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A Policy of the Adelaide University Union

HUMAN RESOURCES - EMPLOYMENT

AUTHORITY

A Policy of the Adelaide University Union (A.U.U.) enacted
pursuant to the Rules Concerning A.U.U. Rules and Policy.

POLICY

1. Objectives

1.1 That all employees of the A.U.U. have clearly defined employment
procedures. This objective will assist in promoting effective employee
relations within the organisation.

2. Definitions

2.1 The definitions in Clause 3 of the A.U.U. Constitution are applicable to
this policy.

3. Interpretation

Interpretation of this policy is within the jurisdiction of the President, pursuant
to the authority of Board.

All policy codes, existing and still to be developed, will reflect minimum
standards as contained in Federal/State Legislation as applicable to the Adelaide
University Union (A.U.U.), and the organisation’s Enterprise Bargaining
Agreement. This includes the State Industrial Relations Act, the Affirmative
Action Agency, the Equal Opportunity Commission, the Occupational Health,
Safety & Welfare Act and Regulations.

Where there is any inconsistency between the Human Resources Policy and any
specific agreement between employees and the A.U.U., that specific agreement

will prevail.
4. Definitions of Employment
4.1 Permanent positions of employment within the A.U.U. are defined as

those which are currently permanent and thereafter the subsequent
filling of those positions will be reviewed in terms of their ongoing
status. Only Executive recommendation to the Board can determine
permanency of any position.
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4.2 Students are defined as individuals currently studying at The
University of Adelaide and registered with the AUU Employment
Service. Positions vacant can be advertised either on area notice boards
and/or the Bulletin Board, campus media including, electronic media,
AUU Employment Service and other relevant media, as seen
appropriate.

5. Parental Leave & Special Project Contracts

5.1 Parental Leave terms and conditions are listed in clause 8.6 of the Adelaide
University Union Enterprise Agreement 2004.

5.2 Special Project Contracts terms and conditions are listed under clause 5.1.3
(Fixed Term Employees) of the Adelaide University Union Enterprise
Agreement 2004.

6. Casual Labour

6.1 Area Managers in conjunction with the Human Resources Manager
will be responsible for employing casual labour as defined in the
Union’s Enterprise Bargaining Agreement.

6.2 Funding of such labour is to be incorporated in the Budget submission
by each area, giving a breakdown of what the proposed labour
allocation is to be used for.

6.3 The Board recognises that except for specialist positions (to which
employment of a student may not be appropriate), casual positions
arising within the Union are to be offered first to students who are
suitably qualified and/or experienced.

6.4 No students will hold supervisory positions, unless there has been prior
approval by the Commercial Manager and Food & Beverage Manager.

6.5 Casuals may be employed after consultation with senior management.

6.6 In all areas of the Union, any person responsible for employing casual

labour whose allocation for such labour is overspent or is being spent
at a rate which would suggest that it will be overspent by the end of the
year, shall report that fact to the General Manager of the Union.

6.7 It will be compulsory for all new employees to attend an appropriate
orientation and induction programme approved by the Human
Resources Manager.

7. Review of Position

7.1 Notification of Intended Changes:
The procedures for intended changes in the workplace will be dealt
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with in accordance with the legislative requirements for “Introduction
of Change” and as detailed in the A.U.U.’s Enterprise Bargaining
Agreement, clause, 3.4.

7.2 Procedures for review of established positions:
Following the notice of resignation of an ongoing position or within
three months of the expiration of a Special Project Contract, the
following broad steps are to be taken:

7.3 The Executive Committee will be notified by the General Manager of
impending reviews.

7.4 The Human Resources Manager will, in conjunction with the Area
Manager concerned, prepare a report for submission to The Executive
Committee. In the case of an Affiliate organisation, their Executive
recommendation will be sought. This report will address the
following:

(@  Demand/need for the position (quantity, quality)
(b)  Current Job Description
()  Current Job Classification

(d)  Whether the same or similar service can be provided by other
means, i.e. responsibility shared.

