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1. STAFF RECRUITMENT: 

POLICY STATEMENT 

This policy outlines the responsibilities that Regional Disability Advocacy Service (RDAS) 

and its staff have to:  

 providing equal employment opportunity (EEO) to all prospective and current staff  

 promoting a fair and equitable work environment 

 complying with all relevant anti-discrimination legislation  

 creating and maintaining an environment in which diversity is valued, human 
dignity respected and people treated with equity and tolerance  

 ensuring staff and visitors are free from any forms of discrimination, harassment or 
victimisation.  

 Ensuring current staff and new employees are aware of and adhere to 
organisational values and use them as a guide to creating a positive work 
environment and organisational culture. 

This policy recognises that Equal Employment Opportunity (EEO) is an employment 

obligation and a legal responsibility. All decisions relating to employment opportunities, 

including recruitment and promotion, will be based on merit. 

 These principles will be applied to situations including but not limited to the following: 

 recruitment and selection 

 promotion or temporary higher duties 

 decisions on flexible work conditions such as working hours 

 supervision and discipline 

 reimbursement or compensation 

 access to benefits 

 Access to professional development and training. 

Equal Employment Opportunity (EEO) 

RDAS will apply the principles of Equal Employment Opportunity (EEO) to all employment 

related decisions in accordance with the universal principals of equity, fairness and social 

justice. All employees will be treated with honesty, fairness and mutual respect. RDAS will 

take an inclusive approach and consider individual circumstances, such as: 

  race 

  ethno-religious background  

  nationality, ethnic or national origin 

  gender  

  marital status 

  pregnancy 

  family or carer responsibilities 
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   breast feeding 

  disability (physical, intellectual, psychiatric) 

  HIV/AIDS status 

  political or religious conviction 

 age 

  sexual preference (LGBTI) 

  transgender status 

  trade union activity 

RDAS is committed to providing staff, contractors and visitors with an environment free 

from all forms of unlawful discrimination, harassment, vilification and victimization. These 

principles and legislation will be applied to situations including but not limited to the 

following: 

     recruitment and selection 

   promotion or temporary higher duties 

   decisions on flexible work conditions such as working hours 

   supervision and discipline 

   reimbursement or compensation 

   access to benefits 

   Access to professional development and training. 

 Anti-discrimination 

In addition to the application of EEO in employment, all staff must ensure that the 

workplace is free of any form of direct or indirect discrimination related to any of the 

individual circumstances or attributes listed above. This includes the following: 

 Discrimination:  can be direct or indirect and includes treating a person with an 
attribute (as listed above) unfavourably because of that attribute. 

 Harassment: any form of behaviour that is not wanted, not asked for, and that 
humiliates someone, offends them or intimidates them. 

 Vilification: any public act that is likely to incite hatred, serious contempt or severe 
ridicule for a person or a group of people. 

 Victimisation: when someone is treated unfairly because they have made a 
complaint about discrimination, or helped someone else make one. 

Staff who believe that they are subject to any form of discrimination either direct or 
indirect or who are aware of the incidence of such behaviour should follow the RDAS 
Workplace Grievance Procedure as documented in section 7, of the Human Resources 
Policy Manual. 

Staff may also seek assistance from an external body such as Victorian Equal Opportunity 
and Human Rights Commission or Fair Work Australia. 



Section 6   RDAS Policy Manual    Human Resource Management       July   2017         Page | 5                                                                                                   

EEO  in recruitment and selection: 

Discrimination in the employment of staff, including recruitment and selection processes, is 

unlawful under state and federal legislation on a range of grounds.  

RDAS confirms its commitment to ensuring there is no direct or indirect discrimination in 

its recruitment practices and as such the merit principle underpins all decisions pertaining 

to the recruitment and promotion of staff.  RDAS specifically prohibits the consideration of 

any factors irrelevant to the nature of employment and will not make decisions on the 

basis of the attributes outlined in section one of this policies document. 

RDAS is committed to the promotion and value of equal opportunity for all persons 

including people with disability, women, Indigenous Australians, people of all racial and 

ethnic groups and LGBTI.  This commitment is paramount to a successful recruitment 

process and all applicants will be assessed in their ability to perform the inherent 

requirements of the advertised position.  

As an equal opportunity employer RDAS welcomes and encourages applications from 

Aboriginal and Torres Strait Islander people, people with diverse culture and linguistic 

backgrounds, and people with disability. It is the policy of RDAS to provide equal 

employment opportunity (EEO) to all persons regardless of age, colour, national origin, 

physical or mental disability, race, ethnicity, religion, creed, gender, sex, sexual orientation, 

gender identity and/or expression, genetic information, marital status, status with regard 

to public assistance, veteran status, or any other characteristic protected by applicable 

federal, state or local law. 

RDAS will provide reasonable adjustments, such as access, equipment and other practical 

support for qualified individuals with disabilities. 

EEO & Commonwealth and State legislation 

In Australia, national and state laws cover equal employment opportunity and anti-
discrimination in the workplace. RDAS is required by these laws to create a workplace free 
from discrimination and harassment. 

RDAS, as an employer, is bound by the provisions of the following Commonwealth Acts:  

 Equal Opportunity Act 2010 - to encourage the identification and elimination of 
discrimination, sexual harassment and victimisation and their causes, and to 
promote and facilitate the progressive realisation of equality. 

 Racial Discrimination Act 1975 which prohibits discrimination on the grounds of 
Race, Colour or National/Ethnic origin.  

 Sex Discrimination Act 1984 which prohibits discrimination on the grounds of sex, 
marital status or pregnancy. This Act also prohibits sexual harassment.  

 Equal Opportunity for Women in the Workplace Act 1999 which requires employers 
to establish a program directed at eliminating discrimination against women.  

 Disability Discrimination Act 1992 which prohibits discrimination on the grounds of 
disability. 
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 Australian Human Rights Commission Act 1986 to make provision in relation to 
human rights and in relation to equal opportunity in employment, and for related 
purposes. 

 Occupational Health and Safety Act 2004 to secure the health, safety and welfare of 
employees and other persons at work. 

Two Commonwealth Acts regulate the actions of RDAS with regard to documents it issues 

and/or processes:  

 

 Freedom of Information Act 1982 which secures the right of the individual to access 
certain documents.  

 Privacy Act 1988 which regulates the manner and purpose of collection of personal 
information and its relevant use.  

Fair work Laws  

There are workplace laws that apply to all employees in the national workplace relations 
system. Before hiring a new employee RDAS will ensure we know about our responsibilities 
under the Fair Work Act 2009.  

For more information see:  A guide to hiring new employees from the fair work 
ombudsman.  

2. Recruitment and Selection Procedures: 

RDAS aims to recruit appropriately skilled and qualified people of the highest quality for 

each and every role. This will support the achievement of strategic goals and operational 

priorities and contribute to the overall success of RDAS. 

Appointments must be made on the basis of merit, applying the principle of achievement 

relative to opportunity and adhering to the principles of equity and equal opportunity 

employment. 

Once a position has been made vacant a Selection Panel Chair will be appointed by the 

Executive Officer (EO) to oversee the recruitment process. The Selection Panel Chair will be 

responsible to ensure that process is compliant with this policy, relevant award and 

legislative frameworks. 

If the vacancy is the EO position, the Board will appoint a Selection Panel Chair to oversee 

the recruitment process.   

Step One: Review the position  

A position will be considered vacant if: 

1. The Executive Officer receives notification of resignation in writing from the person 

in the position. 

2. The Executive Officer terminates employment due to poor performance or gross 

misconduct and the termination is considered fair according to the Fair Work Act.  

https://www.fairwork.gov.au/find-help-for/small-business/hiring-employees
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3. Additional funding has been received to enable RDAS to create a new position and 

employ additional staff.   

 

Review the position description  

Once the position has been declared vacant the Selection Panel Chair will review and 

update the position description including employment conditions such as required hours 

for the position.  

The review will consider if: 

 the position is appropriately classified and is consistent with the requirements of 
the relevant Award  

 the position description is current, complete and reflects the requirements of the 
position  

 the selection criteria: 

o focuses on the skills, experience, qualifications and abilities that are 

genuinely required for acceptable performance in the position; and  

o Does not contain requirements that would unfairly discriminate directly or 

indirectly against any person or group. 

