[image: image1.jpg]QoM

QUEENSLANDERS WITH
DISABILITY NETWORK INC

NOTHING ABOUT US....WITHOUT US

Suite 11, 7 O'Connell Tce, Bowen Hills 4006

phitty 07 3252 8566 fax 07 3252 8477
free call 1300 363 783

email gdnbrisbane@qdn.org.au
website www.qdn.org.au





Document Information
Title of the Document: Financial Control & Human Resource Management – Policy Manual Volume 3 

Date Last Ratified by the Management Committee: 

Version: Version 1: March 2007
Date of Printing: Thursday, 21 February 2008
Location of digital file: \\Server\data\Organisational Policy & Governance Charter\QDN Policy Development\Current QDN Organisational Policy\QDN Quality Manual Version Nov06.doc
This Policy Manual forms one part of a series of 5 QDN Policy Manuals. The entire set of QDN Policy Manuals includes:

· Management Committee Governance Charter - Policy Manual Volume 1

· Networking and Membership – Policy Manual Volume 2

· Financial Control & Human Resource Management – Policy Manual Volume 3

· Health & Safety: Bowen Hills Office – Policy Manual Volume 4

· Quality System – Policy Manual Volume 5

Any amendments to any Policy Manual Volume is to be instigated and noted in the QDN Document Amendment Register utilizing the appropriate amendment form. Note that this register is not maintained in a digital format. Refer to the Quality System Policy Manual for more information.

Contents

8Part 1 - Financial Control


81 Introduction


81.1
Purpose and Structure of the Manual


81.2
Financial Goals


92     General


92.1
Constitution


92.2
Responsibilities


92.3
Delegation of Authority


102.4
Accounting/Accruals


102.5
Computerised Bookkeeping System


102.6
Chart of Accounts


112.7
Financial Year End / Independent Audit


112.8
Auspicing Non-Incorporated Organisation Projects


133
BUDGETS


133.1
Annual Recurrent Budgets


133.1.1
Developing a budget


143.1.2
Allocating Resources


153.1.3
Review


153.2
Non-Recurrent Project Budgets


164
Reporting


164.1
Management Reports


174.2
Funding Body Reports


174.3
Audit Reports


174.3.1
Association Audits


184.3.2
 Grant Audit:


195
Recording


195.1
Bank Accounts


195.1.1
Working Cheque Account


195.1.2
Investment Accounts


195.1.3
Donations Account


195.1.4
Signatures


205.1.5
Bank Statements


205.1.6
State Government Tax - S.G.T.


205.1.7
Bank reconciliations


205.2
Receipting


215.3
Banking


215.4
Purchases


215.5
Payments


225.6
Salary Payments


235.7
Salary Sacrifice


245.8
Related Salary Payments


245.8.1
Group Tax (P.A.Y.E.)


245.8.2
Superannuation Payments


255.8.3
Other Deductions


255.9
Travel Expenses


255.9.1
Travel Allowance


265.9.2
Mileage Allowance


265.10
Petty Cash & Emergency Relief


275.11
Assets


285.12
Insurance


29Glossary of Terms


316
Confidentiality Policy


337
Employment


337.1
Employment Contracts and Position Descriptions


337.2
Probationary Period


347.3
Staff Recruitment and Selection


347.3.1
Background


347.3.2
Advertising Vacant Positions


347.3.3
Selection Process


367.4
Staff Induction Guidelines


367.4.1
Process for induction


367.4.2
Preparation Before New Employee Commences


367.4.3
Administrative Arrangements


387.4.4
Project Specific Information


398
Hours of Work


398.1
Ordinary Hours of Work


398.2
TOIL (Time off in lieu of overtime) and Overtime


408.3
Staff Travelling Hours of Work


419
Staff Leave


419.1
General Leave Provisions


419.2
Approval


419.2
Annual Leave – Sickness Provision


419.3
Blood Donors


4210
Staff Performance Appraisal


4210.1
Background


4210.2
The Purpose of Staff Appraisal


4210.3
The Appraiser


4310.4
Reviewing


4310.5
The Staff Performance Appraisal Process


4410.6
Documentation


4410.7
Disputed Appraisals


4511
Staff Grievance procedure, counseling and disciplinary procedure


4511.1
Policy Statement


4511.2
Objectives


4511.3
Definitions


4611.4
Procedures


5012
Termination


5012.1
General


5012.2
Notice of Termination


5012.3
Exit Interview


5112.4
Redundancy


5213
Locums


5213.1
Policy


5213.2
Recruitment


5213.3
Range of Duties


5314
Staff Development


5314.1
Background


5314.2
General Staff Development Proposals


5314.2.1
Staff training and education


5314.2.2
Conference Attendance


5314.2.3
Higher Duties and Promotion


5314.2.4
Secondments


5414.2.5
Other Considerations


5515
Motor Vehicles


5515.1
Conditions and Allowance Payable


5515.1.1
General


5515.1.2
Use outside Ordinary Hours


5515.1.3
Use to mitigate personal risk


5515.1.4
Reimbursement of additional expenses


5716
Staff Succession Plan


5817
Document Amendments




Part 1 - Financial Control
1 Introduction
1.1
Purpose and Structure of the Manual

This manual provides staff and Management Committee with a financial policies, procedures and practices framework for Queenslanders with Disability Network Inc (QDN).

These policies comply with legal and accepted accounting requirements and are in accordance with QDN’s Constitution.

These policies and procedures are divided into four main sections:

· General

· Budgeting

· Reporting

· Recording

and are to be read and applied together with other policies and procedures which impact on financial management.  These may include, but are not limited to, Human Resource Management, Employment, and Administration Systems.

1.2
Financial Goals

QDN’s financial goals are:

· To ensure finances are expended according to the organisation objects through the effective management of all facets of financial budgeting, monitoring, recording and reporting.
· To be accountable to service users, members, and other relevant bodies
2     General
2.1
Constitution

The Constitution gives the organisation the rules by which it can operate.  It outlines the powers of the organisation, including many financial powers.  All members of the Association, particularly Management Committee members, should be aware of the Constitution and its content.

Other Sections of the Constitution which relate to the financial management of the organisation are:

· Section 18 gives the Management Committee general control and management of the property and funds of the Association.

· Section 34 outlines additional responsibilities related to the funds and accounts of the Association.

Procedures written in the Constitution are required by law.  Where relevant, these are noted in the Manual.

2.2
Responsibilities

The Management Committee is solely responsible for financial management of ----- (Clause 18 of the Constitution).  Procedures can be delegated to staff members and Sub-Committees through this policy or as the Management Committee decides.
2.3
Delegation of Authority

The Network Coordinator approves the payment of any expense item within the ratified budget and expenditure under $50 outside the ratified budget.

The Coordinator must seek approval for any expenditure item over $50 outside ratified budget.
2.4
Accounting/Accruals

QDN records and reports its financial history on an accrual basis for auditor’s report.  Income and expenses are recorded and reported when the money is actually received and paid.
2.5
Computerised Bookkeeping System

Financial Records will be maintained on a computerised accounting system, which will record all income and expenditure.

Reports will be produced using data from this system.

2.6
Chart of Accounts

QDN will establish and maintain a Chart of Accounts. The Chart of Accounts is the list of accounts that store and categorise income and expenditure items. Each transaction is coded to an account in the chart.

Transactions within each account are added together to provide a financial history of the organisation.

All accounts are then used to provide the organisations financial reports.

