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PROCEDURES
10.0 – HUMAN RESOURCES


	
Number
	
Related Procedures

	
Related Service Standards

	10.0(A)
	Advertising for Staff
	1,2,3

	10.0(B)
	Selecting Staff
	

	10.0 (C) 
	Employee Leadership Development and Promotion
	

	10.0 (D)
	Staff Induction
	

	10.0 (E)
	Buddy Shifts
	

	10.0 (F)
	Promoting Ethical Conduct
	

	10.0 (G)
	Supervising Staff during the Probationary Period
	

	10.0(H)
	Supervision
	

	10.0 (I)
	Staff Training and Development
	

	10.0 (J)
	Managing Staff Disputes and Grievances
	

	10.0(K)
	Formally Reviewing Staff Performance and supervision
	

	10.0 (L)
	Managing Sub-Standard Performance
	

	10.0(M)
	Equity, Anti-Discrimination and Workplace Harassment
	

	10.0(N)
	Eliminating Workplace Bullying
	

	10.0 (O)
	Taking Disciplinary Action
	

	10.0 (P)
	Collection, Storage, Retrieval and Disposal of Employee Information
	




10.0 (A)		Advertising for Staff

Rationale

Better Together will maintain a written duty statement/position description for all positions within the organisation and will endeavour to employ or promote the most suitable candidate/s based on merit and in accordance with the organisation’s commitment to Equal Employment Opportunity (see 10.0(O) Equity, Anti-Discrimination and Workplace Harassment).

Detailed Procedure

The Better Together manager or delegated recruitment officer will:

· advertise vacant employment opportunities internally and externally.
· At the managers discretion they may choose to not advertise externally If they feel there are suitable candidates internally
· Internal notifications of vacant positions will be communicated to staff via: 
· emails;
· staff meetings;
· SQW programs

If our initial efforts of finding appropriate candidates for the job fail or if the requirements for the position and too niche to expect to find a candidate within our network then the manager will advertise the vacant positions on social media or job advertising sites (such as SEEK) that has the widest circulation in the organisation’s area of operation by ensuring the advertisement is properly titled, and specifying:
the position available and the status of the position
position description
Selection Criteria
the appropriate award
any additional employment conditions
EEO status
instructions for applying
contact details
a closing date

Screening and short-listing applicants for interview who have demonstrated in their application that they meet the criteria essential to the position;

Compose and send emails and letters to unsuccessful applicants, whilst requesting to keep their application on file for any future potential positions;

Provide a shortlist to the service manager for scrutiny.

10.0 (B)		Selecting Staff

Rationale

Better Together acknowledges that the suitability and skill of staff members directly affects the quality of service provided, therefore each and every person is valued for their current and potential contribution to the Better Together community.

Detailed Procedure
Via leadership development of current staff into key positions as part of Better Together’s succession planning and staff professional development, develop a process for the person to move smoothly into the position.  
or
A Better Together key staff person will:
· contact the short-listed applicants and arrange interviews;
· provide all prospective applicants with a copy of the relevant application form and associated selection documents;
· Depending on the role in the selection, the manager may individually interview or assemble a selection panel drawn from the Better Together leadership team or where appropriate from the management committee and/or service users;
· If required compile a interview panel considering any conflicts of interests and provide them with:
· an interview timetable;
· all relevant interview documents;
· the standard set of interview questions related to the position;

· conduct interviews in an appropriate setting and, as far as practicable, on the same day or consecutive days;
· make summary notes against applicants’ responses to questions;
· When checking references;
· contact at least two of the recommended candidate’s referees if the potential staff member has not come from an internal process or program 
· Contact one reference if the potential staff member is from the internal Better Together staffing pool or comes recommended by a project coordinator from a Better Together existing program 
References should seek to explain:
a) the nature of the organisation’s activities;
b) the position being sought and seeking the referees’ assessment of the candidate with respect to fulfilling the duties of the position; and to
c) verify the applicant’s claims against the selection criteria;
· subject to satisfactory referees’ reports, contact successful candidates and offer positions or arrange a second interview, or get them in for a particle on the job assessment/trail; or
· re-advertise the position if short-listed candidates do not meet the required standards.
· recruitment interviews assess attitudes toward safeguarding and professional boundaries
· reference checks ask about suitability to work with vulnerable people.


10.0 (C)		Employee Leadership Development and Promotion

Rationale
Appointment to a position requiring higher qualifications such as greater skill or longer experience and involving a higher level of responsibility, a higher rate of pay, and a title change is considered a promotion and will be classified as such in all personnel documents.  