Once the position description has been updated it, together with the advertisement are to 

be authorised by the EO. 

    

Step Two: Advertising the position  

All permanent positions will be advertised in the newspaper and/or internet, unless 
exempted by this policy. 

 Advertisement may not be required where the EO determines that a position is to 
be filled by the redeployment or transfer of a current staff member due to:  

o  facilitating a staff member's rehabilitation program;  

o organisational restructuring and minimising the impact of potential 
redundancy or management of discipline or performance matters;  

o facilitating career development; (except where a person is permanently 
moving to a higher level)    

o meeting the operational needs of RDAS 

o the position is for less than six (6) months  

o the position had been advertised in the previous three 3 months and there is 
an eligibility list of suitable candidates. 

Content of advertisements 

It is neither necessary nor desirable to reproduce or paraphrase the position description. 

The advertisement needs to contain only enough information to encourage a potential 

applicant to seek more information through either the RDAS web site and/or the 
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nominated contact person (Selection Panel Chair), as shown in the advertisement. The 

advertisement should briefly specify the nature of the position, the duration of the 

appointment, any special skills and qualities required of the applicant/s, and any special 

conditions which may apply.  

Step Three: Appointing a Selection Panel  

The chair of the selection panel is responsible for appointing a panel of three (3) people or 

four (4) people. The size of the selection panel should allow for appropriate membership 

without being either intimidating to applicants or administratively burdensome. 

Wherever reasonably practicable, the selection panel should comprise of both women and 

men and include at least one (1) independent person.  

Conflict of interest 

It is essential that all applicants be allowed to compete on equal terms, and that they be 

neither advantaged nor disadvantaged by their association with any member of the 

selection panel. ‘Association’ is broadly defined for the purposes of this policy, and includes 

cases where a member of the selection panel has knowledge about an applicant, which is 

not disclosed in the application.     

Before short listing, members of a selection panel must declare any interest in any of the 

applicants, including any case where a Chair or panel member knows an applicant or is a 

referee for an applicant. 

The Chair of the selection panel will determine whether or not a selection panel member is 

likely to have a conflict of interest; if so, the member may be stood down from part or all of 

the selection proceedings. In cases where the Chair might reasonably be seen to have a 

conflict of interest, the Chair must refer the matter to the other panel members. 

 

Step Four: Shortlist applicants for interview    

At least two members of the selection panel will, as far as is practicable, participate in the 

shortlisting of applicants. 

Applicants are shortlisted on the basis of meeting the selection criteria. 

People identifying as having a disability, or from a diverse background, will attract an extra 

point.  

The selection panel should document its shortlisting decisions, giving brief reasons for 

accepting or rejecting each application. 

Applicants must not be unfairly discriminated against for interrupted career paths, unpaid 

work or experience not traditionally seen as relevant. 

If shortlisting is not expected to be completed within three weeks from the advertised 

closing date, applicants must be informed about the delay. 
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On completion of shortlisting, the Chair will coordinate a suitable date and time for 

interviews. The Chair should allow at least three (3) working days for applicants to arrange 

any necessary travel or make care arrangements. 

 

Step Five: Interview Procedures 

Applicants will be required to attend interviews in person on the date nominated by the 

panel. In special circumstances, or where travel costs are prohibitive, alternative 

arrangements such as telephone or video interviews will be arranged. 

Before the interview day the Chair of the selection panel will finalise the interview 
questions. 

A brief preliminary meeting will be scheduled immediately before the first interview, to 

make any final adjustments. 

The Selection Panel will: 

 ask each candidate the same core set of questions to provide a consistent basis for 
comparison; 

 assess the candidate’s skills, knowledge, experience and achievements based on the 
selection criteria; 

 treat candidates in an equal and uniform manner consistent with equal opportunity 
principles; 

 discuss the benefits of working for RDAS and respond to any questions; 

 at the end of the interview process, evaluate the candidates and rank them 
applying consistent criteria; 

 Ensure that each candidate has up-to-date referees and that the referees are aware 
that they may be contacted. 

The Panel may decide that further rounds of interviews and other inquiries may be 

appropriate to validate the selection process. The Chair is responsible for coordinating all 

of the selection panel’s inquiries, and no selection panel member may communicate with 

anyone regarding the selection activity without the approval of the Chair. 

 

Step Six: Employment Screening  

An innate element of all positions at RDAS requires the person to work on a one-to-one 

basis with vulnerable people including children and people with disability, or have access to 

their personal information. 

It is a condition of employment that anyone who works for RDAS (either paid or volunteer) 

and works direct with vulnerable people, or has access to their personal information 

contained on their record, will be required to undertake a screening process to determine 

if a candidate is appropriate for the role.  
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Referee Check 

All applicants will be required to nominate at least two (2) professional referees, including 

a recent employer (if appropriate). The Panel Chair or nominee will only contact the 

referees of the preferred candidate(s), and only after the completion of interviews. 

RDAS discourages the obtaining of written reference as a standard preliminary 

requirement of the recruitment process; best practice indicates that the most valid referee 

information is obtained through direct verbal contact between the Chair or nominee and 

the referee, at a point where the selection panel has sufficient knowledge about the 

applicant to be able to focus the inquiry into specific strengths and weaknesses related to 

the selection criteria.  

The member nominated to complete reference checks will: 

 contact the nominated referees; 

 ask each referee the same core set of questions to provide a consistent basis for 
comparison; 

 ask questions that align with the key selection criteria; 

 ensure all questions are in line with equal opportunity principles; 

 communicate the results to the other members of the Selection Panel; and 

 Ensure that all documentation is included on the file at the completion of the 
checks.  

Criminal and Working with Children Checks  

It is a condition of employment that anyone who works for RDAS (either paid or volunteer) 

and works direct with vulnerable people, or have access to their personal information 

contained on their record, will be required to undertake a National Criminal Check and hold 

a current Victorian or NSW Working with Children Check.    
 

Board members and other volunteers who will not have access to clients and/or their 

personal information, but are in positions of control or have access to confidential 

information regarding RDAS, will also be required to have a National Criminal Record 

Check.    
 

 

Position Referee checks  
2 Referee checks 
before engagement 
including most recent 
employer, if possible. 

National Police Checks 
Renewed every 4 
years 

Working with Children 
Check 
Renewed every 5 
years   

Paid staff likely to 
work one-on-one with 
clients 

Yes Yes  Yes  

Paid staff undertaking 
administration and 
have access to 
confidential records   

Yes Yes  
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Volunteer likely to 
work one-on-one with 
clients (including 
Justice Support) 
 

Yes Yes Yes 

Volunteers 
undertaking admin 
tasks  

Yes Yes  

Tertiary students on 
placement having 
access to client 
information and not 
under constant 
supervision   

 Yes Yes 

Board members  
 

Yes Yes  

A foundation studies 
or school student 
under constant 
supervision.  

   

 
Procedures for Criminal Record Check 
 
RDAS is registered to complete National Criminal Record Checks through CrimCheck Ltd. 
Staff members who have been trained to administer the CrimCheck process will undertake 
checks and keep records in accordance with CrimCheck Ltd policy and procedures.  
 
Workers requiring a record check will complete a NCRC consent form and provide the 100 
points of identification to the CrimCheck administrator.  
 
The administrator will record the certificate number and date when the NCRC was 
completed and give the original certificate to the applicant or destroy it.  
 
Working oversees 
 
Where a person has lived or worked in other countries for more than 6 months in the past 
10 years they will be required to provide a statutory declaration about relevant criminal 
offences.  
 

If the record comes back positive   
 

If a Criminal Check identifies a person has a record, this will not automatically exclude the 
person from working at RDAS. If the check identifies an offence, the applicant will be given 
a chance to provide further information about their criminal record including, if they wish, 
details of the conviction or offence, the circumstances surrounding the offence, character 
references or other information, before determining the appropriate outcome in each 
case. The person will only be excluded if it is determined that the conviction is relevant to 
the inherent requirements of the job. 