The Chart of Accounts should include at least the following sections:

· Assets - things the organisation owns or is owed

· Liabilities - things the organisation owes

· Income - monies received

· Expenditure - monies paid

The Chart of Accounts will be revised and approved annually by the Management Committee each year in May when the budget is reviewed.  Any additions to the Chart of Accounts during the year will be recommended by the Coordinator and approved by the Treasurer. 

Should there be more than one funded project, the same chart of accounts must be used for each project.

2.7
Financial Year End / Independent Audit

QDN’s  financial year ended on 30 June in each year.

The Management Committee will ensure an independent audit is carried out in accordance with these policies and procedures, and the requirements of the Association Incorporations Act.  

The Auditor for the following year, will be appointed at the Annual General Meeting.

2.8
Auspicing Non-Incorporated Organisation Projects

Auspicing a project of an unincorporated organisation can only be undertaken with Management Committee approval. Any project auspiced must be in accordance with the objects of QDN as stated in the Constitution.

QDN will be financially and legally responsible for the project until such time as the remaining resources of the project can be transferred to an incorporated organisation. The auspiced project will adhere to the financial policies and procedures documented in this manual.

A separate bank account may be opened for an auspiced project.

QDN’s Management Committee and the auspiced projects committee will receive financial reports regarding the project as determined by these procedures. Where possible, a member of the QDN Management Committee will attend the auspiced organisations meetings.

The auspiced project accounts will be audited by QDN, prior to transferring remaining funds to the incorporated organisation.  The auspiced project will cover the cost of the audit. QDN will provide a copy of the audited statements and any other financial data required by the new organisation.

Any equipment/capital items purchased through funds attracted by the auspiced project will be transferred to the new incorporated organisation upon the completing of QDN involvement.

QDN, where possible and if necessary, will assist the new organisation in establishing its financial records and reporting mechanisms.

An Auspice fee can be charged for all auspice arrangements, this covers costs relating to Incorporation fees, membership, legal fees and auditor reports. The auspice fee is in addition to a management fee.

3
BUDGETS

Policy:
An annual budget will be prepared, in conjunction with the organisation’s annual Operational Plan, to ensure the financial planning and monitoring of the organisation’s objectives.

3.1
Annual Recurrent Budgets

3.1.1
Developing a budget

The budget development process is used to determine the annual budget. This process includes the Network Coordinator and all Management Committee members.

Their tasks are as follows:

Committee


· discuss draft budget and priorities any actions/strategies, with staff 
· approving the budget on its completion 
· approve any changes to the budget 

Treasurer


· assistance with the development of Operational Plan 

· oversee the preparation of the annual budget.  

· table the budget at a Management Committee meeting
Network Coordinator 

· development of Operational  Plan 

· costing staff salaries and On-Costs 
· costing administration costs, in consultation with administration staff
· costing programme costs, in consultation with Treasurer
· collating the draft budget based on costing

· discuss the draft budget and prioritise any action/strategies, with Management Committee
Other Staff 


· development of Operational Plan
· assist with costing strategies 
· discuss the draft budget and prioritise any actions/strategies, with Management Committee
The budget will be prepared after priorities are established for the year, generally the process will begin in May and will be finalised by 30 June.

The budget will use the Chart of Accounts to assist in determining budget line items.  Line items will be reviewed and altered as the budget is developed and the Chart of Accounts adjusted accordingly.

The budget will be divided into two main sections:

· Income - all anticipated sources of funds will be identified in this section of the budget

· Expenditure - this section is generally divided into four components:
· Salaries - Annual salaries for all staff

· Salary On Costs - includes costs associated with employing staff

· Administration Costs - costs that can included rent, stationery, telephone

· Programme Costs - costs associated with the years strategies/activities.

3.1.2
Allocating Resources
The budget will be costed from the plans for the coming year. Each strategy/activity will be costed separately, according to the expenditure required to implement the strategy/activity.

Administration costs must be determined for each strategy/activity and then included in the general administration costs budget.  They are not included in the budget for the strategy/activity.

Where necessary, expense items will allow for increased costs by adding a percentage on figures from the previous year.  At all times, planned activities will take priority in costing. Each income and expense item will be allocated an annual figure.

3.1.3
Review

The budget will be reviewed four times per year at Management Committee meetings held in November, February, May and August.

The Treasurer will present relevant income and expenditure reports to the Management Committee to enable the review. The review will compare actual costs against anticipated costs and assess why particular items are over or under budget.

If required, the budget will be adjusted according to the findings of the review.  Where necessary, the Funding Body will be notified or requested to approve such adjustments.

At the May budget review, expenditure for the final months will be determined after funds have been allocated for leave accruals and relief costs.

3.2
Non-Recurrent Project Budgets

Non-recurrent and time framed Project budgets are prepared when writing the submission. Upon notification of the granted amount, project outcomes will be prioritised and the budget reviewed.

The Coordinator or delegated staff member will oversee the project budget process, which will follow the same process as for the annual budget. This budget process includes all staff and Management Committee members.
Project Funds (provided through submission or offer) will only be accepted if the amount to be received, after prioritising outcomes, can effectively provide a service to the target group.

4
Reporting
Policy:
Accurate and relevant reports are to be provided to the Management Committee, staff, funding bodies and members to ensure the organisation’s goals, strategies and activities are monitored in financial terms, for the budgeted period.

4.1
Management Reports

These reports comply with the organisation’s constitutional requirements and good financial practises.  The Treasurer is responsible for ensuring the reports are available at the time specified.  All monies received and spent will be identified in reports to Management Committee.
The following financial reports will be prepared and tabled by the Treasurer at every management meeting:

· Income and expenditure for the month
· Bank Register - List of Cheques issued in the month detailing Payee, full cheque amount and cheque number .
· List of significant monies received (eg grant)

· Bank reconciliation
The following additional financial reports may also be prepared and tabled by the Treasurer at quarterly management meetings:

· Funding Body Reports 

· Budget Review Report - a transition of the figures and areas needed change/review
Any information which may alter the correctness of the report (if known) will be disclosed at the meeting (eg the report has not been reconciled to the Bank Statement).
Where there is more than one funded project a separate income and expenditure statement will be provided for each project.

A quarterly summary report will be provided showing total income and expenditure for each project and totals for the organisation as a whole.  This report will also show the actual cash situation of the organisation at that time.  The final balance should balance with the project balances for that period.

A total income and expenditure statement for the organisation as a whole will be prepared annually.

4.2
Funding Body Reports

Funding Body reports are to be documented on the stationery provided by the funding body, where possible . Only grant income received and income generated by the grant will be shown on these reports.

Funding body reports will be prepared by the Network Coordinator or delegate as per the funding guidelines. Membership fees and income generated by the organisation will not be declared on these reports unless otherwise requested by the funding body.

Funding Body reports will be reviewed and signed by a member of the Executive. Authorised (signed) funding body reports will be copied and filed, with any supporting worksheet used in its preparation.

Where possible, audited reports of grants received will be prepared at the completion of the financial year (ie 30 June).

4.3
Audit Reports

4.3.1
Association Audits
In accordance with the Associations Incorporations Act an audited report will be provided to the Secretary prior to the holding of the Annual General Meeting.