Offering internal recruitment of an employee to a new and higher level (or different area of employment at a lower rate), to qualified candidates through internal succession planning, leadership development and promotion should occur within the available resources of Better Together and within the right opportunities.

Detailed Procedure

The service manager and board of management are responsible for selecting the most qualified applicant for a position. In evaluating current employees for promotion, the following factors will be considered:
· Attendance and work records
· Performance evaluations
· Letters of recommendation from former supervisors
· Personal commitment to development via external memberships, training, knowledge and skill development, etc
The criteria used when considering employees’ qualifications for promotion must be fair and unbiased, and all organisation employment policy requirements must be fully met and documented. 
Employees are to be considered for promotion regardless of age, gender, race, colour, national origin or physical impairment.
Conduct performance evaluations on all employees on the basis of written specifications and standards related to the job. The appraisal should also be in writing. 
Schedule meetings with the individual employee so they can review and sign their evaluations.
Supervisor to keep a record on an employees' work performance and behaviour for probationary appraisal. 

Actions that are to be avoided in selecting employees for promotion include:  
Base promotion decisions exclusively on the supervisor's visual observations and comments without reference to objective documented factors.
Make decisions without giving employees an opportunity to express interest.
Summarily dismiss an employee's interest in a promotion opportunity.


10.0 (D)		Staff Induction

Rationale

Better Together recognises the benefits of good employment practices which help employees know where they stand - what they can and cannot do, what they can expect from their employer and what their employer can expect from them. Better Together recognises that a structured and supportive induction process is vital when introducing a new or advancing employee to their role within the organisation. 

Detailed Procedure

Better Together delegated staff person will use the Induction Checklist (BTHR005.0) to inform the induction process for paid and unpaid workers, which includes:
· Terms and conditions of employment compliant with the SCHADS Award MA100 and Fair Work Australia
· Position Description and Employment Agreement
· Essential information and health information
· Proof of ID, Drivers License, Insurance and car registration
· Code of Conduct, Confidentiality Deed
· NDIS worker screening card, blue card
· Policies and Procedures including Conflict of Interest, Complaints, Confidentiality
· Work Health and Safety Handbook & Duty of Care
· training in Flow Logic System & conditions of use
· Buddy shift training
· Organisational Framework including vision, purpose, principals, human service quality standards, legislation, service delivery
· New Employee Induction Manual covering topics such as disability myths, SRV, support planning and file notes, professional boundaries 
· Assessment Workbook 
· Board Induction Manual, covering roles and responsibilities and Ethical conduct.

[bookmark: _Hlk167699251]Scope of Role:
Better Together will provide staff with clear definitions of their roles and responsibilities to ensure operational efficiency, safety, and professional compliance. Providing staff with clear guidelines on roles (including role-specific duties) and delegated authority helps prevent confusion, and ensures tasks are performed by the correct staff member at the right time for the right purpose. Furthermore, this will ensure that there is minimal to no disruption in services.

Better Together will further continue to ensure that staff:
· are provided with an up-to-date job description that clearly defines their required, specific duties and responsibilities. This will also include any relevant certifications, licenses and/or qualifications as risk-assessed, compliant with relevant legislation.
· Ensure job descriptions with the scope of role are easily accessible to all staff members
· Ensure that job descriptions with the scope of role clearly state the reporting line and supervisory structures (including immediate supervisors and their relation to the scope of role).

Better Together staff:
· Must perform only the tasks specified in their job descriptions and avoid taking on responsibilities outside their role unless explicitly authorised.
· Must only complete tasks where they are properly qualified and insured to perform them.
· Are aware of their immediate supervisors and their responsibilities for reporting.

10.0 (E)		Buddy Shifts

New Lifestyle Coaches may be required to complete up to two (2) supervised Buddy Shifts with a number service user they may potentially work with.

The Buddy Shifts will give the new Lifestyle Coach an outline of the service users support plan which is inclusive of essential information, privacy information, risk matrix and access to different plans. As well as giving both the service user and Lifestyle Coach a chance to the start to get to know each other and for the service user to be comfortable with their new Lifestyle Coach. 

If the new employee is employed to assist with office administration, they will join the team of staff members employed to provide administrative support and service to the Better Together community and will be under the supervision of the service manager and/or delegated leadership team members. They will also undertake a few buddy up shifts within their first month with the organisation to meet some of the service user and to get a greater understanding of what Better Together delivers/offers. 


10.0 (F)		Promoting Ethical Conduct

Rationale

The Better Together management committee is committed to ethical conduct in providing the best possible service to the community. The following ethical framework documents proper practice and the standards expected from all organisational staff (see Policy 8.0- Electing Management Committee Members and Policy 8.0- Registering a Conflict of Interest).

