuring that all new employees are provided with
the necessary information and guidance so that they can perform in their
respective positions safely and effectively.

At the conclusion of the induction process, all new employees should:

1. Understand that they are a welcome addition to Wyndham Park
Community Centre

2. Have the skills and confidence they need to perform in complex and

demanding roles

Appreciate their role within Wyndham Park Community Centre

Understand the requirements of their position;

Are familiar with of all the conditions of their employment; and

S

Have an understanding of the rules and procedures applicable to their
employment.

Employee Responsibility
All new employees have a responsibility to ensure that they:

a. Read all documentation issued;
b. Sign all relevant documentation; and
c. Maintain the required performance standards of the position.

Induction Content

The induction process of each new employee commences on the first day of
employment. All new staff will receive an Organisational Induction Kit, including
Staff Forms Manual.
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Induction Procedure

« On the first day the Manager/Supervisor will welcome each new person
and conduct a tour of Wyndham Park Community Centre including
introducing the new employee to other staff members

e New employee to be given a site, program and Organisational induction
checklist, which is to be signed by employee and Manager as each
induction item is completed.

e Completed checklists will be filed in the Personnel file.

e The Supervisor delegated responsibility for various induction items must
ensure new employee receives and signs for all necessary material.

¢« New Employee to be given a site induction on first day.

e Program Induction’s can be staggered over employee’s first week.

End of First Day Expectations

e The employee has signed the letter of appointment, confidentiality
agreement and the position description, confirming acceptance of the
terms and conditions of employment offered prior to commencement of
employment including the induction and probation processes;

e The employee has been given the opportunity to become familiar with and
discuss any issues relating to the terms and conditions of employment.
This should include a tour of company amenities, fire exits, staff rooms and
any other important locations;

¢ The employee was provided with an overview of all relevant occupational
health, safety and welfare issues, rules and procedures;

e Arrangement is made for the appropriate method of payment of wages,
any payroll deductions and the completion of the necessary personnel and
employment forms;

o The employee is introduced to other employees, particularly those
within their actual work area and given an explanation of their co-
worker’s respective roles;

o The employee has a clear understanding of the position the
employee has been employed to perform and understands the
requirements of the position description;

o Atthe end of the first day, the employee knows where, what time and
to whom they are to report on the following day.
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End of First Week Expectations

By the end of the first week, the nominated manager must ensure that the new
employee:
e Has familiarised his/herself with the rules and procedures of Wyndham
Park and understands the operational requirements of their position;

e Is aware of an alternative person to report to in the absence of their
immediate manager | co-ordinator / supervisor; and

e Has completed the relevant induction checklist.
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Work Injury

Wyndham Park Community Centre Community Centre is committed to
achieving a safe and healthy working environment for its employees and
to meeting its obligations under the Accident Compensation Act 1985 (Vic)
by:

Minimising the frequency and severity of work-related injury or iliness to its
employees;

Ensuring a safe and early return to work through timely, effective and
accessible rehabilitation programs.

Ensuring the effective management of employee workers' compensation
claims.

Wyndham Park Community Centre management will be responsible for:

e Ensuring that adequate resources, both human and financial, are made
available so that this Procedure can be implemented effectively and
efficiently;

e Supporting the authority of the responsible person to negotiate and make
decisions in consultation with managers, supervisors, employee
representatives and employees, in relation to the administration of claims
and return to work programs; and

e Ensuring that policies and procedures are reviewed in consultation with
employees, Occupational Health and Safety Committees (if any) and
employee representatives annually, or as required by legislative or
environment changes.

o Additionally, all managers/supervisors and any other nominated person(s)
will be responsible for:

» Organising on site first-aid treatment and/or initial medical treatment for
the injured employee if required;

e Ensuring that the injured employee remains safe at all times, especially if
the employee is required to either remain at work due to specific
circumstances, or is sent home following the receipt of appropriate

medical treatment.
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Notifying family or another contact

Notifying the Health and Safety Representative (if there is one);

Informing all relevant personnel of all work-related injuries as soon as
practical following the event;

Deciding whether the event needs to be reported to WorkCover by
telephoning 132 360 (any workplace death or serious injury or an incident
that could have caused death or serious injury) immediately. If "yes" or
‘unsure’, contact the Manager for the appropriate notification procedure.
Establishing an accident investigation if the WorkCover appointed
WorkSafe Inspector is not going to investigate immediately;
Commencing the accident investigation according to Wyndham Park
Community Centre OH&S procedures and determined what remedial
action will be undertaken;

Ensuring the injury is recorded on the appropriate Hazard/Incident Report
form.

Providing access to all required documentation, and assistance to
complete documentation if requested, by the injured employee; and
Supporting all injured employees throughout the rehabilitation process.

Workers Compensation & Rehabilitation

A "return to work plan/program” consistent with medical advice will be prepared

and followed and each employee will be given a written return to work

plan/program. The Manager will assist in this process by providing the necessary

link between treating practitioners, rehabilitation service providers, WorkCover

Authority Case Managers and the Workplace.

The Manager has been allocated the duty of overseeing rehabilitation services

and return to work plans/programs occurring within the company.