The Treasurer will ensure that the Network Coordinator and administration staff have the following financial reports prepared by 1st August for examination by the Association’s appointed auditor:

· Income & Expenditure Statement for the Financial Year just ended

· Assets & Liabilities and all mortgages, charges and securities affecting the property of the Association at the close of that year

· Income & Expenditure Statement for each project

· List of Creditors - showing who, amount, purpose of credit

· List of Debtors - showing who, amount, income category

· Accrued Leave Entitlements for each Staff member

· Accrued Relief Costs for each funded position

· Annual Bank Reconciliation

· Salary and P.A.Y.E. Reconciliation

All documents requested by the auditor will be made available by the Administrator, Network Coordinator and/or Treasurer.  These documents will include but are not limited to, Receipts, Cheque Books, Invoice/Requisition Forms, Cash Journal, Wage Salary & Leave Records, PAYE Records, Employment Conditions,  Management Committee Minutes, Bank Statements, Bank Reconciliations,  Service Agreements, Asset Register.

Upon receipt of the Auditors Report, the Treasurer will gain approval of the Management Committee to table it at the next Annual General Meeting for ratification.

The incoming management committee is responsible for completing the relevant form(s) and submitting the audited financial statements to the government body responsible for administering the Associations Incorporations Act 1981, currently named Office of Fair Trading, within one month of its adoption at the Annual General Meeting.

Audited financial statements will be available, upon reasonable request, to any interested party, after adoption at the Annual General Meeting.

4.3.2

Grant Audit:

Any grant received in the financial year will be audited at same time as the Association audit and a statement provided to the funding body, after approval of the Management Committee and/or the Annual General Meeting.

Should a grant require an audit before the end of the financial year, the Treasurer will ensure the Network Coordinator and administration staff have all reports and documents prepared and provided to the auditor.  After management committee approval the audit will be forwarded to the appropriate government department.

5
Recording
Policy:
Accurately record financial transactions and provide reports that assist in effectively managing the organisation’s finances.

5.1
Bank Accounts

All monies will be banked in QDN’s name, in a bank decided by the management committee. Types of bank accounts used:

· Business Cheque Accounts

· Investment Account eg: Cash Management Account

· Donations Account

5.1.1
Working Cheque Account



All QDN monies are deposited in the Business Cheque Account.  All payments related to the QDN will be handled by the business cheque account.  All monies received for the project will be deposited in the Business cheque account.

5.1.2
Investment Accounts

Funds placed in an investment account will be surplus to immediate requirement (eg: long service leave accrued).  Funds will not be placed for a period, longer than 12 months and shall only be opened with approval/ratification of the Management Committee.  Such accounts will be placed with reputable and financially secure institutions.

5.1.3
Donations Account

Funds placed in the Donations Account must be only those monies received as donations.  This does not include membership fees, payment against QDN invoices.

5.1.4
Signatures

Signatories to accounts will be nominated by a motion at the first meeting of the management committee in the new financial year.  The Network Coordinator will ensure the appropriate bank forms are completed and lodged with the bank.  Any changes to signatures in the year will be nominated by the Management Committee and the bank notified, as above.  A copy of the registered signatories for each account will be filed by QDN in a secure place and updated as required.

All accounts will have at least four signatures registered at the bank.  There will be two signatories on all cheques and other withdrawals from QDN accounts.  The two signatures to be either:

· two Management Committee members, or
· one Management Committee member and one member of QDN;

QDN wages are usually paid by automatic periodic payments direct from the QDN business cheque account.  In all instances payment for wages must be authorised by two Management Committee members.

5.1.5
Bank Statements

Bank Statements issued monthly will be used in controlling all income and expenditure during the year.

5.1.6
State Government Tax - S.G.T.

The Network Coordinator is responsible for applying for exemption of this tax for each cheque account.  This exemption is provided by the Queensland Office of State Revenue.  All approved forms will be held in a secure place by the Coordinator.

5.1.7
Bank reconciliations

The Coordinator will ensure that Monthly bank reconciliations are carried out by the Book Keeper, after completion of the Cash Journal.  A yearly Bank Reconciliation will also be prepared for the Management Committee Meeting.  

5.2
Receipting

The Network Coordinator or Administrator  will be responsible for ensuring all monies are receipted and banked within one week of receipt. A receipt and its duplicate will be written for all money received by QDN

The original will be given to the donor only on request.

Receipts will be issued in number order, identifying who the money was from, when it was received, what it was for, how much was received and signed by the person taking the money.

Receipt books will be numbered and the dates of use written on the front cover.  There will be a separate receipt book for each project cheque account.  Where there is more than one book, the receipt books will be numbered and the date of use written on the front cover. Receipt books (used and unused) will be kept in a secure place.

When issuing a receipt for a donation to QDN, the receipt will have written on it “All donations over $2.00 are tax deductible”.  This ensures the donor is aware that QDN- is a legitimate organisation for tax deductibility status.

5.3
Banking

All money received will be banked within one week of receipt.

Income related to each funding project will be deposited in the relevant project cheque account.

Deposit books (used and unused) will be kept in a secure place as they will be required at audit time.

5.4
Purchases

The Network Coordinator is responsible to the Management Committee for supervising purchases of QDN.

All purchases (except petty cash) will be authorised by the Network Coordinator, within the parameters of the delegations of authority.

The Network Coordinator or delegate will seek the most competitive price for all major items of expenditure.

Where necessary, approval will be sought from the Management Committee prior to placing the order.

The Network Coordinator will ensure that funds are available when orders for expenditure are prepared.

5.5
Payments

The Network Coordinator is responsible to the Management Committee for supervising payments of QDN.  The Management Committee is responsible for the Payments.

All payments (excluding petty cash) are authorised by the Coordinator.  The Coordinator prepares the cheques for payment.

All payments over $100.00 will be made by cheque, in accordance with Section 26(b) of the Constitution.

All cheques except petty cash will be crossed “not negotiable”.

For each cheque, there must be an invoice or supporting documentation which proves the expenditure to be valid.  Where goods were purchased through a purchase order, the Network Coordinator will ensure the goods have been received and the invoice agrees with the original order.

Each invoice or supporting documentation will be stamped as paid and a cheque requisition form completed.  The cheque requisition form should detail:

· Date of Cheque

· Payment made to

· Amount of Payment

· What payment was for

· Cheque Number

· Authorising payment signature (Coordinator or delegate)

· Approving management committee members (management cheque signatory)

The Network Coordinator or delegate will prepare all supporting documentation for approval by the Network Coordinator and prepare all cheque requisition forms and cheques for authorisation by the cheque signatories.

It is the responsibility of the persons signing the cheques and cheque requisition forms to ensure all details are correct and there is supportive evidence for the payment.

The Coordinator will file all completed cheque requisition forms in alphabetical order of the Payee for easy accessibility at a later date.
5.6
Salary Payments

Salaries and allowances are made in accordance with salary levels and allowance amounts approved by the Management Committee.

Salaries and allowances including Salary Sacrifice are prepared by the Coordinator or delegate every fortnight, using a manual wages system.

Source documents used in the preparation of salaries and allowances are:

· Time Sheets

· Leave Request Forms

· Allowance Claim Forms (eg: Mileage)

· Employee Authorised Deductions (eg: Union Fees)

· Salary Sacrifice for each employee
Either a cheque or direct debit form is prepared for each employee at the completion of the pay period and deposited into the employees’ bank accounts.  A pay slip is provided to the employee for the pay period. Each employees’ Pay Slip will show:

· Name of Employee

· Period of Salary Payment

· Gross Salary

· Allowances Added

· Tax Deducted

· Other Authorised Deductions

· Net Salary

· Employer Superannuation Contribution for this pay

· Leave Taken (if relevant)

Salary payments/cheques will be authorised and signed using the same procedure as other cheque payments.
Salary records will be maintained according to relevant State and Commonwealth legislation. Salary records will be reconciled each pay period and at the end of each month.  The net pay should be equivalent to the gross pay, plus allowances, less tax and other deductions.