Detailed Procedure

Prior to commencing duties prospective staff will be required to read and sign an Employment Agreement which reference the terms and conditions of employment  – which is inclusive of an employment manual, stating they will abide by the requirements of the document including a Code of Conduct based on the following principles and expectations:

(i) Respect for the Law

Legislation
· staff members will have an understanding of the legislation relevant to the operation of Better Together and their obligations within the legislation;
· staff members will respect the law in the general sense including but not limited to:
· being responsible for the property and money of service users and Better Together.
· abiding by the driving regulations and road rules
Better Together will report to the police any alleged illegal activity in regard to any person who carries out the duties of Better Together (see Policy 9.0 Protection of Legal and Human Rights and Freedom from Abuse and Neglect).

Following instructions
· staff members will carry out all reasonable and lawful instructions related to their work;
· where the instruction is, or appears to be, unlawful, staff members may refuse to comply and report the matter immediately to a key staff person;
· where the instruction appears to be unreasonable, staff members should communicate this to the person giving the instruction; if not satisfied with the clarification given by the individual contact a key staff person;
· where the matter cannot be resolved through discussion, staff members may raise the issue through the internal grievance procedure.

Work Health and Safety:
· staff members will comply with the procedures outlined in Policy 11.01 Safe Work Practices and Service Delivery and other instructions as issued. Staff members will not willfully place themselves and others at risk.
· Staff will not complete duties outside of their role and approved responsibilities as to avoid any issue of risk or injury (unless advised otherwise from the necessary manager)
· Staff will ensure a HIRAC form has been completed for any activity they are to support someone in. 

Criminal Charges and Convictions:
· Staff members will disclose to the service manager or a delegated key staff person if:
they have acquired a criminal history
their criminal history has changed
· Better Together will not engage or continue to engage the staff member, until he or she has received the necessary relevant criminal history screenings in this event.

Staff members must not:
· accept gifts or benefits for themselves from service users, their family and/or carer that may give rise to a potential or actual conflict of interest. A staff member who accepts a personal benefit from an individual or organisation in return for favourable treatment may be guilty of official misconduct.  (Refer to sections 87-92 of the Criminal Code and s.31-32 of the Criminal Justice Act 1989)

(ii)	Respect for Better Together’s Values

Staff members will:
· respect and implement the Better Togethers Vision, Values and Principles of Service as outlined in the Policies and Procedures.

(iii)	Respect for People

Staff members will 
· respect the rights, dignity and views of others. This will extend from service users and their families/carers to colleagues and members of the public. 
· Staff members will demonstrate their respect for the individual they are supporting and others by:
· wearing appropriate clothing for the task and being, in the opinion of their supervisor, clean and tidy, modest and dignified;
· being punctual;
· not smoking in accordance with the relevant legislation or when supporting a person 
· not swearing or using any form of inappropriate language;
· respecting the culture of the Individual and acting with sensitively;
· not using subtle forms of coercion, for example, hurrying in assisting an individual to eat, refusing to make eye contact if annoyed, emotional blackmail.
· Better Together will not tolerate any abuse, neglect or assault of any person (see Policy 9.0 Protection of Legal and Human Rights and Freedom from Abuse and Neglect and Supplementary Policy 9.01 Positive Behaviour Support and Reduction of Restrictive Practices);
· staff members will comply with Policy 4.0 Privacy, Dignity and Confidentiality.

(iv)	Personal Integrity

Staff members have a responsibility to:

· ensure the interests, choices and personal requirements of the individual and their family are prioritised above their own interests; which means:
· having no personal responsibilities (e.g. minding children, personal shopping) which could conflict with or compromise their responsibilities to the service user they are supporting; and
supporting the individual to choose activities that reflect the individual’s personal choice - not influencing the individual to choose activities to suit the staff member (see Policy 3.0 Decision-Making and Choice);
ensure they act fairly, equitably and without discrimination with co-workers and supervisors when negotiating work times and the employment and work times of other people;
report immediately any abuse or neglect of any person by another including stealing money or property, instances of a staff member using ‘community access’ for their own needs, or fraudulent recording of activities; and
perform a ‘fair day’s work’.

(v)	Diligence, Care and Attention

Staff members have a duty to apply themselves consistently to the Better Together Policies and Procedures, their job description, their Employment Agreement and Employee induction and WHS Manuals.