Consultation

Management recognises that each employee has the right to:

Be meaningfully involved in all decisions and actions relating to their
rehabilitation;

Have a current copy of their return to work plan/program;

An appropriate rehabilitation service (in-house and/or external
rehabilitation provider);

Seek the attendance of a chosen representative at any meeting that
involves their rehabilitation. This representative may, for example, be a
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family member, union official, medical expert, shop steward or
occupational health and safety representative.

e Seek independent advice before signing any documentation;

¢ Have personal information kept confidential, by the parties involved, in
relation to rehabilitation. This information must not be disclosed without
the employee’s written permission. “Personal information” is information
relating to details of medical conditions and treatments or information
concerning family, financial or emotional matters, but does not include a
person's capacity for work.

e Have access to medical or vocational information that pertains to their
rehabilitation plan/program and is in the employer's possession;

e The provision of a rehabilitation plan/program that takes proper account of
individual needs;

e Not be dismissed from employment due to being on a rehabilitation
plan/program. However, a breach of company policy or serious and wilful
misconduct may result in dismissal. (Note that the obligations of the
employer/employee relationship continue throughout rehabilitation).

e Not be required to carry out duties that are in conflict with the agreed
medical constraints.

e Where the return to work plan/program is not proceeding as agreed, the
following will occur:

e A case conference between the parties will occur, i.e. employer, employee
(and representative if requested) rehabilitation counsellor, treating doctor
and Claims Agent, to clarify and establish a clear prognosis of the
employee's condition and ability to return to work.

¢ Where non-compliance with an appropriate rehabilitation program exists,

discontinuance of income maintenance will occur.
An injured employee must:

a. Undertake appropriate treatment to facilitate a safe return to work;

b. Participate actively in planning and implementing a rehabilitation
plan/program;

c. Participate actively in a vocational rehabilitation plan/program, with the
agreed primary goal being return to pre injury duties if possible;

d. Accept the provision of safe and suitable alternative duties where they
form part of an agreed rehabilitation plan/program; and

e. Abide by agreed medical constraints.
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SunSmart

Wyndham Park Community Centre is committed to achieving a safe and healthy
working environment for its employees and to meeting its obligations under the
Accident Compensation Act 1985 (Vic) by: Minimising the frequency and severity
of work-related injury or iliness to its employees;

e Ensuring a safe and early return to work through timely, effective and
accessible rehabilitation programs.
e Ensuring the effective management of employee workers' compensation
claims
¢ All staff and volunteers are required to use sun protection barriers while
working outdoors.
e This includes but is not limited to:
a. Sunscreen
b. Hats
c. Eyewear
d. Long sleeve clothing
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Staff Training and Development

Wyndham Park Policy is to train and develop employees so that what they
can do, and are motivated to do, matches with what Wyndham Park needs
them to do.

We believe that a significant advantage to providing employees with the
opportunity for further education, training and development, is that the
productivity, skills and services it provides to clients will be enhanced and

improved.

Wyndham Park shall provide and pay for any necessary and relevant
training for employees in line with their respective roles and responsibilities
within the company to ensure it meets its legislative obligations in relation
to sexual harassment, manual handling, fire evacuation or occupational
health and safety.

STAFF TRAINING and DEVELOPMENT

General

Education, training and development opportunities for employees will be
designed to meet the current and future requirements of Wyndham Park with the
intention being to maintain an adequate supply of properly trained personnel and
provide opportunities for employees to develop their careers.

Training and development programs will be based on meeting the requirements
of both Wyndham Park and the individual employee through:

1. Annual performance assessment aligned with salary reviews;
2. Professional Development planning;

3. Management succession planning; and

4. Strategic planning.

Wyndham Park may require employees to undertake specific training related to:

a. Their current position;
b. As a prerequisite for performing in a different position (i.e. promotion); or;
c. As part of a performance review.
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In order to meet organisational, industry, legislative, accreditation, quality
assurance and professional codes of practice requirements.

Employees are encouraged to suggest alternative education, training or
development that may be beneficial to their own development, or that of other
employees within Wyndham Park Community Centre.

Attendance and/or payment at any educational institution or training course will
be subject to the approval of the manager/supervisor and will be assessed on a
case-by-case basis, except for the above identified legislative requirements.

Staff Records Management

Wyndham Park will keep an individual file for every staff member. This file will be

updated regularly and will be kept for seven years.

Staff files include:

Position Description
Employment Contract/Agreement

¢ Interview notes

e Signed copy of CV

e Police Checks

e Tax File Declaration

¢ Induction forms and check lists

e Records of professional development activities
e Performance Review report

e Skills matrix

e Assessor Qualifications

e Evidence of Vocational qualifications.
e Salary review notifications

o Performance/Disciplinary reports
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Staff Performance Appraisal

Wyndham Park Community Centre is committed to providing all
permanent employees with the opportunity for an Annual Performance
Appraisal. Staff Performance Appraisals are an opportunity for an
employee and manager to reflect on the staff member’s performance over
the last 12 months and to look ahead at the coming year. Itis a system for
encouraging and motivating staff by giving them feedback on their
contribution to program goals and giving them direction and support.

The process of performance appraisals will be open and held in strictest
confidence. The process aims to identify, evaluate and develop each
individual employee's work performance and productivity based on their
identified duty statement to more effectively achieve company goals and
objectives. It also provides reward, recognition, feedback, and most

significantly, support and career guidance to employees, where necessary.

Performance Appraisal

Manager/supervisors will be required to complete a performance appraisal form
after each new employee has completed the stipulated probationary period and
thereafter at the completion of each year of service. All employees should
undertake a performance appraisal process once in a twelve-month period with
the Manager and a Board of Governance Executive Officer.

The purpose and aim of the performance appraisal are:

e Reinforce the employment relationship by allowing joint communication
and discussion to occur regarding progress and measurement of the
employee's actual work performance relating to the identified goals and
objectives that are obtained in the position description.

e Obtain information and feedback from employees that may improve
productivity or identify potential problems or safety issues within Wyndham
Park Community Centre.