5.7
Salary Sacrifice

Where a Salary Sacrifice system has been approved by the Management Committee the following conditions shall apply.

At no time shall debits exceed credits.
At no time shall Salary Sacrifice cheques be issued where the employee can obtain a cash benefit.  For example: Deposit into a normal bank account or payment of a credit card debt caused by cash withdrawals.

As for all cheque payments supporting documentation must be provided by the employee before a payment can be made.  Part payment of any valid accounts are acceptable.

It is the responsibility of each employee to ensure that their Salary Sacrifice credit shall be reduced to zero at the end of each funding quarter.  That is by the 30 June, 30 September, 31 December and 31 March. Any balance remaining at the close of business on the above dates shall be paid to the employee as salary.

5.8
Related Salary Payments
5.8.1
Group Tax (P.A.Y.E.)

Tax instalments will be deducted from salaries and allowances as determined by the Australian Taxation Office. After the final salary payment for a given quarter, the Network Coordinator or delegated person will total the amount of group tax to be paid to the Tax Department, from the quarterly salary reconciliation.  This amount is then recorded on the quarterly BAS Statement.
The Network Coordinator will process the payment as per the BAS in favour of the Deputy Commissioner of Taxation for the required amount. The supporting documentation for the cheque will be a copy of the form remitted to the Tax Department.

5.8.2
Superannuation Payments
QDN is responsible for paying a percentage contribution of an employees gross salary if it exceeds $450 in the calendar month. QDN pays this contribution to an approved Superannuation Fund.

Each employee will become a member of a fund at the commencement of employment.

The superannuation contribution due for each employee will be calculated in each pay period and written in the salary records for the relevant pay period and will include a component for salary sacrifice.

After the final salary payment for a given month, QDN will total the superannuation amounts due for each employee.

QDN will issue a cheque in favour of the approved Superannuation Fund for the required amount. The cheque will be processed as other cheque payments to reach the Superannuation Fund by the 14th of the following month. The supporting documentation for the cheque will be a copy of the form remitted to the Superannuation Fund.

5.8.3
Other Deductions

Other deductions such as Union Fees, personal Superannuation Contributions will be deducted from payments of salaries and allowances where there is authority from the employee.

Deductions will be made in accordance with the instructions of the relevant body or the employee. Payment to the relevant bodies for these deductions will be made as such bodies request.

5.9
Travel Expenses
5.9.1
Travel Allowance


Subject to the approval of the Network Coordinator, an employee travelling on official duty shall be paid a Travelling Allowance.

The provisions of Clauses 30.2 and 31 of the Social and Community Services (Queensland) Award 1996 shall apply. 

Staff Travelling Allowance entitlement shall also be in accordance with Queensland Government’s Public Service Domestic Travelling and Relieving Expenses (Directive 8/05 as of September 2005) or a more current version of this regulation as varied from time to time. The latest version of this document can be found at the Public Sector Industrial and Employee Relations website: http://www.psier.qld.gov.au/
However, QDN acknowledge that additional costs may be incurred due to limited availability of accessible transport, accommodation and services. In particular, it is acknowledged that accessible hotel accommodation is limited and higher class accommodation may need be utilised.

The travelling staff member is responsible for keeping receipts or a diary of expenses, which will be supplied to the Coordinator as soon as possible after returning from the trip. The staff member is not responsible for returning receipts or surplus travel allowance on returning from the journey and no additional expenses will be reimbursed.

5.9.2
Mileage Allowance
When a staff member is authorised to use a personal vehicle, a mileage reimbursement will be paid on a cents per kilometre basis. The appropriate mileage claim form must be completed by the staff member and authorised by the Coordinator.

Payment will be made at the same time as the staff members salary, shown on the pay slip and tax according to the Australian Taxation Departments rulings. The rate per kilometre will be determined by the Management Committee and written on the mileage claim form.

5.10
Petty Cash & Emergency Relief 

The petty cash system will be an imprest system.  This system is set up with a fixed float determined by the Management Committee and small expenditures are paid from this float.

The petty cash float amount is $100.00 each.  This may be only changed by the approval of the Management Committee. Expenditure under $20 will be reimbursed from petty cash only when a receipt is produced.  No receipt, no reimbursement.

The Coordinator will be responsible for monitoring the petty cash float.

A petty cash voucher will be completed by the person requesting reimbursement.  This voucher will identify:
· Date of purchase

· What the purchase was for

· The amount

· Which programme/project it was for
The receipt for the purchase will be stapled to the petty cash voucher and the voucher will be signed by the purchaser on receipt of money from petty cash.

The petty cash float will be reimbursed as required.


Petty cash expenditure will be summarised on a cheque requisition form.  The petty cash vouchers will be stapled to the cheque requisition form.  The amount of reimbursement and the cash remaining in the petty cash tin shall equal $100.00.

Petty cash cheque payments will follow the same procedure as other cheque payments.

When entering the petty cash cheque information into MYOB, the cheque will be dissected across the relevant expenditure accounts.  

5.11
Assets

Each asset purchase will be written in the Assets Register detailing the following information:

· Date of Purchased

· Quantity Purchased

· Item Purchased

· Serial No. or Identifying No.

· Cost per Item

· Total Cost

When an asset is upgraded (eg: computer) the additional value of the asset should be written in the Assets Register at its original entry to reflect the new full value of the asset:

· Changes made to assets

· Cost of the changes

· New value of asset

When an asset it sold, donated to someone else, or of no use, the following details regarding its disposal will be written at its original entry in the Assets Register:

· Date of Disposal

· Amount Received (if sold)

· How the asset was disposed

All assets will be coded to the relevant expense account in the chart of accounts.

5.12
Insurance

The Management Committee will ensure that all insurances are current and cover the following risks:

· Public Liability (minimum $10,000,000)

· Workers Compensation

· Contents Insurance for Fire, Theft and other Damages

· Professional Indemnity

· Building (where necessary)

· Volunteer Cover

· Other Insurances as determined by the Management Committee

Glossary of Terms

Account:
A unit which groups the same types of expenses or income.

Accounting:
Process made up of four stages - recording financial information; reporting financial information; interpretation of financial information; planning/ budgeting future action.

Accumulated Funds:
Financial resources (equipment and/ or cash) available to an organisation, after taking into account what is owed by the organisation.

Asset:
Assets include equipment and furniture owned by an organisation, cash held in bank accounts and cash held on the premises.

Audit:
A systematic examination of the financial and related records of an organisation by an external, independent person or business.

Auspice:
To take legal responsibility for a project which is conducted by an un-incorporated body.

Bank Reconciliation:
A statement prepared at a certain date to match the bank statement with the cash records of the organisation.

Balance Sheet:
A report showing the assets, liabilities, accumulated funds and fund balances of an organisation at a particular date.  Usually prepared at the end of the financial year.

Budget:
Estimate of future organisational plans expressed in financial terms.  Part of the planning and control process of the organisation.

Cash Journal:
Journal (book of original entry) used to record, classify and summarise the cash receipts and cash payments over a period of time.

Chart of Accounts:
List of accounts of the organisation, grouped according to whether they are assets, liabilities, income or expenditure.

Creditor:
A person, business or organisation to whom you owe money.

Debtor:
A person, business or organisation which owes you money.

Deficit:
When expenditure exceeds income.

Depreciation:
The gradual decline in the use of an Asset (usually furniture and equipment) expressed in financial terms.

Expense:
A payment made by the organisation.

Financial Management:
The control of the organisation’s financial resources and the use of financial information in overall management.

Income:
Money received by the organisation.