Duty of Care

Staff members will:
exercise a high level of care, diligence and professional competency;
avoid willfully placing a service user, themselves and others at risk of injury, assault, abuse or neglect and follow the Individual Support Plan and associated Risk Management strategies/proactive response plans;
avoid negligent conduct by giving sufficient consideration to their actions and decisions, and by obtaining direction and advice from their supervisor; and
be familiar with all current and relevant policies and procedures, manuals, Employment manual and practice frameworks and ensure they follow these in carrying out their duties.
Better Together will ensure that staff members have access to current and relevant policies and procedures, Employment Manual, relevant service manuals and practice frameworks of the service.

Alcohol and Drug Use

Alcohol is any alcoholic drink, whether purchased or home-made. 
Illegal drugs are those drugs defined as illegal under federal or state laws which include, but are not limited to:
· marijuana, heroin, hashish;
· amphetamines, cocaine, hallucinogens; 
· depressants and stimulants not prescribed for current personal treatment by an accredited medical practitioner.

Staff will:
· Be free of the effects of alcohol and drugs in preparation for or while providing support to a service user;
· Avoid any involvement with or transaction of alcohol (their own use) or illegal drugs while they have a duty of care to a service user.

Better Together will:
· consider alcoholism and other drug addictions to be treatable illnesses;

(vi)	Economy and Efficiency

Staff members will:
· assist service users and their families to use their funding as efficiently and effectively as possible; and
· work towards positive outcomes for service users over and above employment satisfaction.

(vii)	Media Statements/Publicity

Staff members will ensure:
· all media statements have been endorsed by the manager;
· all publicity events have been authorised by the manager; and
· any individual being photographed whilst being supported by Better Together has given consent.


10.0 (G)		Supervising Staff during the Probationary Period

Rationale

Better Together promotes sound working practices and will endeavour to support newly recruited staff by linking training and development goals to a formal supervision process and performance based appraisal system. Better Togethers probationary period is 6 months. 

Detailed Procedure

A Better Together key staff person will:
ensure a new employee has successfully completed the Induction Program within one (1) month of appointment;
identify a new employee’s skill level;
arrange, within one (1) month, the essential staff training required 
supervise the progress of on-the-job training;
maintain records of all training and development activities completed by the new employee on the electronic Better Together Staff Training register;
invite the new employee to discuss any problems or the need for further training via their own personal endeavours and development;
contact staff regularly for supervision conversations. 
follow up with staff training, mentoring or direction if required; and if applicable
seek service user/advocate feedback (see Policy 7.0- Inviting Service User Feedback);
advise the employee of the results of their probationary period. 

10.0 (H) 		Supervision 

Rationale
Better Together staff should feel valued and supported to navigate any issues they may be experiencing from the Workplace that could be impacting on their health and wellness. Supervision can be formal in meetings and structured and can also be informal over the phone for smaller check ins. All staff will seek supervision within the organisation if they are experiencing issues or need extra guidance. 

Detailed Procedure 
The manager or a delegated staff member will;
· ensure that all staff members understand during the induction what supervision is and that they have access to supervision from the managers if they should require it.
The staff member who is to undertake supervision will;
· seek out a manager to arrange a time to have a supervision session
· understand that management may seek out the staff member to undertake a supervision session if they feel a staff member is needing the support. 
· partake in at least one individual supervision session per year
· partake in at least one outcomes and objectives session per year


10.0 (I)		Staff Training and Development

Rationale
Better Together staff training activities and functions will provide for a safe and healthy work environment, promote diversity and build the capacity and capability of staff to deliver the organisation’s objectives. 
Better Together considers a First Aid Certificate to be desirable (but not mandatory) for the optimum level of skill to provide support to people with a disability. A designated staff member may be required to hold a First Aid Certificate if we have a designated first aid officer. (see also Policy 11.01 Safe Work Practices and Service Delivery).

Detailed Procedure
The Compliance coordinator will:
ensure all new employees are provided with access to the following training and that training is recorded in the relevant locations in Flow Logic and Google Forms:
· [bookmark: _Hlk167305970]National Disability Insurance Scheme Quality Practice Standards
· Better Together Policies and Procedures
· NDIS Worker orientation Module
· Better Together Employee Manual 
· Organisational Handbook
· WH&S Handbook
· Professional Boundaries
· Ethical conduct
· Restrictive practice
· IT training in our system
· Covid 19 Training Comprehensive
· Medication training (if required)
· Social Role Valorisation
· Epilepsy Training (if required)

· ensure all employees are offered ongoing training periodically as required to maintain compliance and support continuous professional development. This training includes:

	Training Module
	Frequency

	Better Together Policies and Procedures
	Notification upon update

	Professional Boundaries
	Every 2 years

	Covid-19 Training Comprehensive
	Every 1 year

	Medication Training (if required)
	Every 2 years

	Social Role Valorisation
	Not mandatory

	Epilepsy Training (if required)
	Every 2 years

	File Note
	Every 2 years

	Mental Health First Aid
	Optional

	I’m Alert Food Safety
	For café workers and people delivering supports with cooking at home