¢ Identify training and development needs, or the potential of employees for
future management positions, promotions or transfers.
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Be used as a potential source of information in the review of salaries and
wages.

Differentiate between satisfactory and unsatisfactory performance.
Performance appraisals may be reviewed on a more regular basis when
incidents of poor work performance arise and need to be addressed
immediately or when disciplinary procedures have commenced in relation
to repeated poor performance.

Responsibility

The Manager is responsible for organising and conducting Performance
Appraisals with Supervisors;

Supervisors are responsible for organising and conducting Performance
Appraisals with line staff.

The Manager can conduct the Performance Appraisal of specific staff
members when deemed appropriate

Frequency

Appraisals are conducted at the completion of the employee’s
probationary period, which is normally 3 months from commencement of
employment;

Appraisals are conducted annually thereafter.

Additional Performance Appraisals

Performance appraisals may be reviewed on a more regular basis when
incidents of poor work performance arise and need to be addressed
immediately or when disciplinary procedures have commenced in relation
to repeated poor performance.
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Staff Professional Development Plan

Name: Position:
Department: Initiation 12m Review
Date: Date

Supervisor Name:

VALUES

bases

Governance and staff. We value:
e Empowerment of service users, clients and staff

e Ethical conduct in all of our activities

The vision of WPCC Inc. is founded in the shared values of the Board of

¢ Inclusiveness in our membership, governance, management, staff and client

e Enterprise and innovation in our service, its development and delivery

e Accountability for the resources and services entrusted upon us.

STAGE ONE: PLANNING

BEING ACCOUNTABLE: define specific deliverables for the next 12m (do not
replicate PD content)

Objective

By When

Success Medasure

If more than 8 objectives, continue using an Additional Comments Sheet

Wyndham Park Community Centre — Policy Manual 2022

72




STAGE TWO: SIX MONTH REVIEW

BEING ACCOUNTABLE: progress/achievements to date; changes needed; actions to

get back on track.

Staff Member:

Supervisor:

Wyndham Park Community Centre — Policy Manual 2022
73




STAGE THREE: TWELVE MONTH RESULTS

BEING ACCOUNTABLE: performance delivered.

Staff Member:

Supervisor:

PERFORMANCE DISCUSSION SUMMARY/SUPPORTING COMMENTS

Supervisor:
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Staff member:

Validation (to sign following the 12m review)

Supervisor:

Staff
Member:

Date:

Participant Name:

Position:

Area for development

Suggested activities to support this
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Staff Leave

Wyndham Park Community Centre fully recognises the rights of staff to have
leave from work entitlements as awarded by legislation.

Annual Leave

All employees (excluding casuals) are entitled to annual leave. Employees will
become entitled to annual leave in accordance with statutory requirements and
any relevant Certified Agreement or Award. All employees entitled to annual
leave are able to use the accrued time on agreement with management

All applications for annual leave must be made on the appropriate Leave
Application Form by the employee at least one month prior and no more than 3
months prior to the proposed date of commencement of leave and must be
approved by the employee's immediate manager/supervisor, prior to the
employee taking leave. Any deviation from this policy due to extenuating
circumstances is at the discretion of the MANAGER or authorised officer.

Annual leave is generally to be taken at mutually acceptable time agreed upon
between the employee and their manager/supervisor. There may be times where
it is not reasonable for an employee to take annual leave due to operational
requirements or during peak business periods.

However, if no agreement can be reached as to the time of taking the period of
annual leave, Wyndham Park Community Centre may require an employee to
take annual leave by giving the employee notice of this requirement at least1
week (subject to the relevant Agreement/Award/Act) prior to the
commencement of the period of leave.

Wyndham Park Community Centre will address such problems, referred to as
grievances or complaints, in a timely and confidential manner. Each complaint
will be dealt with in as short a time as is possible, dependent upon the individual

circumstances of the case.

All payments for annual leave will be made in accordance with any relevant
Certified Agreement or Award.
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Leave Without Pay

Wyndham Park Community Centre has established a provision to grant “Leave
without pay” in special circumstances entirely at the discretion of the Manager.

It is not normally granted where other forms of leave are available to the
employee. Special circumstances, however, may necessitate the taking of leave
without pay and these are outlined below.

Leave without pay may be granted to an employee for extended sickness, family
illness or extended holidays or for a variety of other personal reasons.

It will be a requirement before leave without pay is approved, that all other
accrued annual leave and long service leave entitlements, and where applicable,
sick leave and/or carers leave entitlements are taken first by the employee.

All applications for leave without pay must be made on the appropriate Leave
Application Form and approved by the manager prior to the employee
commencing leave without pay.

During any period of leave without pay, employees will not accrue entitlements to
annual leave, sick leave or long service subject to the provisions of the relevant
Agreement/Award/Act and their respective anniversary date will be postponed
according to the period of leave without pay taken.

Long Service Leave

Long Service Leave is an employee entitlement enshrined in legislation which
Wyndham Park Community Centre endorses and will manage accordingly.

Full time, part time and casual employees employed by Wyndham Park
Community Centre will be entitled to long service leave under the terms and
conditions of the Long Service Leave Act 1992;

Long Service Leave will be taken at a mutually convenient time between
Wyndham Park Community Centre and the employee, after at least one month's
notice having been given by the employee of their intention to take accrued long

service leave.

Wyndham Park Community Centre may direct the employee to take the whole or
a portion of accrued long service leave by giving at least 60 days’ notice in
writing, stipulating when the period of long service leave will commence and

cedse.