Invoice:
An account sent by the seller of goods or services to the purchaser detailing particulars, quantity and cost.

Liability:
Something the organisation owes, eg: leave accrued, creditors.

On-Costs:
Additional costs associated with the provision of salaries, usually superannuation, leave loading, workers compensation, relief staff, provision for annual, sick and long service leave, advertising for staff, etc.

Posting:
The recording of an expense or income in to the relevant account.

Source Documents:
Organisational records providing evidence of financial transactions for use in the recording process.

Surplus:
When income exceeds expenditure.

Transaction:
A single financial event, which is recognised by an entry in the accounting records.

Variance:
The difference between actual and budgeted figures.

Part 2 -  Human Resource Management
6
Confidentiality Policy

All members and staff of Queenslanders with Disability Network (QDN) are entitled to have personal information treated with confidentiality. QDN will endeavour to protect confidentiality wherever possible and will create an environment of respect and privacy. Confidentiality applies to verbal information, written information and information stored electronically.

All information disclosed at interviews and meetings involving QDN internal and external matters, which relates to organisational matters is to be treated confidentially.

General information gathered during interviews and meetings may be aggregated into broad categories and used for data collection.

All QDN members will be advised that any information they disclose is confidential and will be passed on or divulged to persons external to QDN only with their express permission.

Staff may share information with an external supervisor where necessary for the purposes of supervision and debriefing. Information disclosed will be treated confidentially by the supervisor

Staff and management committee members, including any support workers, will not share any information relating to the operation of QDN with persons external to QDN. Permission to share any such information must be sought from the management committee at a monthly meeting.

Information shall remain confidential except where it involves:

· Serious illegal actions

· Any issue which could endanger the safety of other involved persons, staff or committee members or other persons using QDN's services

· Any issue which could endanger the individual involved or their dependent children

· Any information which the staff member is obliged by law to notify to the relevant authority

The Network Coordinator of QDN will determine the most appropriate course of action in these cases.

7
Employment
7.1
Employment Contracts and Position Descriptions

Queenslanders with Disability Network is committed to providing clear and up to date employment contracts and position descriptions for all employees.

Upon engagement, all employees shall be provided with: 

· A letter to confirm the appointment;

· A current position description; and

· A contract of employment that outlines the terms and conditions of employment, including hours of work, entitlements, the probationary process and other relevant provisions.

A copy of the Social and Community Services (Queensland) Award 1996 is held on file for staff to access.

Position Descriptions and Employment Contracts are to be reviewed and, amended where necessary every twelve months.

7.2
Probationary Period

The probationary employment provisions Clause 9, of the Social and Community Services  (Queensland) Award 1996 shall apply. 

A first mid-way probationary review no later than, twelve weeks after commencement shall be completed (Clause 9.4 SACS Award).

A final probationary review is to occur within two weeks of the completion of the probationary period, in order for the employee to be informed whether their performance is satisfactory (Clause 9.5 SACS Award).  

Where the employee has not met the requirements of the probationary period satisfactorily, the Network Coordinator must notify the employee that their employment will be terminated at the end of the probationary period or extend the probationary period by one month to enable progress to be made on the areas of performance that have been identified with the employee as unsatisfactory.  

An employee shall be deemed to be a permanent employee upon successful completion of a probationary period that may have been set.

7.3
Staff Recruitment and Selection
7.3.1
Background
Queenslanders with Disability Network is an equal opportunity employer thereby promoting access to QDN positions to men and women from the diversity of social and cultural groups within the community.  Every effort is to be made to promote QDN vacant positions within a variety of social and cultural contexts in order to generate openness and encourage diversity in the recruitment of QDN staff.

7.3.2
Advertising Vacant Positions
All vacant positions of 6 months duration or greater must be publicly promoted to invite applications from suitably experienced people.  All permanent positions must be advertised via contemporary employment advertisement media.  Widespread promotion via community service networks, ethnic media and other avenues is also encouraged.  The Network Coordinator shall have primary responsibility for undertaking these activities.

All staff and committee members at QDN are to be informed of vacancies as they arise as well as the selection process and successful applicant.

7.3.3
Selection Process
Role of the Management Committee

The Management Committee is to oversee the selection and recruitment process and approve of all appointments - directly or by delegating authority to the Network Coordinator and/or a selection panel.  A panel is to be determined by the Management Committee to undertake the interviews and selection of applicants for positions of 6 months duration.  All other appointments can be made with the authority of the Network Coordinator.
In the event of a Management Committee member declaring their interest in a QDN vacant position by submitting an application for a vacancy, the committee member is to relinquish their role on the Management Committee until the outcome of the selection and recruitment process is known.  They may rejoin the committee if not taking up a staff role.

The Selection Panel

Selection panels are to comprise approximately 3 members, including the 
Network Coordinator or their nominee, at least one committee member and an external person.

The panel shall have responsibility for the following tasks:

· developing the short-listing criteria and interview questions. 

· shortlisting applicants and arranging interviews.
· conducting interviews, undertaking referee assessments and making a recommendation for selection that is to be considered by the Management Committee (unless the Management Committee has delegated the authority for selection to the panel members).
· notifying unsuccessful applicants.

In the event of the successful candidate declining the offer of appointment, the selection panel may make an offer to the second ranked candidate.  If this is not deemed desirable by the panel, a recommendation may then be made to the Management Committee for the vacancy to be re-advertised.  Similarly, if no applicant is deemed suitable, the Management Committee may consider re-advertising.

Record Keeping
Records of interviews and applications from applicants who are interviewed are to be retained for six months after the successful candidate has assumed the position.

Avoiding any conflict of interest
Any Management Committee member or staff who submit an application for a vacant position will be required to refrain from any involvement in the selection process for the position. 

In the case of a Management Committee member, they will be required to suspend their membership of the Management Committee until the selection process is completed and/or until they are notified that their application is deemed unsuccessful (which ever occurs first).

As per the Constitution of QDN, any member of the association who takes up a paid role at QDN shall resign their membership.

7.4
Staff Induction Guidelines
7.4.1
Process for induction

Preparations are to be made prior to the commencement of the new employee to enable their smooth transition into their new role. 

Prior to the commencement of a new employee, the Network Coordinator is to nominate a staff member to take responsibility for the induction process.
An induction checklist may be kept outlining the steps required to induct a new staff member.

7.4.2
Preparation Before New Employee Commences
The following tasks will need to be considered before the commencement of the new employee:
· Allocate responsibility for each stage of induction of new employee.
· Allocate time for new staff induction process.
· Prepare all required paperwork and forms for completion.
· Organise relevant meeting times with other staff .
· Organise meeting with management or its representatives.
· Schedule time for staff introductions.
· Organise welcoming get together.
· Prepare expected outcomes for first two weeks.
· Prepare copies of all documentation to be given to new employee.
7.4.3
Administrative Arrangements
Upon the appointment of a new employee a personnel file is opened that contains:

· Application for position.
· Record of interview.
· Record of referee reports.
· Current duty statement.
· Signed (original) of Employment Contract.
· Tax File Number and other relevant details.
· Superannuation Fund Details.
· Emergency Contacts.
· Union Membership.
· TOIL and Overtime Mutual Agreement Form

The new employee is to receive information on:

· Employment contract.
· Duty Statement.
· Relevant Award or contract specifying terms and conditions.
· TOIL and Overtime Mutual Agreement Form

· Organisational structure, Management Committee structure and membership.
· Policy and Procedures Manual.
· Organisation's mission statement and strategic plan.
· Staffing policy.
· Staff grievance policy.
· Scheduled staff meeting dates.
· Staff development/training expectations.
· Staff appraisal information and processes.
· Roles and functions of management committee and executive.
The new employee will  receive an introduction to the office and co-workers. This may include:

· Tour of building conducted.
· Introduced to Co-workers.
· Information about parking, transport, facilities for food, smoking explained.
· Operation of telephone system explained.
· Standard telephone answering techniques explained.
· Accessing organisational resources and stock check systems explained.
· Personal use of organisational facilities explained.
· Computer systems and software explained.
7.4.4
Project Specific Information
Project work at QDN is a specific type of work that is driven by a project budget and plan. The information concerning project work that a new employee will be required to know may include:

· Objectives of project

· Accountability

· Time frames and key dates

· Progress indicators

· Project budget

· Key resources and resource people

· Travel arrangements (e.g., cab dockets)

· Any other relevant details

8
Hours of Work

8.1
Ordinary Hours of Work

The Ordinary Hours of Work shall be 38 each week as provided in the Social and Community Services (Queensland) Award for full time employees and pro rata for part time employees.