7.5 Only the Executive Committee can endorse such recommendations and
then submit same for approval by the Board.

8. Appointments Procedures

The following clauses apply to the appointment of Permanent positions or
Special Project positions of employment.

8.1 All matters related to the application of the Appointments Procedures
and information about individuals applying for positions is to be
treated in strictest confidence.

8.2 (@  Areport shall be submitted by the Human Resources Manager
to The Executive Committee detailing the vacancy to be filled.
Where the review of an established position, as detailed in
clause 7 (Review of Position) above does not change the status
quo of the vacancy, then the report initiated in Clause 7 (Review
of Position) above can serve as the report to fill the vacancy.
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(b)  The report will include additional details on whether the
position should or should not be filled, the remuneration to be
paid, method of advertising the vacancy, approximate
recruitment costs, selection panel composition and any other
relevant information that may be considered relevant.

8.3 The Executive shall endorse the submission or recommend variations
as it sees fit. The following applies to Area Managers and Senior
Management positions, the final report will be submitted to the Board
via The Executive Committee, for approval.

8.4 Vacant positions will be advertised in a manner, which is appropriate in
the circumstances, and methods of advertising may include:

@) Internal advertisements for A.U.U. area notice boards and to
University faculties

(b)  Bulletin Board - Employment Section via email
(c)  Newspaper advertisements

(d)  Recruitment consultants/agencies

()  AUU Employment Service

8.5 Where it is considered there is sufficient interest from internal sources,
a position may be advertised internally only. “Internal” advertisement
means advertising vacant positions, which will attract applications
from existing A.U.U. employees, students and employees of the
University.

Where it is considered sufficiently urgent and appropriate by the
Executive, on the advice of the General Manager and the Human
Resources Manager, a vacant position may be filled without first
advertising it as prescribed above.

8.6 Clear specifications regarding requirements of the job and necessary
skills will be drawn up prior to advertising the position. These shall be
prioritised into “Essential” criteria and “Desirable” criteria.

8.7 EQUAL OPPORTUNITY & AFFIRMATIVE ACTION
STATEMENTS:
The Adelaide University Union is an Equal Opportunity Employer and,
as a matter of practice, will carry an equal opportunity and an
affirmative action statement upon all advertisements for vacant
positions.

8.8 SELECTION PANELS:

(@  For the purpose of fairness and equity in selection procedures,
there shall be at least three members on a selection panel. This
shall include the Human Resources Manager (or appropriately
trained nominee) who will also act as the Equal Opportunity
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Observer and ensure that the selection process is not flawed; the
A.U.U. President or Affiliate President where applicable, and
the area Manager to whom the person filling the vacant position
will be responsible.

(b)  Itshould be noted that as Equal Opportunity Observer, the
Human Resources Manager or their delegate shall be a person
of standing in the equal opportunity area acceptable to the
A.U.U. for the purposes of appointments procedures.

(c)  Atany time, the General Manager and A.U.U. President, or their
delegates, (who will be a student member of the Board) may
wish to be represented on a particular or all selection panels.

(d)  There shall be at least one woman and one man on each panel.

()  The General Manager shall be satisfied that every member of a
selection panel receives reasonable notice of the date, time and
place at which an interview is to be conducted and that adequate
information is distributed about the candidates to be interviewed
and about the vacancy to be filled. The Human Resources
Manager will be responsible for carrying out this directive.

) A selection panel may conduct interviews and appoint the
successful candidate where there are three or more members
present and The Executive has approved the submission paper
to fill the vacancy. The maximum number of members to
include on a selection panel is not to exceed five.

() The Human Resources Manager, in conjunction with the
selection panel will formulate, prior to interviews, a series of
standard questions to be asked of all candidates. The Human
Resources Manager will ensure that under the terms of the
Equal Opportunity Act, illegal questions are not included in the
questions asked of any applicant.

8.9 APPOINTMENT TO A POSITION
The selection panel is not to make any prior commitment to any
applicant for a position without prior Executive approval to do so.