	Diabetes
	Optional

	Autism Awareness
	Optional

	Schizophrenia Awareness
	Optional

	Managing Aggressive Behaviours
	Participant related

	Handling Complaints
	Every 2 years

	Incident Management
	Every 2 years

	HIRACS
	Every 2 years



organise, assess and maintain records of a new employee’s Buddy Shift training (see Policy 2.0 –Conveying/communicating a Service User’s Individual Information, needs support plan and changes to Support Staff);
ensure all staff receive training about the National Privacy Principles on induction(see Policy 4.0 Privacy, Dignity and Confidentiality) and 10.0(R) Collection, Storage, Retrieval and Disposal of Employee Information);
oversee and record a staff member’s training activities during the three (6) month probationary period (see 10.0 (H) Supervising Staff during the Probationary Period);
assess and follow up individual staff training needs (see 10.0(J) Monitoring Staff Performance and 10.0(M) Formally Reviewing Staff Performance);
organise and provide on-going mentoring programs, staff meetings, forums and internal staff training sessions;
ensure a person in a support position is adequately trained to meet the individual needs of a service user (see 3.0- Communicating Effectively with Service Users);
where possible and where resources permit, organise timely and relevant external staff training opportunities;
maintain records of all organisational staff training sessions/workshops;
ensure individual records of staff training activities/qualifications are retained on the employee’s Staff File;
Encourage self-development and assist in identifying opportunities for skill development and promotion.

Staff Training Plan

Rationale


ChatGPT

Detailed Procedure
Complaints
Incidents
Professional Boundaries
Emergency & Disaster
Conduct Training




10.0 (J)		Managing Staff Disputes and Grievances

Rationale

Better Together will endeavour to foster good relations between employees and will ensure disputes and grievances are addressed in a timely manner. Problems can arise from the behaviour, action or decisions of management or other employees and grievances must be taken seriously and investigated in an impartial manner. All parties will treat disputes and grievances with the utmost confidentiality and the complainant must not be victimised. 

Detailed Procedure

For detailed procedure refer to Procedure 7.0 (D) Complaints and Disputes.


10.0 (K)		Formally Reviewing Staff Performance and Supervision

Rationale	

Better Together recognises the value of regular Staff Performance Appraisals which is a method by which the job performance of an employee is evaluated. A performance appraisal may guide and manage career development, facilitate communication and identify further training needs through a process of obtaining, recording and analysing an employee's recent successes and failures and personal strengths and weaknesses.

The service manager or assistant manager will conduct Staff Performance Appraisals and the management committee will conduct service manager performance appraisals. 

Detailed Procedure

To ensure the ongoing suitability and skill of staff members, Better Together will:
provide on-the-job and off-the-job staff training in accordance with 10.0(I) Providing Staff Training and Development;
formally review all staff performance every twelve (12) months;
assist workers to improve performance; and if necessary, 
act swiftly, respectfully and responsibly if a staff member is no longer suitable for the position.

To prepare for a Staff Performance Appraisal interview, the allocated appraising staff member will:
notify an employee in person or by email/phone, two(2) weeks in advance, that their performance review is due;  
provide the employee with a outcomes and objective form and ask them to complete the form and reach out to the office to a date for their performance review;
discuss the performance of the staff member over the past twelve (12) months, and make notes regarding strengths gaps and opportunities.

If employees believe they have been directly or indirectly discriminated against in their performance review, they should contact the service manager (see 10.0(O) Equity, Anti-Discrimination and Workplace Harassment).

10.0(L)	Managing Sub-Standard Performance

Rationale

Better Together is aware of the cost, loss of productivity and disruption to service users when a high staff turnover exists, however if Better Together employees are not performing in a satisfactory manner, meeting their Key Performance Indicators or engage in misconduct or do not comply with Better Together Policies and Procedures, including the values and service principles of Better Together and Code of Conduct, they may face disciplinary action.

Detailed Procedure

To minimise problems the manager or coordinators will:
follow this Policy and Procedure when staff performance problems arise;
identify problems as soon as they arise and take action;
maintain records of all performance-related discussions and counselling sessions;
ensure that fairness to employees is balanced with the needs of the organisation;
ensure that in all processes the principles of natural justice are followed. This involves the employee having an opportunity to state their point of view before action is taken and that the decision maker must not be biased.