For more information:  

On the Record - Guidelines for the prevention of discrimination in employment on the basis 
of Criminal Record. The Australian Human Rights Commission 2012 

https://www.humanrights.gov.au/sites/default/files/content/human_rights/criminalrecord/on_the_record/download/otr_guidelines.pdf
https://www.humanrights.gov.au/sites/default/files/content/human_rights/criminalrecord/on_the_record/download/otr_guidelines.pdf
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A person who has been convicted of a serious criminal offence, where the person was 
sentenced to two or more year’s imprisonment, will not be able to work with RDAS. 
Offences include: 

 Murder (including conspiracy to murder)  

 Sexual offences  

 Assault causing bodily harm   

 Robbery causing bodily harm. 
 

Criminal Charges while working for RDAS  
 

If, during the time of working with RDAS, a person: 
 

 is charged with a criminal offence; 

 is charged with a traffic offence involving: 

o speeding more than 30km over the speed limit; 

o injury and/or damage to person and/or property; 

o driving under the influence of alcohol with a prescribed concentration of 
alcohol; or   

o driving under the influence of a prescribed illicit drug; 

 

 have an apprehended violence or protection order made against them; 
 
The person must, as soon as possible, advise the RDAS Executive Officer of the matter.   
 
The matter will then be dealt with in accordance with the RDAS Working with Vulnerable 
Persons Procedure. Failure to disclose to the Executive Officer any of the matters listed 
may give rise to disciplinary action.  
 

Procedure to gain a Working with Children Check 
 

If a worker does not have a Current NSW or Victorian WWCC they will need to apply for 
one through the Victorian Department of Justice website: 
http://www.workingwithchildren.vic.gov.au/home/ 
 
If the worker has a current WWCC then they need to contact the Department of Justice and 
have RDAS named as a reportable organisation. This can be done through the website: 
http://www.workingwithchildren.vic.gov.au/home/ 
 
RDAS will reimburse the applicant for the cost of the initial WWCC upon the applicant 
providing RDAS with proof of the outcome of same. RDAS will also cover the cost of further 
WWCCs undertaken at its direction.   
 

Step Seven: Recommendation of Employment 

If the EO is not on the panel, the selection panel will make a recommendation of the 

preferred candidate to the EO (or Board if it is the EO position) who will approve the 

http://www.workingwithchildren.vic.gov.au/home/
http://www.workingwithchildren.vic.gov.au/home/
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appointment.  This recommendation forms the basis of an offer of employment and 

subsequent contract of employment.  

The recommendation must specify:  

 the applicant(s) to whom an offer of employment is to be made 

 the commencing salary (or salary range if this is open to negotiation)  

 preferred commencement date, and termination date where the appointment is to 

be fixed-term and  

 The initial period of probation, if necessary, and any special conditions to be 

fulfilled during the probationary period, eg completion of qualifications. 

The selection panel must not make its final recommendation without obtaining and 

verifying referee reports in respect of all applicants to whom an offer of employment is to 

be made. 

The selection panel may recommend that none of the candidates satisfactorily met the 

selection criteria and the position is to be readvertised. 

Step Eight: Appointment  

Prior to commencing employment, new staff members will be sent: 

 a letter confirming the offer of employment 

  a copy of their position description  

 a copy of a job contract, and the Fair Work Information Statement 

 Copy of a Guide for Starting a new Job from the Fair Work Ombudsman  

 CrimCheck - Criminal Record Check form. 

 

Keeping Recruitment Records 

The following record will be kept for a minimum of 1 year:  

 records of the recruitment processes including copies of external and/or internal 
advertisements, job descriptions, selection criteria;  

 Copies of the preferred Candidate’s application and referee and other checks which 
will be kept in the personal file. 

During the induction process the newly appointed staff members will be asked to sign the 

letter of offer, the duty statement and the Code of Ethics and Conduct Agreement. Copies 

of these documents are then placed on file.  

Probationary period 

All new staff will serve a probationary period, followed by a performance appraisal, before 
being confirmed as a permanent employee. The standard period shall be 6 months total of 
service.  

 

https://www.fairwork.gov.au/find-help-for/small-business/hiring-employees
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Casual Vacancies and Higher Duties  

The EO can approve the recruitment of temporary and casual staff, or appoint staff to 
higher duties, without the necessity of a formal selection process if the position is for a 
period longer than six (6) months if; 

 staff member is on leave, 

 There is a short term work project.   

The position can be filled by employing additional casual staff vacancies or by requesting an 
existing staff member to work additional hours or undertaker higher duties.  

Higher duties 

The filling of a temporary vacancy by an existing staff member should be considered 
where: 

 there is an opportunity for development of new skills 

 the position is equivalent to or above the staff member’s current position 

 The appointment will support continuity within the position.  

The EO will have the discretion to determine whether a position should be filled 
temporarily by offering an existing staff member the opportunity to undertake higher 
duties.  Where there is more than one suitably experienced staff member, the EO will ask 
for a brief expression of interest, and select a candidate. 

Where a staff member, on the request or approval of the EO has substantially performed 
the duties of another position for a period of at least one consecutive week, they will be 
paid a higher duties allowance minimum of Paypoint One (1) of the Award Pay Level for the 
position they are filling.  

  



 

RDAS Student Policy Revised December 2015                                     15 

 

3. Staff Leave Entitlement  

Leave provision is provided for in the National Employment Standards (NES) and the Social, 

Community, Home Care and Disability Services Award (The Award). This policy covers 

additional provisions. If any condition in this policy results in an employee being worse off, 

The Award and NES will override this policy. 

As RDAS Office is located in Victoria RDAS observes Victorian Public Holidays regardless of 

where the worker is located or where the staff member lives. For more information about 

the following leave go the Fair Work Ombudsman website www.fairwork.gov.au/leave  

 Annual leave  

 Sick and carers leave 

 Public Holidays  

 Long Service leave  

 Workers' compensation 

 Compassionate leave   

 Maternity & parental leave 

 Community service leave - includes Jury duty and emergency management. 

Staff are encouraged to take their annual and long service leave as it becomes due and not 

accumulate excessive leave. Staff should not hold more than eight (8) weeks annual leave 

or three (3) months long service leave. Excess leave has an economic impact on the 

organisation.   

All leave must be authorised by the Team Leader/EO prior to the leave being taken. 

*Note – A leave application can be and may be denied at the discretion of the Team Leader 

or EO   

3.1 TOIL 

When TOIL has been accrued it can only be taken with the prior authority of the relevant 

supervisor. The accrued time must be taken as soon as practicable or within a four week 

work cycle.  

Taking TOIL must be at the convenience of the workplace and where ever possible at an 

acceptable time for the employee. 

A leave form must be used when requesting to take TOIL, when 3 hours or more is being 

taken. Otherwise any lesser period can be taken with verbal agreement from the 

supervisor. 

Where the accrual of TOIL is predictable prior authority to accumulate TOIL must be sought 

from the supervisor. Where this is unpredictable the employee must notify the supervisor 

as soon as it is practicable after the time has been worked. 

http://www.fairwork.gov.au/leave
http://www.fairwork.gov.au/leave/annual-leave
https://www.fairwork.gov.au/leave/sick-and-carers-leave
https://www.fairwork.gov.au/leave/public-holidays
https://www.fairwork.gov.au/leave/long-service-leave
https://www.fairwork.gov.au/leave/workers-compensation
https://www.fairwork.gov.au/leave/compassionate-leave
https://www.fairwork.gov.au/leave/maternity-and-parental-leave
https://www.fairwork.gov.au/leave/community-service-leave
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TOIL taken in advance, that is before the time has been accrued. All TOIL must have been 

accrued and recorded on the individual timesheet. 

3.2  Training and Study Leave  

RDAS has a clear understanding of the value of training and is committed to the 

development and training of staff, and board members when relevant.  All staff and board 

members will be supported to attend relevant training courses and with prior approval 

from Team Leader/EO in order to keep skills up to date and in line with current work 

practices and governance responsibilities. 

RDAS encourages all permanent staff to undertake additional study in order to extend their 

professional skills and to further their career opportunities. RDAS will assist staff to 

undertake additional study through the provision of paid study leave when there is a clear 

and direct link between the study and the employee’s direct role within the organisation 

and identified training needs. 