The minimum period of long service leave to be taken will be two weeks.
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An employee cannot “cash out” their long service leave. It is an offence under the
Long Service Leave Act 1992 to give or receive payment instead of the employee
actually taking the break from work. An employee can only receive payment in
lieu of taking long service leave if their employment with Wyndham Park
Community Centre is ended before the leave is actually taken.

Parental Leave

Parental leave refers to maternity leave, paternity leave or adoption leave and is
available to all full-time and part-time employees who have completed at least
twelve months continuous service with Wyndham Park Community Centre.

The terms and conditions governing an employee’s entitlement to parental leave
are those prescribed by the relevant Agreement/Award/Act.

An employee may, in lieu of or in conjunction with parental leave, take any annual
or long service leave, provided that the aggregate of all leave does not exceed a
total of 52 weeks

Paid sick leave or other paid leave entitlements provided for the relevant
Agreement/Award/Act will not be available to an employee during an absence
on parental leave. No leave entitlement will accrue during a period of unpaid
parental leave

All applications for parental leave must be made on the appropriate leave
application form and approved by the manager prior to the employee

commencing on parental leave
The Paid Parental Leave Scheme

The Paid Parental Leave scheme is funded by the Australian Government and
provides Parental Leave Pay to mothers and other primary carers, including
adoptive parents, who have been in the paid workforce and who have a baby or
adopt a child on or after 1 January 2011

Parental Leave Pay will be a legal entitlement for working parents who meet the
scheme’s eligibility criteria. To be eligible for the scheme, claimants will need to
pass a work history test, an income test and a residency test.

Parents will lodge their claim with the Family Assistance Office. Claims can be
lodged up to three months prior to the expected date of the birth or adoption. It is
the staff member’s responsibility to ensure the payment arrangements are in
place with employers in time for their Parental Leave Pay to start.
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Wyndham Park Community Centre will withhold Pay As You Go (PAYG) amounts
and provide Parental Leave Pay to the employee in accordance with the
employee’s usual pay cycle and a payslip will be provided as record of the
payment.

Wyndham Park Community Centre is not required to make superannuation
contributions in respect of Parental Leave Pay.

Personal Leave (Includes Sick Leave. Compassionate Leave and Carer’s leave)

All employees (excluding casuals) of Wyndham Park Community Centre will have
access to personal leave that includes bereavement leave, carer's leave and sick
leave, in accordance with the terms and conditions governing an employee’s
entitlement to personal leave as prescribed by the relevant Contract of
Employment/Agreement/Award/Act.

To help employees of Wyndham Park Community Centre with their work and
family responsibilities, greater access to existing paid leave entitlements has
been allowed. Carer's leave is an entitlement that can be accessed by an
employee to care for immediate family members who are ill and need their care
and support. The sick leave and carers leave entitlements are added together to
provide a maximum of 10 working days per annum that an employee can use for
sick, bereavement and carer's leave purposes.

All employees must advise their manager/supervisor prior to their normal
commencement time of their inability to attend for work as a result of accessing
any of the leave entitlements as outlined in this Policy.

All applications for personal leave must be made on the appropriate Leave
Application Form by the employee and must be approved by the appropriate

manager/supervisor.
Definition of family member/household
Immediate family is an employee’s:

e spouse
e de facto partner
e child

e parent

e grandparent

e grandchild

e sibling, or a
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e child, parent, grandparent, grandchild or sibling of the employee'’s spouse
or de facto partner.

Compassionate Leave

All employees (excluding casuals) will be entitled to two days (pro rata for part-
time employees) when a member of the employee’s immediate family, or a
member of the employee’s household:

a. Contracts or develops a personal iliness that poses a serious threat to his
or her life; or

b. Sustains a personal injury that poses a serious threat to his or her life; or

c. Dies.

Compassionate leave will not be available whilst an employee is on annual leave,

sick leave or long service leave.

Staff applying for Compassionate Leave are required to complete a Statutory
Declaration form

Carer’'s Leave

All employees (excluding casuals) will be entitled to take up to a maximum of ten
days per year to be known as carer's leave, in order to care for a member of their
immediate family or household when they are ill. A maximum of ten days of paid
carer's leave is available in total within one year and may be taken in periods of
less than one day, in accordance with established industrial practice.

Taking paid carer’s leave:
» An employee may take paid personal/carer’s leave if the leave is taken:

o because the employee is not fit for work due to personal iliness, or
personal injury, affecting the employee; or
o to provide care or support to a member of the employee’s
immediate family, or a member of the employee’s household, who
requires care or support because of:
» A personalillness, or personal injury, affecting the member; or
= An unexpected emergency affecting the member.
¢ An Employee may take up to two days of unpaid carer’s leave each time an
appropriate occurrence arises when there is not personal leave accrued at
the time.
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e An employee's entitlement to carer's leave will firstly be deducted from the
available personal leave entitlement. If no leave is available, the employee
would be asked to take leave without pay or to refer to 3.2.1.

Employees will be required to notify their manager/supervisor as soon as possible
of their absence on carer's leave and are to indicate how long they expect to be
absent from work.

Employees taking carer's leave may be required to produce a medical certificate
or statutory declaration establishing the illness of the person concerned, their
name and relationship.

An employee’s entitlement to paid personal/carer’s leave accrues progressively
during a year of service according to the employee’s ordinary hours of work, and
accumulates from year to year.

Sick Leave

All employees (excluding casuals) will be entitled to ten days sick leave per
annum in accordance with the relevant Agreement/Award/Act.

Employees will be required to notify their manager/supervisor as soon as possible
of their absence due to illness or injury and indicate how long they expect to be
absent from work.

A medical certificate or a statutory declaration must be produced if an employee
is absent from work for two or more consecutive days, or when an employee has
had more than 4 single day absences from work in any one year.