When a staff member engages in serious misconduct that is unreasonable for the organisation to continue the employment, the staff member may be dismissed instantly. Examples of misconduct by an employee include but not limited to:
theft, assault and fraud;
non-compliance with the Code of Conduct, confidentiality deed;
breach of the behaviour guidelines in the Code of Conduct, confidentiality Deed;
serious neglect of duty or breach of vital safety protocol (see Policy 9.0 Protection from Abuse, Neglect, Exploitation and discrimination);
prevention of other employees from carrying out their duties.
Misleading/ lying repeatedly to management/service users or families

If the above conduct or misconduct occurs, the manager or coordinator will ensure completion of:
an Incident Report detailing relevant events and/or behaviours; and 
submitted to the service manager within twenty-four (24) hours(see Policy 8.9 Incident Management); and
where necessary the service manager will follow the procedure for:
Managing Complaints/Disputes with Legal Implications (see Policy 7.0- and/or 
Responding to Allegations of Abuse, Neglect, Exploitations and Discrimination (see (i) and (ii) of Policy 9.0(B)

Any such action would need to be supported by a high level of evidence.

If the manager or coordinator identifies unsatisfactory performance of an 
employee, they will:
advise the staff member of their performance problems;
provide training to improve the standard of the employee’s performance;
provide the staff member with the opportunity to improve their performance within a reasonable timeframe;
if the staff member’s performance does not improve to the required standard, after assistance and training and within the specified time:   
a Performance Management letter outlining specific performance problems will be handed personally to the staff member during their performance review interview (see also Procedure 10.0(Q) Taking Disciplinary Action).

10.0(M)		Equity, Anti-Discrimination and Workplace Harassment

Rationale

Better Together is an equal opportunity employer and its employees are expected to conform to equity and anti-discrimination guidelines. Workplace harassment and bullying is unacceptable and will not be tolerated under any circumstances. Better Together strives to provide a positive working environment in which all employees are valued and encouraged to contribute. As an equal opportunity employer, Better Together is bound by all relevant State and Federal legislation in relation to equal employment opportunity (EEO). All breaches of EEO will be taken seriously. Any complaints will remain confidential.

Definition
Discrimination occurs when someone is treated less favorably than another in similar circumstances because of a personal attribute that has no relevance to the situation.
Equity allows all employees to be treated fairly and without discrimination.

Detailed Procedure

Better Together will continuously review work practices and processes to ensure they comply with EEO requirements. These work practices include:
recruitment and selection
pay and benefits
training and development
promotion
discrimination and harassment
performance appraisals/reviews
grievance procedures
terminations

Employees must neither be discriminated against nor discriminate, treat unfairly or unlawfully another employee or community member on the following grounds:
gender identity
race, colour, nationality or ethnic origin
religion
disability
age
pregnancy
marital or parental status
political belief or activity
trade union activity
lawful general activity
association with or relation to a person with any of the above attributes

Employees should not be subject to, or engage in unlawful harassment or discrimination against another employee or community member in a manner which is unwanted, intimidating or offensive. 
forms of harassment include:
· sexual harassment
· gender-based harassment
· transgender vilification
· HIV/AIDS vilification
· racial vilification
Sexual harassment includes:
· unwanted attention or touching
· sexual propositions
· leering or staring
· offensive language
· displaying nude images
· persistent requests for dates
· crude or offensive jokes

harassment will not be tolerated, and disciplinary action will be taken against those responsible

If a staff member feels they are a victim of harassment or discrimination they should:
lodge a grievance in accordance with 10.0(J) Managing Staff Disputes and Grievances;
if the staff member is dissatisfied with the outcome of the grievance, they will be advised to contact the Anti-Discrimination Commission Queensland.

When investigating and resolving this grievance, the service manager will:
act in accordance with Procedure 10.0(L) Managing Staff Disputes and Grievances.

10.0 (N)		Eliminating Workplace Bullying	

Rationale	

Bullying behaviour is based on the misuse of power in human relationships and negates the dignity and autonomy of its victims. Better Together is fully committed to eliminating, as far as possible, all forms of bullying in the workplace through a culture of openness, support and accountability. Better Together recognises that there are bound to be occasional differences of opinion, conflicts and problems in every workplace but workplace bullying will be considered to exist, when treatment of another person is unreasonable, offensive or harmful. 

The exercise of a key staff person’s legitimate authority at work through the direction and control of work responsibilities, the monitoring of workflow and giving feedback on performance, is not bullying insofar as the key staff person’s actions are intended to assist staff to improve their tasks, their work performance, or the standard of their behaviour. If an employee has performance problems, however, these will be identified and dealt with in a constructive way that is neither humiliating nor threatening.