The Study Leave Policy will apply to staff that are undertaking studies appropriate to their 

current positions and will also develop their potential to meet future needs of the 

organisation.   

Staff that are eligible to apply for study time:  

 Permanent continuing staff  

A minimum of 12 months continuous 

Part time staff will be granted study time on a pro rata basis. 

Amount of study time available  

The maximum number of hours available is five hours per week, to be used for class 

attendance, travel, and lesson or assignment preparation. 

This leave will be taken as unpaid leave.  

Study Leave for employees undertaking part time study, or study on a subject by subject 

basis, will be required to negotiate Study Leave options with the Executive Officer. 

In general terms weekly study leave will not be accrued; however staff may choose to 

accumulate study leave two weeks prior to final exams to allow for preparation. 

If an emergency situation arises study time may have to be cancelled in order to meet the 

requirements of the organisation.    

Distance education courses  

Staff who undertake recognised courses by distance education may apply for 15 days leave 

per annum to attend compulsory residential schools, in lieu of study time. For attendance 

in excess of 15 days, staff must apply for annual leave or leave without pay.  
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Examination Leave  

Examination leave is granted for final examinations. This leave is for travel time, prior study 

and is available to members of staff undertaking recognised courses of study. One day of 

leave will be granted for each exam. 

Applications for Study Leave  

Applications for study leave should be made in writing to the EO outlining the course, the 

relevance to your position and benefits to RDAS.    

3.3  Leave without Pay  

All requests for Leave without Pay will be considered on an individual basis by the 

Executive Officer. 

Any request for Leave without Pay shall be put in writing by the employee stating the 

reasons for the request, length of time requested and rationale for why leave without pay 

is being requested, for example all other leave entitlements may have been utilised. 

The EO will take the following factors into consideration when making the decision to 

support or reject a request for Leave without Pay: 

 A minimum of 12 months continuous employment with RDAS is required. 

 Benefits or disadvantages to the organisation if request granted 

 Ability of the organisation to backfill / recruit to vacated position 

 Reasons for request 

 All Other leave entitlements have been exhausted. 

4. Flexible Working Hours  

RDAS has a flexible working hour’s policy in recognition that variable hours may need to be 

worked from time to time, and as such, the agency has developed a Time in Lieu (TIL) 

policy.  This policy will benefit workers by providing more flexible working conditions. 

This flexibility is in recognition of operational requirements and is not an authority to work 

overtime hours. 

Standard Working Hours 

The objectives of the policy are: 

 To provide workers with more flexible, family friendly working conditions whilst 
staying within award provisions 

 To ensure that workers do not work more than their normal contract number of 
hours in the four (4) week pay period 

 To cap the excess hours (credit or debit), at 21 hours for full time staff and pro rata 
for part time staff,  that can be carried over into the next month. This is to ensure 
appropriate time off is planned. 
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Note: Standard Working Hours for this policy are considered to be between the hours of 

8.00am and 8.00pm Monday to Friday. 

Sometimes long distance travel is required that necessitates staff leaving at an early hour 

(eg 6.00am) to arrive at a destination on time, or arriving home late.  However, all effort 

should be made to schedule meeting times which allow travel to commence after 8.00am 

from the Wodonga Office. Conferences scheduled to start at 9.00am in Melbourne (for 

example) will be considered an exception. Staff should not work more than 12 hours in any 

one day.  

Procedures 

RDAS staff are to work their standard contract hours between the hours of 8.00am and 

8.00pm Monday to Friday. Any weekend work or any build-up of hours outside of the 

contract hours will attract TIL at overtime rates in accordance with the SCHCADS Award. 

At times staff may be required to work outside standard hours to travel to or attend 

meetings, forums, workshops, assist clients to attend an appointment or organise police 

support. 

At commencement of employment part time staff will be given an opportunity to negotiate 

days and hours of work to meet operational requirements. Staff must apply to the 

Executive Officer for approval of any regular changes to their normal working hours and 

days.  

People in supervisory positions will assist the staff to manage their time appropriately so as 

not to build up TIL.  If more than 21 hours (3 days) for full time staff and pro rata for part 

time are accumulating regularly this should be discussed in supervision as a workload 

control issue. 

 

Any excess hours (more than 21 hours for full time or pro rata for part time) worked within 

this four week period will normally be considered as unauthorised overtime and will not be 

renumerated to the employee.  Expectations are for RDAS staff to work within standard 

contract hours over a four week period. 

Staff can be up to 21 hours in arrears at the end of the four week period. Any hours over 

this will be considered to be an absence from the workplace and will be considered to be 

personal time or recreation leave deducted from the employee’s entitlements. 

Supervisors may approve a staff member to carry over additional hours in exceptional 

circumstances eg in the lead up to Christmas shutdown.  

TIL will be monitored on timesheets and will be signed off by the supervisor.  

Hours for Justice Support Network 

Staff may be required to carry a mobile phone for the purpose of receiving calls requesting 

police support. Staff will be required to organise a volunteer for police support and to seek 

legal advice.  This policy is based on the relevant awards for such TIL. 
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The entitlement is for on call-recall work to claim either time and a half, or double time.  

Work begins at the point when a call is received requesting police support. 

Calculation for recall will be made as follows: 

 

 Begin claiming when time ‘worked’ totals 30 minutes or more 

 Weeknights - time and a half 

 Saturdays, Sundays and Public Holidays - double time. 

Time accrued from ‘on-call’ work will then be calculated at the above rates and added to 

the timesheet.  

If staff find more than 24 hours are regularly accumulating, this should be discussed with 

the Executive Officer as a workload control issue. 

 

5. Volunteers policy   

This Policy is a brief version of the full RDAS Policy Manual (DPM) 

Opening Statement:  

Regional Disability Advocacy Service (RDAS) is an independent community organisation 

providing a voice and empowerment to people with all types of disability of all ages, and 

their carers, living in North East Victoria and Southern parts of New South Wales.   

RDAS advocates, informs, trains, and resources individuals and organisations in human 

rights to enhance community participation by a diverse range of people in support services 

and the wider community. 

Work for the Dole 

The aim of Work for the Dole (WFD) is to provide work skills placement for job seekers that 

will benefit local communities & local Not for Profit Organisations like RDAS. By 

undertaking WFD, Job seekers will develop their ability to work as part of a team to 

improve communication, motivation and dependability. 

As a host organisation RDAS will be able to provide the job seeker, with real work like 

experience under supervision, ensuring relevant WH&S training for any new elements of 

any activity. 

 

5.1:  Definition of Volunteering: 

Any person who, without compensation beyond reimbursement, performs a designated 

task for the organisation under the expressed direction of the organisation. 
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5.2: Definition of Volunteer work: 

 Benefits the community. 

 Is done of own free will without coercion. 

 Is done without financial reward. 

 Is done within a community or not-for-profit organisation. 

5.3 Policy Objective: 

 To document the role and purpose for volunteer participation in the operations and 
governance of RDAS.  

 To provide guidelines for supervisors, and coordinators of volunteers and all staff. 

5.4   Policy Scope: 

 Board of Management. 

 RDAS Executive officer/supervisors/coordinators of volunteers. 

 All staff. 

 Volunteers. 

5.5. Legislation relevant to Volunteer Policy: 

 Disability Act 2006 Victoria 

 Disability Inclusion Act 2014 

 National Standards for Disability Services 2013 

 National Standards for Volunteer Involvement 2015  

 Privacy Act 1988. 

 Work, Health, & Safety Act 2012 Victoria. 

 Equal Opportunity Act 2010 Victoria. 

 Information Privacy Act 2000 Victoria. 

 Children, Youth and Families Act 2005 Victoria. 

 Australian Human Rights Commission Act 1986 National. 

 Disability Discrimination Act 1992 National. 

 

5.6  RDAS Commitment to Volunteers and Students: 

Volunteers can expect the following commitments from RDAS: 

 To be provided with a safe and healthy work environment. 

 To be adequately covered by the RDAS insurance policy. 

 To be interviewed. 
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 To have a job description. 

 To have an induction and orientation to the organisation. 

 To be given adequate information and training to complete specified tasks. 