Medical certificate or statutory declaration are required for any leave that occurs
either side of a public holiday or weekend.

Where employees have no available sick leave entitlement and are unable to
attend for work due to a personal injury or accident, that is not a workers’
compensation injury, the employee should apply for leave without pay/special
leave to the appropriate manager/supetrvisor.

Unused sick leave is not paid out on termination of employment, unless
specifically provided for in the relevant Agreement/Award.

Sick Leave and Working From Home Arrangements

Staff may be granted the possibility of working from home as part of their
employment conditions. This is approved by the MANAGER. In the case of a staff
member being ill or unfit to work, working-from-home arrangements will not
apply and sick leave should be taken.
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Jury Service

Employees who are required to attend for jury service, pursuant to the Juries Act
2000 (Vic), will continue to receive their normal salary, in respect of the ordinary
time they would have worked had they not been on jury service and consequently
will be no worse or better off.

Employees will notify the employer as soon as possible of the date they are
required to attend for jury service. Additionally, employees may be required to
collect a "Certificate of Attendance’ from the relevant Court Tipstaff as proof of
attendance

Employees who are summoned for jury service at a time when they would have
been on annual leave, long service leave or on a rostered day off, may either:

a. Change the dates of their leave (except when annual leave has been taken
at the direction of the employer), or rostered days off, where appropriate;
or;

b. Apply to the relevant Court authority for jury service to be deferred.

Our organisation maintains the right to request that employees are to make an
application to the relevant Court authority for the employee’s jury service to be
deferred if the employee’s absence will cause undue problems in the workplace.

Employees will be required to attend for work when not required for jury service on
the notified day(s), except when the employee has less than one hour of ordinary
hours of work remaining for that day, or as otherwise agreed with their

manager/supervisor.
Community Service Leave

Wyndham Park Community Centre supports the important work performed by
staff who are volunteer emergency worker members of emergency response
organisations responding to civil emergency situations.

Community Service Leave is granted on an unpaid basis to staff providing
suitable evidence of participation as a volunteer emergency worker member of
an emergency response organisation responding to a civil emergency situation.

Employees will notify Wyndham Park Community Centre as soon as possible of
the date they are required to attend or attended a civil emergency situation.

The employee will submit a Leave form requesting Unpaid Community Service

Leave.
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Employees are required to collect a "Certificate of Attendance’ from the relevant
emergency response organisation.

The amount of leave taken by a staff member to participate in community service
activities will be negotiated with the Division Manager and approved by the
MANAGER

Educational Assistance [ Study Leave

Wyndham Park Community Centre encourages its employees to undertake
formal educational programs.

Subject to any relevant Agreement/Award, Wyndham Park Community Centre
may, at its discretion, provide educational assistance to employees completing
relevant courses of study where:

a. The proposed course is relevant to an employees’ employment
requirements;

b. The proposed course is relevant to the employee’s career development.

Educational assistance is not an entitlement and will not be available
retrospectively. Applications for educational assistance must be made by the
employee in writing to the appropriate manager/supervisor prior to the beginning
of each semester or course

Extended Leave — 6 months or more

If you have a break in service of more than 6 months you will be required to have
a new National Police History Check, and be cleared, before you can be re

commence employment.

Please refer to Returning to Work after an extended leave — Screening Procedure

as follows:

a. 4 weeks prior to returning to work, Employees must contact their manager
notifying them of their desire to return to work

b. Prior to returning to work Staff are required to undergo a New Police Check.

c. Re commencement of employment is conditional until the Police Check
has been cleared. The clearance certifies that the employee still meets the
screening requirements of Wyndham Park Community Centre and is
cleared to return to work.
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Staff Payroll

It is a policy of Encompass, to ensure that an efficient and accountable
payroll system is in place.
Final Payment to Staff

Wyndham Park Payroll Department will process the final payment of staff
entitlements on the next scheduled pay CYCLE, unless a specific award requires
otherwise.

All employees WILL get the following entitlements in their final pay:
1. Any outstanding wages for hours they have worked plus Leave Loading
2. Any accumulated Annual Leave
3. Ifit applies

a. Accrued or pro rata long service leave in accord with the Victorian
long Service Leave Legislation.
b. Redundancy Pay

Personal and Carers Leave is not paid out when employment ends.

Payroll
The payroll is completed by the Bookkeeper utilising Xero

Wyndham Park employees are paid electronically on a fortnightly basis into their

specified account.

If you are a new employee or if you want to change your current bank details, you

have to complete the Banking Details for Salary Payment Form and forward it to

the Manager.

It is important that you give us the correct information as incorrect account
details will be rejected by the bank and consequently delay payment.

Each pay run, the Bookkeeper provides all employees with a Pay Slip which details

the payment made in that particular pay run

Wyndham Park Community Centre — Policy Manual 2022

84



Overtime (time in lieu)

Each staff member is responsible for his or her own works time management and
shall conduct their work activities within the hours stipulated on their individual
employment contract.

Entitlements

Employee entitlements are defined in AAS 30 Accounting for Employee
Entitlements as benefit entitlements which employees accumulate as a result of
the rendering of their services to an employer up to the reporting date. The main
types of employee entitlement liabilities are:

e salaries and wages
e performance pay

e annual leave

e sickleave

e long service leave

e superannuation

Entitlements for staff are governed by the award the employee is employed under
i.e. leave entitlements. Support schedules are maintained in support of Xero
entitlement balances.