The Ordinary Hours of Work shall be worked within the Designated Working Span, being 6am to 9pm, Monday to Friday, not including public holidays.

Subject to agreement with their supervisor, a form of flexible working hours arrangement shall operate within the Designated Working Span. 

The Ordinary Hours of Work shall not exceed ten hours on any day. A worker shall avoid working more than 10 hours in one day. Should a worker be required to work more than 10 hours, an explanation as to why the worker has worked more than 10 hours must be presented to the Network Coordinator and Management Committee at the earliest possible time.

Time worked outside of or in excess of these arrangements shall be considered Overtime (refer to the TOIL and Overtime policy). 

8.2
TOIL (Time off in lieu of overtime) and Overtime
Note: This policy does not apply when a worker is travelling away from home. Refer to the Staff Travelling Hours of Work for conditions when a worker is travelling.

Having regard to the condition that the overall terms and conditions for such employees are no less favourable than the provisions of the SACS award as a whole, the following provisions shall apply:
· Flexible working hours shall operate within the Designated Working Span (6am to 9pm, Monday to Friday) provided that the office is appropriately staffed.
· Hours worked within the Designated Working Span are accrued at a time for time basis regardless of the total amount of hours worked over a week or fortnight. 

· Workers must not work outside of the Designated Working Span unless they have signed the TOIL and Overtime Mutual Agreement Form stating they agree with these terms.
· Should a worker work hours outside of the Designated Working Span these hours shall be considered overtime and will be accrued at the following overtime rates: Monday to Friday - time and a half; Weekends and public holidays – double time.

· Generally TOIL shall be taken as soon as is practicable after it was accrued, provided that by mutual agreement an employee may accumulate up to two week’s TOIL. This leave can be taken with annual leave but does not attract annual leave loading. TOIL to be taken under these provisions must be approved by the Network Coordinator or the Management Committee.

· In general TOIL management is the responsibility of the individual worker in cooperation with the Network Coordinator and/ or the Management Committee. This shall mean that the Network Coordinator will monitor staff’s TOIL and TOIL usage to ensure the use of TOIL is effective and does not hinder the work of the organisation.

· Should appropriate funds permit, TOIL may be paid out to the worker with the approval of the Management Committee. 

8.3
Staff Travelling Hours of Work

Workers who are travelling away from home and staying overnight for periods not exceeding three weeks shall be paid at a standard 10 hour day regardless of hours of work undertaken. Any additional hours accrued over a fortnight shall be accumulated as TOIL.  The TOIL policy shall not apply for TOIL hours accumulated as part of staff travel. TOIL accumulated as part of staff travel shall be accumulated on a time for time basis, regardless of when the worker accumulated the hours when working, including hours worked outside of the Designated Working Span, being 6am to 9pm, Monday to Friday or on a public holiday.

9
Staff Leave
9.1
General Leave Provisions

Unless stated below or by agreement between the Management Committee and Employee, all leave entitlements for QDN employees are as per the SACS Award.
9.2
Approval

All Leave is to be approved by the Network Coordinator prior to Leave being taken, where possible.  Leave application forms are to be completed and submitted to the Network Coordinator and/or Management Committee. 
9.2
Annual Leave – Sickness Provision
Where an employee falls sick or suffers an injury while on annual leave and provides to the Network Coordinator a medical certificate to show that they were incapacitated to the extent that they would be unfit to perform normal duties, the employee shall be granted, at a time convenient to the employer, additional leave equivalent to the period of incapacity. Subject to Sick Leave credits, the period of certified incapacity shall be paid for and debited as Sick Leave.

9.3
Blood Donors

An employee who is absent during ordinary working hours for the purpose of donating blood shall not suffer any deduction of pay, for the period involved on each occasion and subject to a maximum of four separate absences for the purpose of donating blood each calendar year. Provided that such employee shall arrange as far as practical for their absence to be as close as possible to the beginning or the end of the ordinary working hours.

Provided further, that the employee shall notify the employer as soon as possible of the time and date upon which they have requested to be absent for the purpose of donating blood.
Reasonable proof of attendance of the employee at the recognised place for the purpose of donating blood and the duration of such attendance shall be furnished by the employee to the employer.

10
Staff Performance Appraisal 

10.1
Background

The provision of high quality operations through Queenslanders with Disability Network is to some extent dependent upon the effective and efficient operation of the network through its employees.

Employees need to clearly understand the expectations on them in terms of performance and to be able to identify and access necessary training to ensure that expertise is maintained, and continues to match the needs of the network.

10.2
The Purpose of Staff Appraisal

The purpose of the Staff Appraisal process is to:

· establish clear expectations by setting objectives related to the workers position description

· establish a clear work plan to achieve the objectives

· identify and plan for any training and development required to achieve planned objectives

· provide regular, constructive feedback and support to the worker through reviewing progress and achievements towards the objectives

· provide a clear commitment from the organisation regarding its role in providing support and developing the skills of its workers.

10.3
The Appraiser

The Network Coordinator has overall responsibility for the performance planning and appraisal of other staff.  The executive of the Management Committee is to take responsibility for performance planning and staff appraisal in respect of the Network Coordinator, which will usually be the responsibility of the President.

10.4
Reviewing

The Management Committee may review all staff performance appraisals conducted by the Network Coordinator and members or nominees of the Management Committee.  A review of a staff performance appraisal may be sought by either the appraiser or the employee whose performance is the subject of that appraisal.

10.5
The Staff Performance Appraisal Process

The following steps constitute the Staff Performance Appraisal Process

· Initial meeting between the appraiser and the appraisee to explain the purpose and process.
· Set the objectives of the appraisal. That is to negotiate performance objectives and standards, based on the employees position description and  identify training and development required, if any, to assist the employee to achieve these objectives.

· Develop a work plan based on these objectives.
· Midway meeting 6 months after performance planning meeting to: 

· appraise performance and achievements towards meeting the negotiated objectives; 

· renegotiate objectives where necessary; 

· assess additional support required, if any, to meet work plan objectives.
· Staff performance Appraisal meeting - Final outcome meeting, usually twelve months after the initial planning meeting to:
· discuss performance and results in relation to objectives in work plan.
· agree on and document the extent to which the objectives have been met.
· agree on overall performance, i.e. performance has been satisfactory or unsatisfactory.

Where agreement on the overall staff performance assessment cannot be reached, a review of the appraisal must be sought.  The appraiser will be responsible for ensuring the review occurs, although either party may seek the review.