 To be reimbursed for out-of-pocket expenses. 

 To be provided with support throughout their engagement as a volunteer. 

 To be valued and recognised by the organisation. 

 To not fill a paid or funded position where there is adequate funding to cover the 
position. 

 Not to be utilised during industrial disputes. 

 To have access to a grievance process. 

 To have all information maintained in accordance with the Information Privacy Act 
2000 Vic. 

 To acknowledge the contributions of volunteer staff. 

 

5.7 RDAS Volunteers have the responsibility: 

 To understand the purpose and philosophy of the organisation before committing 
to it, and know why they want to volunteer. 

 To examine motives to be sure that they match the volunteer position, and be 
convinced and believe in the value of the volunteer role. 

 To understand the rules and guidelines of the organisation and be prepared to 
comply with them as outlined in the Volunteer Handbook. 

 To be loyal to the organisation. 

 To be dependable and reliable, arrive on time, and notify staff with sufficient notice 
if unavailable so a replacement can be found. 

 To be willing to train and take part in ongoing training when offered. 

 To welcome, accept or ask for supervision and support when needed. 

 To avoid over-extending themselves and recognise personal limitations, and not 
make promises that cannot be kept. 

 To be reliable and be able to work successfully as a team member. 

 To value and support other team members and have respect for paid staff. 

 To address areas of conflict with the Volunteer Supervisor/Coordinator. 

 To advise the organisation when they no longer wish to continue in the volunteer 
position. 

 To maintain client, staff and organisational confidentiality in accordance with the 
Privacy Act 2018 

 To understand that an offer of volunteer work is not a commitment that will lead to 
paid work with RDAS in the future. 
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5.8 Receiving gifts of benefits  

Volunteers may not accept gifts or money. If offered money in way of compensation for 

petrol costs associated with the volunteer activity, or where refusal to accept may cause 

offence, the volunteer may accept the money as a donation to RDAS by giving it to the 

Office Manager for banking, and a receipt will be issued. 

Volunteers must not 

Seek gifts or benefits of any kind.  

Accept any gift or benefit that may reasonably create a sense of obligation on their part or 

may be reasonably perceived to be intended to or would reasonably be likely to influence 

them in carrying out their duty.  

Accept any gift or benefit from any person who is in, or who seeks to be in, any contractual 

relationship with the RDAS.  

Where any volunteer receives a gift or benefit, details of each gift or benefit must be 

recorded within a gifts and benefits register, notified through their supervisor. 

 

5.9 Procedures for Management of the Volunteer Program  

Prior to recruiting volunteers RDAS will: 

 Identify appropriate positions for volunteering. 

 Develop position descriptions. 

 Identify additional requirements for positions, eg. Training, criminal checks, and 
working with children checks. 

 Identify risks associated with position and develop strategies for   minimisation. 

 Prepare induction checklist and program. 

 Include in the annual budget, provision to cover payment of out-of-pocket expenses 
of volunteers and other expenses, ie additional use of telephone, additional work 
station etc. 

 

5.10  Recruitment of volunteers  

Recruiting of volunteers will be consistent with RDAS Recruitment Policy see Section 2 of 

this policy manual.   

 RDAS will recruit volunteers using appropriate strategies. 

 Volunteers may become available to the organisation by being opportunistic and 
have significant skills in an area of particular need in the organisation. 

 The matching of volunteers ‘skill type to the work required is very important. 
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 The screening process including interview, reference check, Criminal History Check, 
& Working with Children Check, must be completed before the volunteer 
commences in their position. Applicants are required to undertake the appropriate 
level of screening for their role in accordance with the screening policy in section 6 
of the DPM. (See table in appendix 1 below) 

 All potential volunteers will complete the volunteer application form prior to 
interview. (see appendix 1) 

 Each volunteer appointment must meet all eligibility criteria before 
commencement. 

 In the instance where a volunteer is under the age of 16, the volunteer must have a 
supervisor at all times. 

5.11 Induction 

 The RDAS Executive Officer or supervisor will be responsible for ensuring that the 
new volunteer receives an induction that is relevant and meets the requirements of 
the position. 

 A new volunteer will receive all relevant information for them to have an 
understanding of the requirements of their engagement. 

 The volunteer will be required to read and sign the code of conduct to indicate they 
understand the document.  

 An induction checklist will be completed and signed by the volunteer and the 
person responsible for the induction process. 

 Appropriate training will be provided to enable the volunteer to perform the agreed 
duties and roles to the satisfaction of all concerned. 

 

5.12  Volunteer Program Support 

 The volunteer will be notified of the person/persons to whom they are responsible. 

 The volunteer must agree to the tasks outlined in their job description before the 
volunteering can commence. 

 The RDAS Executive Officer, or designated supervisor will meet with the volunteer 
at regular intervals to discuss and assess performance and progress and the 
volunteer will have the opportunity to identify any areas for future support. 

 Volunteers will be provided with initial and ongoing training as required to be able 
to perform duties appropriately. 

 Regular meetings will be held between volunteers and the appropriate supervisor. 

 The supervisor will be responsible to ensure the volunteer has appropriate work to 
do each time they come in.  
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5.13  Recognition of Volunteers  

 RDAS values the support and efforts of all volunteers associated with the service 
delivery. 

 Volunteers’ input and ideas will be valued and incorporated when deemed to have 
merit. 

 Regular reviews and surveys of volunteers will be conducted by the organisation. 

 The organisation will provide recognition through: 

 Letters of recognition of service 

 Morning or Afternoon Teas 

 Christmas Function 

 Training Opportunities  

 An exit interview will be conducted to allow volunteers to give valuable feedback to 
the organisation. 

5.14   Insurance: 

The organisation will hold and maintain appropriate Public Liability and Personal Accident 

Insurance cover for people engaged as volunteers. 

 

6. Student Placement Policy  

This Policy is a brief version of the full RDAS Policy Manual (DPM) 

 

6.1 Opening Statement:  

Disability Advocacy and Information Service (RDAS) is an independent community 

organisation providing a voice and empowerment to people with all types of disability of all 

ages, and their carers, living in North East Victoria and Southern parts of New South Wales.   

RDAS advocates, informs, trains, and resources individuals and organisations in human 

rights to enhance community participation by a diverse range of people in support services 

and the wider community. 

 

7.2 Definition of Student: 

   

Any person who without compensation beyond reimbursement, undertakes a placement 

as part of their studies with an educational institution (either secondary or tertiary), and 

performs a designated task or project for the organisation under the expressed direction of 

an agreement between the organisation and educational institution. 
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6.3 Definition of Student placement task or project: 

 Achieves goals that are relative to the learning outcomes of the individual student 

 Benefits the host organisation 

 Is done within the hours stipulated by the host organisation and educational 
institution 

 Is done without financial reward apart from approved reimbursement for out of 
pocket expenses. 

6.4 Policy Objective: 

To document the role and purpose for student participation in the operations and 

governance of RDAS.  

To provide guidelines for supervisors, coordinators of students, and all staff. 

RDAS is committed to providing good quality opportunities for students within the limited 

resources of RDAS therefore RDAS will limit the number of students to two (2) per year. 

Students will be selected based on them demonstrating that their learning outcomes and 

personal attributes are in line with RDAS objectives and philosophy. 

 

6.5 Policy Scope: 

 Board of Management 

 RDAS Executive officer/supervisors of students 

 All staff 

 Students; and 

 Educational institutions. 

 

6.6  Legislation relevant to Student Policy: 

 Disability Act 2006 Victoria 

 Disability Inclusion Act 2014 

 National Standards for Disability Services 

 Privacy Act 1988 

 Work, Health, & Safety Act 2012 Victoria. 