8.10 PRIOR TO INTERVIEWS
All short-listed applicants will receive information about the Adelaide
University Union, the organisational structure and where the vacant
position fits in, the duties and responsibilities of the position and the
salary and conditions of employment.

8.11 CONCLUSION OF SELECTION PROCESS:
At the conclusion of the selection process, each panel member may be
required to sign a statement at the end of those proceedings stating that
they are satisfied the selection procedures were undergone fairly,
equitably and with due regard to equal opportunity.
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8.12 REPORT BACK TO THE EXECUTIVE COMMITTEE:
The Human Resources Manager will provide a report to the next
Executive Committee meeting detailing the outcome of the selection
process for any vacancy that has been filled through the appointments
procedure.

9. Training & Development

9.1 Training is an integral part of the Adelaide University Union, refer to
The AUU Enterprise Agreement 2003, clause 4.1.

9.4 The following procedures will apply to the Adelaide University Union
employee’s training requirements:

@) Individual Training needs will be identified through the
Performance Development Review Process. Any training need
for an individual employee must be made to the Human
Resources Manager by the employee’s area/department
Manager. It will be the responsibility of the Human Resources
Manager to source two quotes and approve the attendance and
payment for the employee’s training requirement. The Human
Resources Manager will advise the employee of all details of
the training course or seminar once approval has been sought.
This training will assist employees who require specific
development to perform their roles. The cost of the seminar or
course will be funded from annual training budget. If the
training has been approved and will assist the employee with
their professional development then the wages will be part of
the respective department’s labour cost.

(b)  Global Training needs will be identified during the annual
performance development program and a skills audit and
training needs analysis will be conducted. It will be the
responsibility of the Human Resource Manager to organise the
skills audit and training needs analysis to be completed by an
appropriate training provider or an elected qualified employee.
The funding of this initiative will be allocated from the annual
training budget. The objective of completing a skills audit and
training needs analysis is to assist in the development of the 12-
month training programme and budget purposes. The AUU,
with Area Manager referral, will also recognise that technology
and legislation affecting the workplace are subject to continual
change. Therefore training will be provided to employees in
these areas as well to ensure employees are adequately skilled to
perform their roles.

(c)  Conferences and Seminars. All submissions for attendance at
a conference or seminar will be subject to approval by the
Executive Committee. This will also include interstate
conferences and seminars. The employee must submit to the
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Executive Committee a request for attendance, which will
include the following:

Q) reason for attendance

(i) course outline

(iii)  benefits to the employee

(iv)  outcomes for the Adelaide University Union

(v)  cost of conference, including travel and accommodation

(vi)  The approval will be for attendance, cost and travel
arrangements (Refer to part 9 of Human Resources
Employment Policy). The funding for conferences and
seminars will be allocated to each department’s budget
line for conference and seminars.

(vii) Each employee who attends a conference or seminar will
be required to present a report to the Executive
Committee.

(d)  Anyemployee who attends an approved training course under
the abovementioned guidelines will be required to complete an
Adelaide University Union Training Course Assessment. The
Human Resources Manager will be responsible for providing
the employee with the assessment form.

10. Travel Policy

10.1  All applications for travel should be in writing for consideration and
approval by the Executive Committee.

10.2 Staff working for affiliated bodies must have their travel applications
endorsed by their respective Councils or Executives before being
considered by the Executive Committee.

10.3  All employees who are attending an approved conference or seminar
interstate or overseas, will be entitled to an allowance of up to $50.00
per day for additional out of pocket expenses subject to provision of
appropriate receipts. This allowance is not to be used towards airfare
or accommodation expenses.

The Human Resources Manager will make advance payments of travel
allowances to employees prior to travel.

10.4 If the total amount claimed for incidentals does not exceed $10 per day
receipts will not be necessary.

10.5  All expenses claimed (apart from the incidentals allowance of $10 or
below) must be supported by receipts for the whole expenditure.
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11. Performance Assessment and Development Program

11.1 INTRODUCTION
The Performance Development Program is a consultative process
between the employee and immediate Supervisor/Manager to be
conducted during mid semester each year. It looks at identifying:

@ Role Clarity - Projected goals and Key Performance Indicators
that the employee is expected to achieve over a defined and
agreed timeline.