Where performance is satisfactory, the staff appraisal cycle is recommenced, as described above.

Where performance is unsatisfactory further action will be taken in accordance with the organisations counselling and disciplinary policy and procedures. 

10.6
Documentation

All stages of the Staff Appraisal process are to be documented on the pro forma provided, and signed by the Appraiser and the Appraisee.  A copy of each of these forms will be kept on the employee’s file for the duration of the Staff Appraisal cycle.  The employee may request that the relevant documents be destroyed at the end of the cycle, or upon that employee’s resignation from the organisation.

10.7
Disputed Appraisals

Any concerns regarding the process or outcomes of the appraisal should be noted on the appropriate forms, signed and dated.  Disputes should be addressed and resolved if at all possible during the final appraisal meeting.  Unresolved disputes must be referred to the Management Committee.

Possible outcomes of a review by a member, or delegate, of the Management Committee include:

· confirmation of the Appraiser’s assessment.
· direction being given to the appraiser to implement diminished performance process.
· the appraiser’s assessment being overturned.
· the appointment of an alternative appraiser.
11
Staff Grievance procedure, counseling and disciplinary procedure 

11.1
Policy Statement

It is the policy of QDN that a grievance procedure should be available to all staff.  While informal means of conflict resolution are preferred, it is recognised that these are not always successful or appropriate.
This policy draws primarily on the following clauses of the Social and Community Services (Queensland) Award, 1996:

· Clause 15 Employee Grievance procedure

· Clause 16 Employee counselling and disciplinary procedure

· Clause 19 Termination of employment

11.2
Objectives

The objectives of the Staff Grievance Proceedure are:

· To ensure that all staff are treated justly and fairly.

· To provide a formal process for the resolution of conflict where informal means are not successful or appropriate.

· To provide a mechanism to address problems with policies which result in confusion or conflict.

11.3
Definitions

The employee who believes that they have been treated wrongly, and who wishes to lodge a grievance is called ‘the complainant’.
The person whose behaviour is the subject of the grievance is called the ‘the respondent’.  Where a policy decision is the subject of the grievance, ‘the respondent’ is the person who is responsible for the decision. In some cases this will be the Management Committee.

11.4
Procedures
Employees may invoke the Employee Grievance Procedure as detailed in Clause 15 of the SACS Award. The following procedure represents more detailed steps in the Grievance process, Step 1 - raising the issue; Step 2 - First meeting, second meeting and written warning. It represents the organisation’s procedure for counselling and disciplining employees in accordance with clause 16.1 of the SACS Award.

Step 1.
Raising the Issue

In the first instance, the complainant should attempt to resolve the grievance with their immediate supervisor and shall be entitled to have a union representative present if the complainant so desires.  Where the grievance relates to an organisational policy, the issue shall be referred to the Network Coordinator and/or the Management Committee for a review of the policy.  Where staff are the complainants in a policy matter, they are to be consulted in the review process.

Where the complainant is unable, or considers it inappropriate for the grievance to be raised directly with their supervisor or employer, and/or where the initial attempt at settlement has failed, the complainant may notify a duly authorised trade union representative.  The trade union representative may then seek a meeting with the employer.

Alternatively the complainant and respondent may agree to involve an independent third party as facilitator in a meeting.  This meeting shall take place within (7) working days of the notification of the grievance with the employer or from the date at which the grievance was unsuccessfully resolved.

Step 2.
Counselling and Disciplinary Procedures
(a)
First Meeting

(i)
Where the Network Coordinator has serious concerns about the work performance or conduct of an employee, the Network Coordinator shall notify the employee at least one day in advance that they wish to counsel the employee.  A counselling session shall be conducted on a one-to-one basis, at a mutually agreed time as soon as possible (but no more than two weeks unless in exceptional circumstances) afterwards.

(ii)
Where the Union notifies the employer’s representative that in its view such counselling session is not appropriate in the circumstances, it may seek a meeting with the representative in lieu of one.  Such meeting shall then be held as soon as possible at a mutually agreed time (but not later than two weeks from the date it is requested unless in exceptional circumstances), and shall consist of an equal number (unless otherwise agreed) of one or two representatives of each party.

(iii)
At such counselling session or meeting, the employer’s representative(s) shall outline their concerns to the employee/Union.  Where it is agreed on action to resolve the problem and, where appropriate, a timetable for review of the action taken shall be established.

(iv) 
Unless it is agreed that a serious problem does not exist, the parties shall separately or jointly prepare (as soon as possible afterwards) a record of the relevant facts and the outcome of the meeting, to be placed on the employee’s personal file.  This record shall remain strictly confidential between the parties attending the meeting, except by agreement between the parties.  The employee’s personal file shall be kept in a secure place and shall be accessible to all parties present at the meeting.

(v)
Where the parties agree that there is no longer cause for serious concern or that no further action is warranted, this shall be jointly stated on the employee’s personal file as soon as possible afterwards.  Unless the same problem arises within six months thereafter, all references to the problem shall then be deleted from the file.

(b)
Second Meeting

(i)
Where it was agreed that action to deal with the problem should be reviewed or where after a reasonable time period (normally at least four weeks) the employer still has serious concerns about the same matter, a further counselling session or meeting shall be held on the basis outlined above.

(ii)
Where the concerns relate to allegations of harassment or intimidation on the basis of gender, sexuality or physical disability, the complainant shall not be required to meet with the respondent if the complainant does not wish to do this.

(c)
Written Warning

(i) 
Where, in the opinion of the employer, the second meeting has not resolved the employer’s concerns about the matter and agreement has not been reached on a further plan of action to deal with the problem, the employer shall after a second meeting, issue a written warning to the employee that disciplinary action will be taken, or their employment may be terminated by the employer unless the employee’s performance or conduct is satisfactory by the end of a period of at least four weeks after the warning is issued.  The warning shall outline the employer’s concerns, the facts relied upon to justify the warning, the length of the warning period and the action which the employer proposes to take if performance or conduct is not satisfactory by the end of the period.  A copy of this warning may be sent promptly to the relevant Branch office of the appropriate trade union.

(d)
Disputes concerning a written warning
(i)
Where a written warning has been issued to an employee, and the Union notifies the employer that it has serious concerns regarding the warning, a meeting shall be held as soon as possible at a mutually agreed time, but no more than two weeks after the issue of the warning unless in exceptional circumstances, between an equal number of employer and union representatives, unless otherwise agreed.

(ii)
Where the procedures outlined in this policy fail to settle the dispute, the Union or the employer may seek to have any dispute related to this policy referred to the relevant Industrial Relations body responsible for arbitrating such matters.

(iii)
The dispute, if not resolved by conciliation, shall be referred to the relevant Industrial Relations body responsible for arbitrating such matters, for arbitration in accordance with the relevant legislation.

(e)
Disciplinary Action and Termination of Employment
(i) 
Except in circumstances justifying summary dismissal no action shall be taken by the employer to discipline or terminate the employment of an employee on the grounds of employer concern regarding employee performance or conduct unless the procedures in this policy have first been followed.  Disciplinary action shall not be contrary to, or prejudice the employee’s rights and entitlements under the organisation’s policy and relevant industrial law.

(ii)
The employer may, in exceptional circumstances (such as a charge of physical harassment made against an employee), suspend an employee on full pay or direct them to perform different duties but under the employee’s existing working conditions, commencing after the first meeting as described in this policy.  The period of and reasons for such action shall be given to the employee at the time of suspension or transfer, in writing.  No employee shall otherwise be suspended on grounds of employer concern regarding conduct or performance.