 Equal Opportunity Act 2010 Victoria 

 Information Privacy Act 2000 Victoria 

 Children, Youth and Families Act 2005 Victoria 

 Australian Human Rights Commission Act 1986 National 

 Disability Discrimination Act 1992 National. 
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6.7  RDAS Commitment to Students: 

 To work in a healthy and safe environment (refer Work, Health and Safety policies 
section 7 of the DPM) 

 To be interviewed and engaged in accordance with equal opportunity and anti-
discrimination legislation (see section 6 of the DPM) 

 To be given accurate and truthful information about the organisation 

 To be reimbursed for out-of-pocket expenses incurred on behalf of the organisation 
in accordance with the reimbursement scheduled in section 5 of DPM  

 To be given a copy of the host organisation’s student policy and have access to the 
DPM containing other policies that affect their work 

 To not fill a position that is held by a paid person where there is adequate funding 
to cover the position (no positions will be made redundant as a result of student 
placements) 

 To not do the work of paid staff during industrial disputes 

 To have a project brief that is clearly understood and agreed upon 

 To have clear and agreed upon working hours 

 To have access to a grievance procedure 

 To be provided with orientation to the organisation 

 To have their confidential and personal information dealt with in accordance with 
section 4 of the DPM and the principles of the Privacy Act 1988 

 To be provided with sufficient training for them to undertake their placement. 

 

 

6.8 RDAS Students on placement have the responsibility: 

 To understand the purpose and philosophy of the organisation before committing 
to it, and know why they want to undertake their placement with RDAS 

 To examine the purpose of the project to be sure that it matches the student 
learning outcomes, and believe in the value of the project brief 

 To understand the rules and guidelines of the organisation and be prepared to 
comply with them 

 To be loyal to the organisation 

 To demonstrate at all times the upmost respect for clients, their families and carers, 
the general public, staff of the organisation (including volunteers) and Board 
Members 

 To be dependable and reliable, arrive on time, and notify staff with sufficient notice 
if unavailable 

 To be willing to train and take part in ongoing training when offered 
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 To welcome, accept or ask for supervision and support when needed 

 To avoid over-extending themselves by recognising personal limitations and not 
making promises that cannot be kept 

 To be reliable and be able to work successfully as a team member 

 To value and support other team members and have respect for all staff 

 To address areas of conflict with the Supervisor/Coordinator 

 To ensure thorough discussion has occurred with the educational institution 
supervisor and the organisation supervisor when they no longer wish to continue 
the student placement 

 To maintain client, staff and organisational confidentiality in accordance with the 
Privacy Act 1988 and RDAS confidentiality policy outlined in section 4 of the DPM 

 To understand that an offer of student placement is not a commitment that will 
lead to paid work with RDAS in the future. 

 

6.9   Receiving gifts of benefits  

Students may not accept gifts or money. If offered money in way of compensation for 

petrol costs associated with the student project and where refusal to accept may cause 

offence, the student may accept the money as a donation to RDAS by giving it to the Office 

Manager for banking, and a receipt will be issued. 

Students must not 

 Seek gifts or benefits of any kind.  

 Accept any gift or benefit that may reasonably create a sense of obligation on their 
part or may be reasonably perceived to be intended to or would reasonably be 
likely to influence them in carrying out their duty.  

 Accept any gift or benefit from any person who is in, or who seeks to be in, any 
contractual relationship with RDAS.  

Where any student receives a gift or benefit, details of each gift or benefit must be recorded 

within a gifts and benefits register, notified through their host organisation supervisor. 

 

6.10 Procedures for Management of Student Placements: 

Planning 

Prior to considering a student for placement RDAS will: 

 Identify appropriate tasks or projects for student placements and the required level 
of educational study (degree, certificate or diploma). 

 Ensure that resources are available to students including access to a workstation, 
telephone and computer each day they are attending placement.  

 Develop position descriptions which are constant with learning goals. 
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 Discuss potential student placement opportunities with relevant educational 
institutions. 

 Identify additional requirements for positions, eg. training, criminal checks, and 
working with children checks. 

 Identify risks associated with position and develop strategies for   minimisation. 

 Prepare induction checklist and program. 

 Include in the annual budget, provision to cover payment of out-of-pocket 
expenses, office space and other associated cost of student placements. 

6.11  Selection process  

Selection of students will be consistent with RDAS Recruitment Policy (see Section 6 of the DPM) 

 For a student placement the relevant educational institution representative will 
undertake a preliminary meeting with the RDAS Executive Officer to determine the 
capacity of RDAS and suitability of placement at RDAS before the student(s) makes 
application for placement.  

 It is expected that the student makes a formal written application to RDAS 
requesting a placement. The application should clearly outline and recognise the 
links between the benefit of having placement with RDAS with the objectives of the 
individual learning outcomes, the number of placement hours and the proposed 
dates for placement   

 Attend an interview with 2 RDAS staff members (including nominated placement 
supervisor) to discuss if the student is agreeable to the tasks outlined in the 
position description. A decision as to if the student is suitable for placement will be 
made after the interview.  

 The screening process including interview, reference check, Criminal History Check, 
and Working with Children Check, must be completed before the student 
commences placement. Applicants are required to undertake the appropriate level 
of screening for their role in accordance with the screening policy in section 6 of the 
DPM. (See table in appendix 1 below) 

 If the student is successful in gaining a placement with RDAS they will then meet 
with the Executive Officer and the nominated supervisor to determine their 
learning outcomes to be achieved. Refer RDAS Student Learning Outcomes Plan. 
(See appendix 2 below) 

 The RDAS Student Learning Outcomes Plan will document the tasks to be 
undertaken by a student and be used as a means of monitoring the progress of the 
student during placement. 

 The period of placement and hours of work will be documented as part of an 
agreement between all parties. 

 

6.12  Induction 

 The RDAS Executive Officer or Supervisor will be responsible for ensuring that the 
new student receives an induction that is relevant and meets the requirements of 
the position 
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 A student will receive all relevant information for them to have an understanding of 
the requirements of their engagement 

 The student will be required to read and sign the Code of Conduct to indicate they 
understand and acknowledge the document 

 An induction checklist will be completed and signed by the student and the person 
responsible for the induction process 

 If necessary appropriate training will be provided to enable the student to perform 
the agreed duties and roles to the satisfaction of all concerned. 

6.13 Student Program Support 

 The student will be notified of and introduced to the person/persons to whom they 
are responsible 

 The RDAS Executive Officer, or designated supervisor will meet with the student at 
regular intervals to discuss and assess performance and progress 

 The student will have the opportunity to identify any areas for immediate or future 
support 

 The supervisor will be responsible to ensure the student has appropriate and 
meaningful work to do each time they attend RDAS for placement purposes.  

 

6.14 Insurance: 

The educational institution that the student is registered with will hold and maintain 

appropriate Public Liability and Personal Accident Insurance cover for people engaged as 

students on placement. 
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Appendix 2  

RDAS STUDENT LEARNING OUTCOMES PLAN 

STUDENTS NAME: 

EDUCATIONAL FACILITY: 

COURSE/DEGREE UNDERTAKING: 

PERIOD OF PLACEMENT: 

LEARNING OUTCOMES:  1. 

    2. 

    3. 

TASK PROGRESS #1 PROGRESS #2 PROGRESS #3 PROGRESS #4 PROGRESS #5 

 

1. Identify appeal/ complaints systems 
and processes used in areas of 
authoritative jurisdictions 

 Survey Advocates to determine 
range of jurisdictions 

 Research appeals/complaints and 
tribunal processes 

 Develop a written and computerised 
resource categorised by sector ie 
housing, Centrelink pensions etc 

     

2.  

  
     

3.  
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4.  

  
     

5.  
     

6.  
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7. Managing Performance  

Performance management is a continuous cycle which commences with recruitment 

decision and includes setting performance criteria, monitoring and assessment, feedback, 

action planning, and learning and development activities. Performance management 

includes identifying and managing areas of underperformance which may lead to 

disciplinary action or dismissal. 

Significant goals of performance management include: 

 alignment of individual and team effort with organisational goals and objectives 

 creating a shared vision of the organisation’s strategic direction 

 facilitating discussions on performance expectations, standards and achievements, 
and 

 Providing a mechanism for employees to receive regular performance feedback and 
guidance. 

The performance management system will include: 

 Regular informal and ad hoc discussions 

 Supervision 

 Annual appraisal  

 Process to manage underperformance.      

7.1  Supervision  

The work performed by RDAS staff is often complex, time consuming and can be isolating. 