Annual Leave

Employee entitlements to annual leave are determined by specific reference to
the appropriate legislation or awards applicable to the employees. The annual
leave liability relates to the legal entitlement of employees and not the date leave
is credited in the annual leave records.

Non-Vesting Sick Leave

Non-vesting sick leave is an entitlement which accumulates with length of service
and is payable upon a valid claim. As not all accumulated non-vesting
entitlements will result in future payments, the liability for non-vesting sick leave
at the reporting date is that proportion of accumulated benefits which is
expected to result in future payments to employees.

Long Service Leave Expenses

Long service leave is an employee entitlement, which accumulates
proportionately to an employee’s term of service and for which a qualifying period
of service is required. Not all employees will remain with the agency long enough
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to achieve a legal entitlement to long service leave. Probabilities of this occurring
must be estimated to calculate long service leave expense and liability.

AAS 30 provides that liabilities which involve multiple individual employee claims
with differing probabilities of settlement, such as long service leave, should be
considered on a group basis. 'Short hand’ measurement techniques may be
acceptable for estimation of the net present value of future long service leave
cash outflows, where materially accurate.

The present value of future cash flows relating to long service leave is affected by
a number of variables, particularly:

expected rates of resignation or transfer prior to fulfilling the qualifying

period

e expected rates of promotion within each classification of employees

e the expected pattern of use of long service leave for each classification of
employee, and

e Expected pay increases for each class of employee.

Because of these variables, the determination of accruing expenses and liabilities
for long service leave can be subjective, and due to the size of agencies long
service leave liabilities, inaccurate estimates can have a material effect on
agencies’' budgeted financial statements. Agencies and authorities must ensure
they have systems and procedures in place that enable materially correct
estimates of long service leave expense and liability

Deductions
Details and total amounts of all deductions from your gross pay including:

o tax
e superannuation

e other deductions
Superannuation

Superannuation contributions are paid on your behalf by Wyndham Park. to your
nominated super scheme. This is not a deduction from your pay. These
contributions are made in addition to the employee’s pay in accordance with
current legislative requirements.
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Taxation

Wyndham Park is responsible to deduct tax instalment from the salaries and
wages paid to employees on a fortnightly/weekly basis, and forward these
payments to the Australian Taxation Office.

Each new staff member appointed is required to fill in a Tax File Declaration Form
and forward to the Manager for processing. Information on this form will assist
Wyndham Park to work out how much tax instalments should be taken out from
your pay each fortnight.

If an employee does not provide Wyndham Park with a valid Employment
Declaration and Tax File Number (TFN), Wyndham Park is required to deduct tax at
the top marginal rate plus Medicare levy (currently 48.5%).

Tax File Declaration forms can be obtained from the Manager, any post office or
Australian Taxation office.

PAYG is remitted each month in line with Australian Taxation legislation
Other Deductions

Any additional voluntary deductions are to be requested by the employee and
formally acknowledged through written correspondence. Requesting information
is to be forwarded to the manager and is subject to the authorisation.

Personnel Files

Personnel files are housed in the manager’s office and access is limited to the
Manager and Bookkeeper. All employee information is to reside in these
personnel files.

Wyndham Park Community Centre — Policy Manual 2022
87



Discipline And Termination of Employment

Wyndham Park Community Centre is committed to ensuring that when
disciplinary action or termination of employment issues arises, every employee is
treated fairly and equitably, in accordance with the Workplace Relations Act 1996
(Cth) and industrial standards of natural justice and procedural fair play. These
procedures do not apply to employees who are subject to a period of probation,
during the probationary period.

In accordance with this policy Wyndham Park Community Centre considers the
following valid reasons for terminating an employee’'s employment:

a. Continued non-performance or unsatisfactory performance of duties;
b. Misconduct or serious and wilful misconduct; and
c. Operational requirements/redundancy

When required, employees are entitled to be disciplined in a manner, which is fair
and consistent, yet allows business to be conducted in an efficient manner.

Managing Unsatisfactory Performance and Misconduct

Disciplinary action should be used as a last resort. The employee’s supervisor
should make every effort to resolve instances of possible misconduct or
unsatisfactory performance through guidance, counselling and appropriate staff
development, or appropriate work allocation before taking further action.

Wyndham Park Community Centre will not terminate the employment of an
employee for poor work performance or misconduct unless the employee
undergoes a consultation process that identifies, as necessary, appropriate
support, instructions and written warning(s), and that the unsatisfactory
performance or misconduct continues after a reasonable period of time for
improvement has been allowed. The exception, however, is in the case of serious
and wilful misconduct where instant dismissed may be justified.

Wyndham Park Community Centre believes that the counselling and disciplining
process is about changing unwanted behaviour and endeavouring to correct the
unsatisfactory performance to the satisfaction of both the employer and
employee. This process will assist in dealing with work performance matters in a
fair and consistent manner, ensuring that the relevant parties understand:

a. The nature of the unsatisfactory performance;
b. The nature of the improvement required;
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c. The agreed course of action; and

d. The time within which reasonable improvement is to be expected and,
where appropriate, any specific development programs the employee is
required to undertake designed to assist in improving performance.

Poor Performance and Misconduct

Dismissal for poor work performance or misconduct occurs when the employer
gives an employee notice that the employment relationship will cease as a result
of performance or conduct issues. The employer will give the employee notice of
termination, which ordinarily has been preceded by disciplinary action, ie.
Counselling sessions that includes the issuing of formal written warnings.