12
Termination 

12.1
General

Clause 19 of the Social and Community Services (Queensland) Award 1996 shall apply. This clause provides specific provisions in relation to the following:

· Clause 19.1 Termination process.

· Clause 19.2 Notice of termination by the employer.

· Clause 19.3 Notice of termination by the employee.

· Clause 19.4 Certificate of service.

· Clause 19.5 Summary dismissal.

· Clause 19.6 Unfair dismissal.

· Clause 19.7 Disputes settlement procedures - unfair dismissals.

12.2
Notice of Termination

Employees are required to provide a written notice of termination of employment in accordance with the provisions of Clause 19.3 of the Social and Community Services (Queensland) Award 1996. A copy of the original notice of termination of employment should be forwarded for inclusion in the employee’s personnel file.

Upon notification by an employee of their impending termination of employment, it is the Network Coordinator’s responsibility to assure the collection of all keys and other property. The Network Coordinator must also assure the security of the organisation’s information systems by cancelling passwords and the return of any hardware and software that may be in the employee’s possession.

12.3
Exit Interview

Queenslanders with Disability Network strives to ensure that it provides a positive work environment for all its employees. In line with this approach, it seeks to take note of the feedback from staff exiting the organisation. The completion of an exit interview allows QDN to gain valuable information acquired from a terminating employee during the exit interview session.

An exit interview may be conducted at the time of the employee’s termination of employment. The process involves the Network Coordinator or external consultant arranging an interview with the employee prior to their last day of employment. It is the responsibility of the Network Coordinator to take any necessary follow up action arising from the outcome of the exit interview process.

12.4
Redundancy

The provisions of Clause 20 Introduction of change and Clause 21 Redundancy of the Social and Community Services (Queensland) Award apply.

13
Locums
13.1
Policy
It is QDN policy that, during any period planned lengthy leave, locums may be engaged to cover positions of Network Coordinator and other staff. The following details the policy which applies in relation to the engagement of locum workers. 

13.2
Recruitment 

The Network Coordinator is responsible for undertaking limited recruitment to identify people who would be suitable to undertake locum engagements with Queenslanders with Disability Network Incorporated. Nominations are invited from the Committee and network members for suitable candidates. 
Up to two months before leave is planned, the Network Coordinator should initiate a limited recruitment process, inviting applications from people identified as suitable to perform the role of the locum position. Following the receipt of applications, the Network Coordinator and a nominee of the Management Committee will conduct an interview in line with the selection criteria detailed for the position and provide a recommendation to the Management Committee in relation to the suitability or otherwise of the people interviewed for them to take on the locum role. 

13.3
Range of Duties 

Where the person recommended for engagement to perform the locum role is unable to satisfy all of the requirements of the selection criteria, Queenslanders with Disability Network is able to negotiate a more limited role provided that it makes it clear to the person which particular duties they are not required to undertake. In line with this approach, QDN is able to negotiate a percentage of the full-time rate of the position which reflects the lesser range of duties required during the locum period. These matters need to be detailed in writing to the locum worker and agreed to by QDN . 

14
Staff Development
14.1
Background

The development of staff by planning and providing opportunities for training and other experiences that are likely to enhance staff knowledge and skills, and the development of QDN as a whole is encouraged.  In addition, staff development is to be fostered by providing internal promotional opportunities, and higher duties, for existing staff.

14.2
General Staff Development Proposals

14.2.1
Staff training and education

Staff training and education plans are to be formulated with each staff member every 12 months during the Performance appraisal process. The Study leave provisions of Clause 46 Conference, Training and Study Leave of the Social and Community Services (Queensland) Award apply.

14.2.2
Conference Attendance

Staff participation in relevant conferences is encouraged.  Applications for conference attendance are to be made to the Network Coordinator.  Approval will be assessed on the basis of the extent to which the conference experience will benefit individual staff and the organisation as a whole, the availability of funds, equity in access to these opportunities among staff and staffing levels.

14.2.3
Higher Duties and Promotion

Staff are encouraged to take up duties in higher level positions where positions are vacant for 5 working days or more.  This will assist staff in developing higher level skills and better equip them to seek appointment to higher level positions within the organisation as they arise. The provisions of Clause 24 of the SACS Award apply.

14.2.4
Secondments 

Where practicable staff will be encouraged to take up opportunities for 
short-term work experience in other organisations.
Each opportunity will be considered on its merits taking in to account the valued and consistent relationship between staff members and the network members, financial cost to the organisation, the maintenance of adequate staffing levels and other considerations.

14.2.5
Other Considerations

Staff may apply for the above opportunities on the basis of a leave without pay arrangement.  Such applications will be considered in terms of Clause 43 Leave Without Pay of the Social and Community Services (Queensland) Award.

15
Motor Vehicles
15.1
Conditions and Allowance Payable 

15.1.1
General

Where an employee is required to use their own vehicle on the employer’s business, the employee is to receive a vehicle allowance in accordance with Clause 30 of the Social and Community Services (Queensland) Award 1996. 

15.1.2
Use outside Ordinary Hours

Where an employee is called on duty at night or at other than their normal hours, or on any non-working day, they shall be reimbursed fares including taxi fares or, if using their own vehicle to travel between their home and place of work, receive the motor vehicle allowance, provided that the employee returns home prior to commencing work. (Clause 30.3 SACS Award).

15.1.3
Use to mitigate personal risk

Where an employee is required to work at times and/or in places where the use of public transport could reasonably be deemed to place the employee in a position of possible personal risk, the employer shall provide suitable transport or shall authorise the employee to use their own vehicle and pay the motor vehicle allowance.

15.1.4
Reimbursement of additional expenses

Where an employee uses their motor vehicle for official business and, by reason of that use, the employee is required, under the law in force in the State or Territory in which the motor vehicle is registered, to pay a fee for the registration of the motor vehicle that exceeds the fee that they would otherwise have been required to pay under that law for the registration of the motor vehicle, the employee is entitled to be paid, by way of reimbursement, an amount equal to the amount of the excess.

Where an employee uses their motor vehicle for official business, and, by reason of that use, the employee is required to pay an amount by way of full comprehensive insurance premium that exceeds the amount that the employee would otherwise have been required to pay by way of full comprehensive insurance premium, the employee is entitled to be paid by way of reimbursement an amount equal to the amount of the excess.

In the case of an employee being involved in an accident in their own car while on official business, the Network Coordinator has the authority to approve payment to the employee for the insurance excess they may be required to pay upon having repairs undertaken.  Similarly, refund of the loss of the no claim bonus may be paid at the discretion of the Network Coordinator.

In addition, reimbursement to the employee of travel costs to and from work during the period in which the employee is without their vehicle can be authorised by the Network Coordinator.  Payment up to $300.00 can be considered. Any application for reimbursement is to be assessed primarily in light of the capacity to pay, but is not to be unduly rejected.
16
Staff Succession Plan
Succession planning for staff at QDN is a sensitive matter. Due to QDN’s limited resource capacity and small staff numbers, succession planning will be restricted to some broad considerations. For example it is not possible for another staff member to act in another role.
Some general consideration to give to succession planning:

· Upon the creation of a vacancy, consider a temporary appointment to allow time to advertise and select a permanent position. When selecting a temporary appointment give close consideration to that person applying for the permanent role. That is to say, head hunt for a temporary who is likely to apply for the permanent position.

· Encourage Management Committee members to consider employment at QDN and when necessary taking on temporary roles. 

· Keep a broad base of consultants whom might consider taking on temporary roles and applying for permanent positions.

· Encourage other staff to consider higher duties and roles.
17
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