(b)  Review of those Key Performance Indicators at the end of the
agreed time frame.

(c)  Review of individual performance at the end of the agreed time
frame.

(d)  Training needs and developmental opportunities.

11.2  The Performance Development Program facilitates discussion between
the employee and immediate supervisor/manager in an objective
manner. The process is about how well an individual is doing the job
and has nothing to do with personality conflicts or politics.

11.3  Guidelines for implementation are included with the Performance
Assessment and Development forms. Further assistance with
implementation may be obtained from the Human Resources Manager.

11.4  The Performance Development Program should not be used as a
disciplinary tool. Matters of unsatisfactory performance are to be dealt
with as per the counselling/poor work performance /dismissal
procedures defined in AUU Enterprise Agreement, clause 3.6.

11.5  All completed Performance Development Program documentation
should be signed by all parties and maintained on the employee’s
Personnel file with a copy given to the employee and the Human
Resources Manager.

11.6 The Executive Committee may determine that certain positions will be
reviewed by the General Manager and A.U.U. President together. In
such instances The Executive Committee is to be informed prior to the
review taking place and a copy of the review outcomes to be given to
the Executive Committee after the review has taken place.

11.7  The Human Resources department will be responsible for the issuing
of relevant names of employees who are eligible to participate in the
annual PDR program, to each area supervisor/manager. This will be
completed during mid semester June each year.
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11.8 It will be the responsibility of each area supervisor and/or manager to
arrange an appointment time with the employee to complete the
abovementioned process. This process is to be completed during mid
semester each year.

11.9  The Area Manager / Supervisor may in certain circumstances need to
consult and include other positions in the Performance Development
Review process, for example when an employee reports to more than
one person.

12. (Re) classification Requests

All employees are classified to a position classification, currently under the
Adelaide University Union Enterprise Bargaining Agreement.

12.1 @) A request for reclassification of a position in the A.U.U. must
be subject to the applicable Award/Agreement operated under at
the time.

(b)  Reclassification requests may be initiated by the employee or
area manager/supervisor. If initiated by the employee they must
seek supporting documentation from their Supervisor/Area
Manager [12.2(c)]

(c)  The employee may seek to have the duties of the position
changed or the existing duties reclassified.

(d)  All reclassification submissions must be forwarded in writing
and directed to the Human Resources Manager in the first
instance who will take the submission through the appropriate
process.

12.2 Reclassification submissions shall include: -

(@  acomprehensive description of the position details which
indicate that the position needs reclassification.

(b)  aclear indication of the classification requested;
()  supporting documentation by applicant and area manager.

(d)  copies of existing or proposed new duty statements. The onus is
on the applicant to clearly establish that the duties of the
position meet criteria for the classification sought in accordance
with the principles of work value.

12.3 The Human Resources Manager will review the application and
prepare a report and recommendation for the General Manager and The
Executive Committee. This will include an organisational impact
statement for their consideration.

12.4 The employee will receive notification of The Executive Committee’s
decision together with a copy of the report submitted to Executive.
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125 If the employee is unhappy with the decision outcome, he/she may
request that the matter be reconsidered by The Executive Committee
and may provide additional documentation.

12.6  Further appeal may be made in accordance with the Personal
Grievance procedures, which are contained in AUU Enterprise
Bargaining Agreement, clause 3.2.

13. Additional Non-A.U.U. Employment

The General Manager of the A.U.U. shall be informed by an employee when he
or she takes on any additional outside work where this may be seen to interfere
with the professionalism of his or her duties as an employee of the A.U.U. A
note to this effect should be placed on the employee’s Personnel File.

14. Trade Union Job Delegates who are Employees of the A.U.U.

14.1  Trade Union Job delegates will form part of the Enterprise Bargaining
process and be involved in negotiations affecting the workplace.