An employee’s performance will be considered to be inadequate or
unsatisfactory if the requirements of the position are repeatedly not being met by
the employee (as set out in the employee's position description) and following
notification of the poor performance by the employer

Misconduct and poor performance by an employee may include but is not limited

to:

e Unauthorised absenteeism/poor record of attendance;
e Misbehaviour towards manager/supervisor;
e Misbehaviour towards co-workers;
e Job effectiveness, efficiency and output;
e Failure to comply with company policies, procedures or practices;
¢ Non-compliance with the requirements of the contract of employment or
letter of appointment;
e Actions involving accident or injury (or the real possibility of accident or
injury) to any employee; or
e Harassment of or discrimination toward an employee, client or customer of
the company.
Disciplinary Action
Before taking any disciplinary action against an employee for reasons of poor
performance, misconduct or serious misconduct, the manager/supervisor must
follow the process contained in this policy. However, each particular
circumstance will determine the number of warnings and the suitable review

period for the employee to remedy their performance or behaviour.

Wyndham Park Community Centre — Policy Manual 2022
89



Where a manager/supervisor has concerns about an employee's performance or
conduct, a disciplinary interview will be convened to provide an opportunity for
both the employer and employee to discuss the issue(s) of concern.

The employee may be represented by a person of their choosing and is
encouraged to respond to the allegations of poor performance or misconduct put
to them. This meeting will be witnessed, confirmed in writing and acknowledged
by the employee concerned.

The warning'’s procedure will include a series of verbal, written and witnessed
warnings that set out to any employee who is being warned, the basis of the
warning, and the ways that an employee can and must improve their work
performance or behaviour, and identify what action may occur if there is no
improvement.

Serious and Wilful Misconduct

Where an employee commits an act of serious and wilful misconduct, that
employee may be subject to summary or instant dismissal without notice.
Serious and wilful misconduct is behaviour inconsistent with the continuation of
the employment contract and includes but is not limited to:

1. Serious breaches of the employer's code of conduct or company policies,
e.g. occupational health, safety and welfare, sexual harassment;
Refusal to carry out a lawful instruction of a manager/supervisor;
Consuming, possession, selling, manufacturing or being under the
influence of alcohol or other drugs on company premises in breach of the
Wyndham Park Community Centre Alcohol and Drugs policy;
Dishonesty, theft, fraud, assault or other unlawful activities;

5. Gross negligence (subject to the nature of the negligence);

6. Vandalising, intentionally damaging or misusing company or another
employee's property; or

7. Depending on the circumstances of the case, the appropriate
manager/supervisor will determine when an act is serious misconduct.

Investigative Process

Upon receipt of an allegation of serious and wilful misconduct against an
employee, the appropriate manager/supervisor will interview all witnesses and
will conduct a thorough investigation into the incident.

If it is believed that the investigation is to be prolonged, the employee may be
suspended with pay, or alternatively, if the investigation is not likely to be

Wyndham Park Community Centre — Policy Manual 2022
90



prolonged, the employee may be made to wait in a suitable location away from
the workplace.

In most cases of serious and wilful misconduct, the employee concerned will then
be interviewed by the appropriate manager/supervisor and will be provided with
an opportunity to respond to the allegations made against them. Both the
employee and the manager/supervisor may have a witness present at the
interview.

If, pending the outcome of the investigation, the appropriate manager/supervisor
believes that termination of employment is warranted, the employee concerned
will be advised of this directly and their employment terminated immediately.
The employee will be provided with a written confirmation of the reasons for the
dismissal no later than 24 hours following the termination.

Redundancy and/or Retrenchment

Redundancy or retrenchment is a termination of employment by the employer
because the employer does not need that job done by anyone; or needs fewer
people to do that type of job. It is the job that has become redundant and not the
employee.

If the situation arises where it becomes apparent that a job or jobs will be made
redundant, Wyndham Park Community Centre will consult with the employee(s)
affected, and, where relevant, their union, prior to the actual decision to make
specific employees redundant, in accordance with the appropriate provisions
contained in the relevant Agreement/Award/Act.
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Employment Resignation And Retirement

Wyndham Park Community Centre requires employees who wish to resign their
employment, to confirm their intention in writing to the appropriate
manager/supervisor within the notice period stipulated in the relevant
Agreement/Award or letter of appointment.

Exit Interview

Wyndham Park Community Centre will conduct an exit interview for all employees
ceasing their employment with the company. Attendance at the interview will be
expected and any feedback provided by the employee will be treated on a
confidential basis.

Procedure

Put Resignation Advice in Writing

Wyndham Park Community Centre requires employees who wish to resign their
employment, to confirm their intention in writing to the appropriate
manager/supervisor within the notice period stipulated in the relevant
Agreement/Award or letter of appointment.

Failure to give the required period of notice of resignation may result in the
forfeiture of wages with respect to the period of notice not given, subject to the
relevant Agreement/Award and contractual obligations.

The intended cessation date of employment must also be stated in the letter of

resignation.
Confirm Notice Period

In accordance with the notice period rules, the staff member and manager agree

on an exit date.
Exit Interview

The Manager requests the employee to complete an “Exit Interview Form” for
return to the manager prior to exit interview. Prior to the employee ceasing
employment, an exit interview must be conducted in line with Wyndham Park
policy and procedure.
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The employee’s resignation must be acknowledged and confirmed in writing by
the Manager.

Equipment required to be returned to Wyndham Park Community Centre on
cessation of employment:

Wyndham Park Building or any lock Keys.
Wyndham Park supplied mobile phones.

o T Q

Wyndham Park Vehicle Keys.
d. Wyndham Park Community Centre Debit Cards.

Final salary payment is processed including balance of annual leave, long service
leave and severance payment if applicable.

Exit Interview Procedure

The following exit interview procedure will be adhered to when any employee
ceases their employment with Wyndham Park Community Centre.