For these reasons RDAS endeavours to provide effective supervision structures to cater for 

the support needs of the staff holding positions within RDAS. Supervision is regarded as 

essential for the ongoing development and support for all staff, including the Executive 

Officer, and in turn will result in quality outcomes for the client group it serves. 

 The team leaders or Executive Officer will be responsible for providing direct 
supervision to staff in their teams.   

 A supervision plan may be developed by team leaders and individual staff member 
taking into account the level of experience, skill level and professional development 
needs of the staff member. 

 Formal supervision sessions will be held on a regular basis with supervision 
provided as needed.  

 A work plan will be developed with all staff to identify work goals for a twelve 
month period. This will enable both the staff member and the supervisor to identify 
ongoing professional development requirements and provide planning information 
for RDAS. 

 The Executive Officer will make individual arrangements for supervision external to 
the organisation as determined to be appropriate, and if required for the EO with 
Board approval 



 

Section 5    RDAS Policy Manual    Human Resource Management                                Page | 33                                                                                                   

 RDAS will allow for supervision costs for the Executive Officer in its budget 
allocation. 

 It is the Executive Officer’s responsibility to explore supervision options and discuss 
these options with the Chairperson of the Board of RDAS prior to entering into any 
arrangements. The Chairperson will be responsible for ensuring that supervision is 
being accessed by the Executive Officer on a bi-monthly basis or as by arrangement 
with the Executive Officer. 

7.2  Annual Appraisal  

The main purpose of annual appraisal is to give the appraisee the opportunity to reflect on 

their work and learning needs in order to improve their performance. This can be achieved 

through discussing their development and feedback on their job performance in a way that 

is constructive and motivational. It should result in an effective personal development plan. 

The templates below provide a guide to facilitate discussion and to assist with the 

development of a training plan and work plan.  
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Annual Staff Performance Evaluation tool 

 

Annual Staff Performance Appraisal by Executive Officer 

This is an evaluation tool to assess performance of staff.  

This form should be given to staff 2 weeks before the appraisal meeting.   

The Executive Officer and staff member complete the tool separately and bring it to the 

meeting. This comparison will help to increase the effectiveness of the performance 

appraisal process. 

Employees Name  

Date of the appraisal meeting  

Time   

Meeting with  

Code for rating: 1 =  unsatisfactory  to  5= outstanding  

Technical Competencies Self Executive 
Officer  

Comments 

Demonstrated understanding of the procedures and 

responsibilities of the position 

   

Punctual and good time management skills     

Is competent with documentation and keep good file notes. 

(Executive Officer randomly selects 3 files)   

   

Communicates effectively and professionally with Executive 

Officer, co-workers, clients and wider community 

   

Follows instructions in a positive manner    

Attends and participates in staff meetings and training    

Works well as a member of the team    

Is genuinely concerned about the needs of RDAS stakeholders    

Develops and utilises effective relationships within our 

communities 

   

Comment on any item that is rated 1 or 2 and give suggestions for improvement. 
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Review and update work plans and position description for the following 12 months. 

Are there any items need changing? 

 

 

 

 

 

 

 

What Personal or Professional training would enable you to improve your work 

performance? 

 

 

 

 

 

Are there any issues or concerns you would like to raise? 

 

 

 

 

 

 

Signature 

 

_________________  ____________________  __________ 

Staff member   Supervisor     Date   
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Annual Executive Officer Performance Appraisal by staff 

 

Staff Feedback 

All available staff members are to complete the Executive Officer’s Appraisal and forward to the 

Board. This survey will give an indication of the operational performance of the Executive Officer. 

The survey is confidential and individual forms will not be disclosed to the Executive Officer but an 

overall rating will be discussed and reported. 

 

Rating:  Please number from 1 = Unsatisfactory through to 5 = Outstanding 

APPRAISAL  Rate Comment 

Provides accurate, meaningful and timely advice and information.   

Provide staff with an opportunity to have input in policy development.    

Proactively works with staff to develop and implement Strategic & 

Operational Plans to meet the current and future needs of RDAS. 

  

Develops implements & monitors compliance with appropriate Operational 

Policies.  

  

Regularly reports at staff meetings, progress against RDAS Strategic Plan.   

Provides leadership which serves as an inspirational role model.   

Sets high performance standards for self and others.   

Encourages collaboration, gives direction & delegates as appropriate   

Identifies opportunities, and acts to Capitalise upon them.   

Takes and encourages appropriate risk to achieve innovative solutions.   

Takes initiative in anticipating change and generating solutions.   

Listens and observes attentively, encouraging information exchange.   

Disseminates information appropriately and works to improve Staff 

understanding of key issues. 

  

Effectively advocates for and on behalf of RDAS and its stakeholders.   

Develops and utilises effective relationships within our communities.   

Is candid, honest and thoughtful in expressing thoughts and ideas.   

Influences government policy and planning on key disability issues.   

Gathers, analyses and acts upon relevant information.   

Balances short and long term effects when evaluating opportunities.    

Prioritises decisions based upon RDAS Strategic Plan.   

Accepts responsibility for outcomes, obligations & commitments.    

Demonstrates genuine concern about meeting the needs of RDAS 

stakeholders. 

  

Develops appropriate training plans for staff.   

Provides opportunities to apply your knowledge and skills.   
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Annual Executive Officer’s Performance Appraisal by Board 

 

Board Feedback 

All available Board members are to complete the Executive Officer’s Appraisal. This survey will give 

an indication of the operational performance of the Executive Officer. The survey is confidential 

and individual forms will not be disclosed to the Executive Officer, but an overall rating will be 

discussed and reported. 

Rating:  Please number from 1 = Unsatisfactory through to 5 = Outstanding 

APPRAISAL  Rate Comment 

Provides accurate, meaningful and timely advice and information to the 

Board. 

  

Supports Board to ensure all policies are developed and implemented.   

Proactively works with Board and staff to develop and implement Strategic & 

Operational Plans to meet the current and future needs of RDAS. 

  

Develops, implements & monitors compliance with appropriate Operational 

Policies.  

  

Regularly reports progress against RDAS Strategic Plan.   

Provides leadership which serves as an inspirational role model.   

Sets high performance standards for self and others.   

Encourages collaboration, gives direction & delegates as appropriate.   

Identifies opportunities, and acts to Capitalise upon them.   

Takes and encourages appropriate risk to achieve innovative solutions.   

Models effective behaviours and skills with Board and staff.   

Takes initiative in anticipating change and generating solutions.   

Develops and effectively manages the budget.   

Ensures development projects are fully costed and implemented.   

Works with Board and Staff to manage risk.   

Listens and observes attentively, encouraging information exchange.   

Disseminates information appropriately and works to improve Board 

understanding of key issues. 

  

Effectively advocates for and on behalf of RDAS and its stakeholders.   

Develops and utilises effective relationships within our communities.   

Is candid, honest and thoughtful in expressing thoughts and ideas.   
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Influences government policy and planning on key disability issues.   

Gathers, analyses and acts upon relevant information.   

Balances short and long term effects when evaluating opportunities.    

Prioritises decisions based upon RDAS Strategic Plan.   

Accepts responsibility for outcomes, obligations & commitments.    

Demonstrates genuine concern about meeting the needs of RDAS 

stakeholders. 

  

Develops appropriate training plans for employees.   

Develops and implements an on-going succession plan.   

 

Are there any issues or concerns you have about the performance of the Executive Officer 
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7.3  Managing underperformance  

RDAS is committed to ensure that workers (paid or volunteers) are treated fairly during a 

performance management issue. The Fair Work Commission website should be consulted 

before taking action that may result in an employee being dismissed. 

RDAS will maintain a subscription with Jobs Australia. Industrial relations officers will be 

contacted as they are able to assist with industrial relations issues. 

Workers are able to have a support person, including a union representative, during formal 

meetings. 

What is underperformance 

Underperformance, or poor performance, is when a worker isn't doing their job properly, or 

is behaving in an unacceptable way at work. It includes: 

 not carrying out their work to the required standard or not doing their job at all 

 not following workplace policies, rules or procedures 

 unacceptable behaviour at work, eg telling inappropriate jokes 

 Disruptive or negative behaviour at work, eg constantly speaking negatively about 
the company. 