Definitions

[bookmark: _Hlk17749085]Unreasonable behaviour is behaviour that is offensive, humiliating, intimidating, degrading or threatening. It includes, but is not limited to:
verbal abuse
initiation pranks
excluding or isolating employees
refusing to communicate with a person
communicating derogatively to a person
giving a person the majority of an unpleasant or meaningless task
humiliation through sarcasm, or belittling someone’s opinions
constant criticism or insults
spreading misinformation or malicious rumours
deliberately setting work routines or procedures to inconvenience certain employees
displaying written or pictorial material which may degrade or offend certain employees
Bullying is repeated, unreasonable behaviour directed towards a person or group of persons. It includes behaviour that could be both passive or aggressive in nature and expected to intimidate, offend, degrade, humiliate, undermine or threaten.
Repeated....behaviour refers to the nature of the behaviour, not the specific form of that behaviour. Repeated unreasonable behaviour may thus be a pattern of diverse incidents.
Workplace bullying can occur between:
· two or more employees
· manager/s and employee/s
· employees and other persons at the workplace (students, service users)
Bullying can occur at any level of the organisation, can be experienced by both men and women and may involve a co-worker, a volunteer, supervisor, manager, service provider or user.

Formerly agreed behaviour may be found to be bullying when it continues after a request from the recipient for the behaviour to stop, or at the point it becomes intimidating, offensive or humiliating.

Detailed Procedure

The service manager will endeavour to ensure that:
all employees understand, and are committed to, the right of other employees to attend work and perform their duties without fear of being bullied in any form;
all reasonable steps to eliminate bullying are made;
all applicable workplace health and safety legislation is observed;
all employees are regularly made aware of their obligations and responsibilities in relation to providing a workplace free from bullying;
they provide an environment which discourages bullying, and set an example by their own behaviour;
all complaints are treated seriously and confidentially;
they are as far as practicable aware of whether bullying is occurring, whether complaints are received or not, relying on such indices as:
· sudden increases in absenteeism
· unexplained requests for role changes
· behavioural changes such as depression
· sudden deterioration in work performance
they take immediate and appropriate corrective action if they become aware of any offensive action;
guidance and education is provided, where requested and/or appropriate, to cases and subsequent decisions relating to bullying;
ongoing support and guidance is provided to key staff persons (management) and employees in relation to the prevention of bullying;
this policy is displayed in the workplace.

Better Together asks employees to ensure that:
they understand and are committed to the rights and entitlements of all staff members to attend work and perform their duties without fear of bullying in any form;
they provide an environment which discourages bullying;
immediately report any offensive action;
they take firm, positive and prompt action if they believe they are the subject of bullying;
if deemed appropriate, make the perceived bully (or bullies) aware that they find their behaviour offensive, unwelcome and unacceptable, and that it needs to stop immediately.

If a staff member feels they are a victim of bullying they should:
lodge a grievance in accordance with Procedure 10.0(L) Managing Staff Disputes and Grievances;
if the staff member is dissatisfied with the outcome of the grievance, they will be advised to contact the Anti-Discrimination Commission Queensland.

When investigating and resolving this grievance, the manager or coordinator will:
act in accordance with Procedure 10.0(L) Managing Staff Disputes and Grievances.

(see also Policy 9.0- Supporting and Managing Challenging Behaviour).

10.0 (O)		Taking Disciplinary Action

Rationale
After a report or a complaint has been submitted in relation to staff misconduct, non-performance or a breach of the Better Together Code of Conduct, disciplinary action must follow. Under these circumstances the service manager may invite another member of the senior staff to be present during subsequent meetings and/or interviews. 

Detailed Procedure
The manager or coordinator will:
request in writing that the staff member attend a compulsory meeting and inform them that they have the right to invite a witness to attend this and all related interviews;
explain the problem and ask the employee to respond, except in child protection matters where:
· no information about the informant will be given
· no early advice to be given in accordance with (i) of Policy 9.0(B) Responding to Allegations of Abuse, Neglect, Exploitation and Discrimination)
participate in discussion and the planning of identified required action;
document the precise improvements required from the staff member:
· specifying the time allowed for improvement in performance
· the date for the first review interview
keep documentation and allow the staff member to acknowledge the accuracy of the record by signature;
file documentation and provide a copy to the staff member.
This will be regarded as the first written warning. If the case is considered severe enough, the first warning could be regarded as the final warning. A verbal warning with direct instruction for action followed up with an email confirmation can also be considered a first warning if the issue or concern is reoccurring. 