The exit interview will be conducted in a private room using the completed exit
interview form;

All information will be recorded verbatim and added to “Exit Interview Form”;

All information/property belonging to Wyndham Park is to be returned during at
the completion of the exit interview;

The information will be placed on the employee’s personnel file;

If the employee does not wish to participate in an exit interview, this will be
recorded on an exit interview form that will be kept in the employee'’s personnel
file.

The exit interview process will provide an opportunity for the parties to end the
employment relationship on an amicable basis. The exit interview will seek
suggestions for improvement and the reasons for job satisfaction or
dissatisfaction, to identify any common factors contributing to staff turnover.

Exit Interview Issues Raised

Any issues raised by the employee that reflect directly on the employee/employer
relationship, will be referred to the Manager for review.

The Manager will organise and coordinate the process of:

Conducting the interview and Processing the information.
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Manager Responsibility
The Manager will be responsible for:

e Reviewing the information;

e Formulating any required action plans with the relevant
manager/supervisor; and

e Ensuring the action plan is implemented

A request can be made by either the employee or Manager for the exit interview
to be conducted by an appropriate alternative manager/supervisor.
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Vehicle Policy

Wyndham Park Community Centre holds compulsory third-party
Insurances on its vehicle which is registered with the Vic Roads.

Wyndham Park Community Centre holds Comprehensive Motor Vehicle
Insurances on its motor vehicle, which covers the cost of damages to other
motor vehicles and property resulting from an accident involving the
centre owned vehicle.

Currently, a standard excess applies to all claims by anyone that uses the
centre vehicle and they will be responsible for payment of that excess in
the event of an accident.

In addition, age excesses will apply to:
e Drivers under 21 years
e Drivers 21-25 years.

In addition to the manufacturers roadside assistance’ programs,
Wyndham Park Community Centre holds corporate membership with the
RACV that provides a breakdown service to the vehicle. An RACV Fleet Care’
tag, showing assistance contact details, is attached to the vehicle ignition
keys.

. When using the vehicle, the person is responsible for returning the vehicle

with a full tank of petrol unless the vehicle was being used for centre work
as directed by the WPCC Manager or their nominated representative

The hire form shall be filled out and a copy of the persons licence will be
taken for record keeping purposes
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Policy Register

Policy Name Date Review Date
Ratified

Vehicle Policy 20/6/20 20/6/24

Board Confidentiality 25/5/22 25/5/24
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Board Confidentiality

Board confidentiality is important. It encourages open and frank discussion at

meetings, helps facilitate the development of vision and the implementation of an

effective strategy to achieve that vision, and protects information that is

confidential, personal, or relates to employment, commercial or legal matters.

The purpose of this policy is to facilitate effective governance of Wyndham Park

Community Centre Inc. by ensuring Board confidentiality.

Policy

Board members must keep confidential all information pertaining to
matters dealt with by the Board. This includes board meeting minutes,
agendas, reports to the Board and associated documents, and information

contained in those documents.

The obligation to maintain confidentiality continues to apply even after a

person has left the Board.

Maintaining confidentiality as a general rule will also help ensure
observance by Board members of the following legal duty:

A person who obtains information because they are, or have been, a
member of the Board must not improperly use the information to:

o gain an advantage for themselves or someone else; or
o cause detriment to the organisation.

If a request is made for access to one or more Board Papers*, the Board
may on a case by case basis resolve to provide access to the document/s.
In considering this request, the Board will have regard to:

o theimportance of maintaining confidentiality to facilitate effective

board meetings;

o theimportance of complying with the law — including privacy law -
and recognizing that the law sometimes creates duties to disclose or

protect information;

o whether the person requesting the document is a member, and the
important role of members in holding the Board accountable; and

o the need to be consistent in the way that documents are treated,
and the consequence of establishing any precedents or

expectations.
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¢ Nothing in this policy is intended to prevent the Board from seeking
confidential legal, accounting, financial or other expert advice from
independent professionals to assist the Board in carrying out its functions.

e Any person [such as CEO or Secretary] who is not @ member of the Board
but is present at a Board meeting (or part of a meeting) must maintain in
confidence all information obtained as a result of their participation in the
meeting.

e Board Papers means all written communications to Board member/s
including without limitation monthly/quarterly board papers, submissions,
minutes, letters, memoranda, board committee and sub-committee
papers and copies of other documents referred to in any of the
abovementioned documents made available to the Board member as a
Board member during their time in office.

Confidentiality Agreement

As a member of the Board of Governance of Wyndham Park Community Centre
Inc. (WPCC) you shall strictly adhere to the principles of Boardroom
Confidentiality and shall not disclose to any member of WPCC or member of the
public details of any discussions or decisions made during board meetings
without the prior knowledge and consent in writing of the Board.

As a director of WPCC you shall not disclose or make public any Confidential
Information acquired or produced in connection with WPCC or Intellectual
Property owned by WPCC without the prior knowledge and written consent of the
Board. Confidential Information means the following: a) all information in

whatever form relating to WPCC's operations and business

As a member of the Board of Governance of Wyndham Park Community Centre
Inc. you must declare to the Board any conflict of interest prior to accepting a
position on the Board. If during the term of the appointment any conflict or risk of
conflict that has not previously been disclosed becomes apparent the Director
must immediately notify the Chairman or the Executive Officer in writing of that
conflict or risk and the Chairman or the Executive Officer shall bring such
notification to the attention of the Board at the next meeting.
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Agreement

| agree to accept the position of Director of Wyndham Park Community Centre
Inc. in accordance with this agreement and the WPCC Code of Conduct.
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