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POLICY TITLE: Conditions of Paid Employment

POLICY NUMBER: 6.7

POLICY STATEMENT:
The Lyell McEwin Regional Volunteer Association are committed to the development of clear and
transparent guidelines in regards to the employment of new staff and the maintenance of staff work
conditions and records

EXPECTED OUTCOMES:
1. Clear guidelines will be provided that outline whaid staff are expected to do and shall inform
them of their conditions of employment
2. Staff and Board members will have a clear poineéérence for matters relating to employment

PROCEDURES (To implement Policy)

The conditions for employment of all paid staff ntmsrs will be granted in accordance with individual
contracts signed by staff members, that have beealabed based on the rates and conditions outliged
the Social and Community Services NAPSA (SACS NAPS#ard. SACS guidelines should be referred
to in the case of any dispute.

POSITION DESCRIPTIONS

All paid positions within the Volunteer Associatishall have a Position Description available far th
employee to understand what is expected of theimaitrole. Position Descriptions must be endorsethé
Board of Governance.

RECRUITMENT & SELECTION
1. Avacancy shall deem to exist either when an exgstimployee ceases to work with the Volunteer
Association or at times when the Board have endditse recruitment of an additional paid staff
member.

2. As the senior employee, the Executive Officer (Bl take carriage of overseeing that a fair and
equitable recruitment and employment process isnppiiace for all new employees. In the case that
the Association is seeking to employ a new EOptloeess shall be implemented and overseen by
the President of the Board.

3. As the Association is not a government instrumégtat is not bound in having to advertise
vacancies. Should suitable candidates have beatifidd to fill a vacant post, the EO in
consultation with the Board Executive may make gpreach to a person(s) directly about applying
for the vacancy

4. In all cases, whether through advertising a vacandiirough direct approach, an interview process
shall be conducted with the candidate(s). The med the interview(s) shall be to find the best
person to fill the vacant position.

5. The EO shall be responsible for allocating the ptmeonduct the interview(s). Panels should
consist of at least one Board member, the EO &héi representative) and at least one other
person. In the case that the Association is empipginew EO, this responsibility shall fall to the
President

6. Panel members have a duty to acknowledge any cooflinterest should they already know a
candidate



7.

10.

11.

12.

13.

14.

Decisions made to determine the most suitableidatelshall be based on suitability to perform
the tasks associated with the vacancy availablpeathe Job and Person specifications for the role
This shall include previous experience, qualifioat and referee opinion.

Should the panel be split on the most appropriabeliciate, the majority decision shall prevail. In
cases where the three panel members are splitwags a second interview with the candidates
shall be convened with an additional panel menddrcated by either the EO or the President.

Where the panel agree that no candidate was seiitiay have the option of re-advertising the
position to a wider audience

All personal details (including the fact that agmr applied for the position) and subsequent
discussions made as a part of the recruitmentehviiew process shall remain confidential

Once a decision has been made and agreed upballibe the responsibility of the chair of the
interview panel (usually the EO or President) teisel all candidates of the outcome of their
deliberations

The successful applicant shall be notified firsd given 24 hours to accept or decline the position
being offered to them. Unsuccessful candidated sbabe notified until the successful candidate
has accepted the position. Successful applicatitemly be ‘officially’ appointed after the 3 day
appeal period for unsuccessful applicants has eapir

Should the panel’s first choice decline the offeemployment, the panel has the authority to offer
the position to the second and then subsequentapfd should they believe they are suitable for
the position. Point 9 above shall come into foréeere no other suitable applicants are found.

Unsuccessful candidates shall have a period o thag's in which to appeal the decision made by
the committee. In cases where an appeal is launthedeasons for the appeal shall only be
considered if presented to the Executive Officawiiting. The EO shall then refer the matter to the
President who will investigate the circumstancesiad the appeal. Should the President feel the
aggrieved party has validity in their appeal hefshag the authority to re-interview applicants and/o
convene a new panel if deemed necessary.

CONTRACTSOF EMPLOYMENT

1.

kW

All employees shall have a current Contract of Eoyplent, drawn up by the EO (or the President
in the case a new EO is being employed). Lengt@arftracts shall be determined by the EO and
approved by the Board.
Two copies of each contract shall be produced arekd — one to be retained by the employee, the
other by the EO
Contracts of employment are to be kept confiddgtialthe EO’s office
All employees are on a three month probationarioper
The contract shall indicate the conditions of thgByment contract including:

» Title of the Position

« Number of contact hours per week

« Whether the position is full time / part time omti@act based

e Salary and remuneration (with reference to the S&@&rd)

e Other special conditions (such as overtime conusfio

« A date that the contract begins and ends on

« The name & address of the person that the corigdging issued to

« Probationary period conditions



EMPLOYEE RECORDS
1. The EO shall be responsible for creating a perdaeerd / file for each employee
2. This file shall include the employees contact detaiosition description, contract, payroll details
and other documents associated with the employofahat person
3. All employee records shall be kept in files markmilate and confidential’ and locked securely in
the EO’s office

PAYROLL RECORDS
1. Once a new employee has been accepted, it shtdebresponsibility of the EO to register the
employee with ADP Payroll Solutions so that theiy gan be deposited straight into the
employee’s bank account
2. The EO shall also be responsible for liaising wlith employee to have them registered for
superannuation and workcover.

PERFORMANCE APPRAISALS
It is expected that all employees will undertakgegormance review at least annually as per P@ity

UNSATISFACTORY BEHAVIOUR
Unsatisfactory behaviour of employees shall betdei#th in accordance with the principles set ouPilicy
6.2, although it should be noted that paid empleyeeuld be afforded a 3 warning system

Approved by Board of Governance 13 December 2007

Last reviewed without change July 2009