At the first review interview, the service manager or assistant manager will:
if the improvement has occurred:
· acknowledge the improvement in writing to the staff member
· take no further action
if the improvement has not occurred satisfactorily:
· issue the staff member with a second written warning
· give an updated time allowed for improvement
· inform the staff member of the potential for dismissal (second written warning)
keep documentation and allow the staff member to acknowledge the accuracy of the record by signature;
file documentation and provide a copy to the staff member.


At the second review interview, the service manager or manager will:
if the improvement has not occurred satisfactorily in the time allowed:
· consider terminating the staff member’s employment
· maintain formal records of each counselling/disciplinary session and keep them confidential
· allow the staff member to sight and sign all records as true as such records will provide important evidence if the matter proceeds to the Queensland Industrial Relations Commission.

When the dismissal of a staff member is deemed necessary the organisation will comply with all State and Federal legislation and the employee’s terms/contract of employment in relation to administering discipline and the termination of employment.  

Better Together will always ensure:
dismissal is not for an unfair reason;
the staff member knows the reason for dismissal and has an opportunity to respond in relation to that reason;
the employee is given appropriate notice or compensation in lieu;
the reason for dismissal is documented to help clarify the situation and prevent any misunderstandings.

Employees may be dismissed on the basis of:
their conduct, capacity or performance;
operational requirements e.g. 
· the position is no longer required;
· the funding relating to their position has ceased or been reduced;
other reasons sufficient to justify termination.

Allegations/situations that may justify Summary Dismissal (immediate termination)could be but are not limited to:
serious neglect of duty;
extreme inefficiency, gross insubordination or abuse;
dishonesty, serious misbehaviour e.g. physical fighting;
actions/neglect endangering the well-being of a service user or co worker;
criminal behaviour;
driving without a current driver’s licence with service users;
working under the influence of alcohol and/or drugs.

The service manager or manager will notify the management committee when disciplinary action has resulted in a Summary Dismissal.  In some instances the funding body e.g. National Disability Insurance Agency will be notified.


Handling Allegations of Criminal Conduct

Some forms of severe bullying (e.g. physical attack, obscene phone calls) may constitute criminal conduct. While Better Together is committed to treat most complaints about bullying at an organisation level as far as possible, this type of conduct is not suited to internal resolution. Such complaints would be treated by the criminal justice system. Employees will be advised of the option of seeking police support or intervention. Better Together will take the appropriate disciplinary action in accordance with this policy.

(see Policy 11.0-Critical Incident Reporting) for examples of reportable allegations and incidents as per NDIS practice standards.

10.0 (Q)	10.0 (P) Collection, Storage, Retrieval and Disposal of Employee Information

See policy 8.7 Service Management Information Management 


Related Better Together Policies and Procedures
Policy 2.0		Individual Needs, Values and Planning 
Policy 8.0		Service Management: Governance
Policy 8.01		Service Management: Finance
Policy 11.0		Service Management: Risk Management
Policy 8.7		Service Management: Information Management 
Policy 11.01		Safe Work Practices and Service Delivery
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  Number    Related  Procedure s      Related Service  Standards  

10 .0(A)  Advertising for Staff  1,2,3  

10 .0(B)  Selecting Staff  

10.0 (C)   Employee Leadership Development and Promotion  

10.0 (D)  Staff Induction  

10.0 (E)  Buddy Shifts  

10.0 (F)  Promoting Ethical Conduct  

10.0 ( G )  Supervising Staff during the Probationary Period  

10.0( H )  Supervision  

10.0 (I)  Staff Training and Development  

10.0 ( J )  Managing Staff Disputes and Grievances  

10.0( K )  Formally Reviewing Staff Performance   and supervision  

10.0 ( L )  Managing Sub - Standard Performance  

10.0( M )  Equity, Anti - Discrimination and Workplace Harassment  

10.0( N )  Eliminating Workplace Bullying  

10.0 ( O )  Taking   Disciplinary Action  

10.0 ( P )  Collection,   Storage, Retrieval and Disposal of  Employee Information  

    10.0 (A)     Advertising for Staff     Rationale     Better Together   w ill  maint ain a written duty statement/ position description for all positions  within the organisation and will  endeavour   to employ  or promote  the most suitable  candidate/s based on merit and in accordance with the organisation’s commitment  to Equal  Employment Opportunity  ( see 10.0(O ) Equity, Anti - Discrimination and Workplace  Harassment) .     Detailed Procedure     The   Better Together   manager  or delegated recruitment officer  will :        advertise vacant  employment  opportunities   internally and externally.      At the managers discretion they may choose to not advertise externally If they feel there  are suitable candidates internally      Internal notifications of vacant positions will be communicated to staff via:       emails;  