Managing Serious Misconduct  

There is a difference between underperformance and serious misconduct. 

Serious misconduct is when a worker: 

 causes serious and imminent risk to the health and safety of another person or to 
the reputation or profits of their employer's business or 

 Deliberately behaves in a way that's inconsistent with continuing their employment. 

Examples of serious misconduct include: 

 theft 

 fraud 

 assault 

 evidence of sexual, physical, verbal, financial, or emotional abuse of a client or 
colleague    

 being drunk at work 

 breach of confidentiality 

 Refusing to carry out work duties. 

All allegations that are criminal in nature will be reported to the police for investigation.   

A person accused of serious misconduct may be stood down without pay or dismissed 

without further warnings.  

https://www.fairwork.gov.au/employee-entitlements/managing-performance-and-warnings#warnings-and-unfair-dismissals
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Allegations of abuse of a client will be reported to the appropriate authority within 

appropriate timeframes nominated by the funding bodies (See Preventing Abuse and 

Neglect Policy in section 4).     

Problems with performance and conduct are to be dealt with as soon as they become 

evident. 

Managing underperforming  

If a worker is underperforming, a private meeting will be arranged between the worker and 

their supervisor or Executive Officer to discuss the situation.  

Before the meeting the supervisor will tell the worker what the meeting is about and ask 

them if they want to bring a support person along.  

During the meeting the supervisor and worker are to: 

 be clear about what the issues or concerns are and listen to the other person 

 Make sure both parties have discussed and agreed on a solution together, including 

clear and reasonable steps for improvement. 

The meeting will be documented including clear outcome required. Notes will be distributed 

to all relevant parties and placed on the workers personal file.  

Following up after underperformance discussions 

After the supervisor has explained their concerns to a worker and provided them with 

strategies on how to improve performance, regular follow up meetings should be held. They 

can be used as an opportunity to talk about progress and see if there’s any further help or 

support the employee needs, such as formal or informal training. Where performance has 

improved, employers should make sure they recognise this. 

If performance hasn't improved 

If the worker hasn’t changed their behaviour and continues underperforming the supervisor 

may take the following action: 

 have another meeting with the worker if they think it would be useful 

 change the workers duties (if appropriate) or provide additional training 

 issue a first or additional warning 

 After clearly explaining the possible consequences of not improving, advise that 
termination is a possibility. 

Termination should only be considered as a final resort. 

Warnings and unfair dismissals 

If employment is terminated, the worker will be given a warning in writing before ending 

their employment. 
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A worker does not need to be given 3 warnings, or even 1 warning, but an employer should 

give the worker a chance to fix any performance issues. If an employer fires an employee 

who then makes an unfair dismissal claim, the Fair Work Commission will usually take this 

into consideration. 

 

8.  Staff Grievances and Disputes  

This policy deals with staff that have a grievance dispute with another staff member or 

management. If the issue is regarding an allegation of harassment or bullying then it is more 

appropriate to refer to the Harassment and Bullying Management Policy in the Work Health 

Safety in section 7 of RDAS Policy manual.  

 

A staff member has the right to have a grievance, complaint or dispute dealt with fairly and 

promptly, and without retribution. Once an issue occurs it needs to be resolved as soon as is 

reasonable practicable. 

8.1 Grievance procedure   

1. When the complaint or dispute is between staff members, wherever possible the 

parties directly involved will attempt to resolve the matter within three working 

days.   

2. If unresolved, the direct supervisor or Executive Officer will be notified by any of 

the parties for resolution within three working days. 

3. The Supervisor or Executive Officer will provide a forum for issues to be discussed 

and a resolution sought. 

4. Where the staff member has a complaint or dispute with the Executive Officer the 

staff member will, wherever possible, raise the issues directly with the Executive 

Officer for resolution. If the matter is not resolved the complaint may be put in 

writing by either party and sent directly to the Chairperson of the Board.  

5. If still unresolved, the complaint or dispute will be referred to an independent 

facilitator to assist with resolving the issue. 

The independent facilitator will be conciliatory in its attempts to resolve the complaint and 

will seek relevant information from the parties involved. 

The cost of the facilitator will be met by RDAS. 

If a staff member is not satisfied, they can contact their union, the Equal Opportunity 

Commission or Fair Work Australia. Potentially, a staff member may contact any of these 

organisations at any time during this process.  

Note: Staff members will not contact or discuss the issue with Board members outside of 

https://www.fairwork.gov.au/ending-employment/unfair-dismissal
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the steps outlined above. Board members will advise the Chairperson if an individual staff 

member makes inappropriate contact with them in relation to complaint issues. Board 

members will not discuss complaint issues with individual staff members and will direct staff 

members to use the complaints process if they wish their matter to be progressed. 

8.2  Investigation Process 

If the issue is more serious and requires further investigation a more thorough process may 

be needed in order to reach a resolution. The investigation process involves interviewing all 

relevant parties, examining the information and developing an appropriate resolution. 

Depending on the nature of the grievance/dispute, where possible, all issues should be 

resolved within 4 weeks. 

The following points are a guide to be used when talking to each of the affected parties 

Complainant 

The Staff member receiving the complaint, when the complaint is about another person, 

staff member or about the organisation, staff must: 

 Only request the name and contact details about the complainant 

 Not act on the complaint except for referring the matter to the Team Leader or EO 

 Not make any comments to support or refute the complaint 

 Ensure the interview occurs in a private place and allocate enough time  
for it 

 Explain the process to them and inform them that you may need to talk to other 
parties, including the person they are lodging the complaint about 

 Listen sensitively and obtain factual information about their issue, taking relevant 
notes 

 Obtain any other evidence (including the names of witnesses) from them where 
possible 

 Seek or clarify the remedy that they are seeking and explain what other outcomes 
may be possible 

 Explain that they must keep things confidential 

 Advise them that after talking to the other affected parties, you will get back to them 
with a process for resolving the issue, within a certain timeframe 

*All complaints related to Advocacy or Access and Support work must be referred to 
the Team Leader. 

*Confidentiality of the complaint must be maintained at all times 

Person being complained about (if required) 

 Ensure the interview occurs in a private place and allocate enough time for it 

 Explain the process to them and inform them that a complaint has been made about 
them and detail the exact nature of this complaint 
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 Provide an opportunity for them to give their version of events 

 Listen sensitively and obtain factual information about their version, taking relevant 
notes 

 Obtain any other evidence (including the names of witnesses) from them where 
possible 

 Explain that they must keep things confidential and not hassle or intimidate the 
person who has complained 

 Advise them that after talking to the other affected parties, you will get back to them 
with a process for resolving the issue, within a certain timeframe 

Other Parties 

The need to interview other parties normally only arises if there is not enough information 

to determine an effective resolution to the issue. The following is a guide to interviewing 

other parties: 

 Ensure the interview occurs in a private place and allocate enough time for it 

 Explain the process to them and inform them that you are seeking a factual account 
of the situation 

 Listen sensitively and obtain factual information about their version, taking relevant 
notes 

 Do not breach confidentiality by telling them more than they already know 

 Explain that they must keep things confidential & not speak to others about the issue 

 

8.3  Disciplinary Action (refer to the Disciplinary Policy) 

Where the grievance/dispute is of a more serious nature every attempt should be made to 

determine whether or not the issue can be proven. If so then disciplinary action may be 

warranted. 

The various types of disciplinary action may include: 

 A written apology 

 Formal counselling 

 A written warning 

 Termination 

Generally, when deciding on disciplinary action, the following factors need to be considered; 

the seriousness of the issue, the intent of the person, previous disciplinary action and other 

mitigating circumstances. The process for implementing disciplinary action is contained in 

the Disciplinary Policy. 

For complex issues, an external investigator may be considered. 
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Policy review   

 

This section of the policy manual will be reviewed on an annual basis in a consultative 

process as part of its management practices with the Board, staff, clients, members and 

interested community members to ensure that it meets the changing needs of clients. 

Review of this policy will also occur at any time considered appropriate by the Board, for 

example, after a complaint or feedback is received by a consumer. 

 

Reviewed by Martin Butcher, Executive Officer, 27 November  2015 

Approved by the Board  

Next review January 2017 