14.2  Trade Union Job delegates may investigate a complaint by an
employee of the A.U.U. In doing so, the Trade Union Job delegate
shall give adequate notice to the relevant Area Manager/Supervisor and
the Human Resources Manager of any meeting of Trade Union
members and the expected duration of such meeting/s.

15. Use of Computing Facilities of the Adelaide University Union
and it’s Affiliates

15.1 Computing facilities provided by the A.U.U. for staff are for use in
association with the duties related to their position.

15.2 Computing facilities provided by the A.U.U. for students of an
affiliated body are for use in association with the purpose of the
affiliated body.

15.3  Anyone who wishes to make use of A.U.U. computing facilities must
behave in a manner, which is ethical and legal and does not interfere
with use by others.

15.4  The following procedures must be adhered to by any person who
wishes to make use of computing facilities provided by the A.U.U.

15.5 Failure to abide by these procedures may be treated as misconduct and
result in disciplinary action.
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15.6 Procedures:

(@  Employees/Student Representatives/Office Bearers may use
only those facilities which have been authorised for their use.

(b)  Employees/Student Representatives/Office Bearers may not
copy ANY software unless it is their own, or it is public domain
software, or the copying has been authorised by the A.U.U. In
practice, there will be very few situations in which it is
permitted to copy software. If in doubt, DO NOT COPY.

(¢)  Unless permission has been granted by the Finance and
Development Manager employees/student representatives/office
bearers may not use any account set up for another user, nor
may they attempt to find out the password of another user.

(d)  Unless permission has been granted by the Finance and
Development Manager employees/student representatives/office
bearers may not install any software on any computers owned
by the A.U.U. or its affiliates.

()  Employees/student representatives/office bearers may not
attempt to copy information belonging to other users (whether
they be staff, students or others) without their express
permission.

) Employee/student representatives/office bearer’s s may not
attempt to interfere with the operation of computing facilities.

(@)  Employees/student representatives/office bearers may not
attempt to subvert the security of any of the A.U.U.’s computing
facilities.

(h)  Employees/student representatives/office bearers may not use
the A.U.U.’s computing facilities to send obscene, offensive or
harassing messages.

(i) Upon termination of employment with the Adelaide University
Union, the following will apply in relation to the use of
Electronic Mail:

Q) The employee/student representatives/office bearers will
be given up to seven days after termination before their
e-mail address ceases to exist.

(i)  However, in the case of summary dismissal termination
of electronic mail will be immediate.

(i)  The employee/student representatives/office bearers may
nominate a forwarding e-mail address. This forward will
remain active for one month after termination.

(iv)  The description in the employees/student
representatives/office bearers account set-up will be
changed so that Division is set to A.U.U. instead of
Adelaide University Union. This will prevent emails,
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which are addressed to the dynamic list “auustaff” from
being sent to the employee after they have left.

15.7 Breach of Procedures

@ Misconduct that amounts to sexual/general harassment will be
dealt with in accordance with the A.U.U.’s Harassment Policy.
Harassment or offensive conduct may be in breach of the Equal
Opportunity’s Act.

(b)  Other forms of misconduct may include hacking, theft and
unauthorised copying. If any of the abovementioned actions
occur it will be dealt with as a serious breach of procedures and
misconduct, which may lead to instant dismissal.

(c)  Some conduct, in particular unauthorised copying, could result
in civil legal action being taken against you.

(d)  Due to requirement of the Spam Act which came into force on
10th April 2004, all commercially orientated electronic
messages must be approved by the General Manager or nominee
prior to being sent.

The Spam Act aims to regulate the sending of commercial
electronic messages (including email and SMS) and establishes
a number of penalties for any person or company breaching its
provisions (including very substantial fines).

16. Employees Accessing Back of House Areas

16.1  All Adelaide University Union employees are not entitled to utilise the
back of house areas subsequent to commencement or completion of
their rostered working hours. This policy will also apply to any leave
of absence that is annual leave, sick leave and rostered days off.

16.2 The back of house areas includes all kitchen areas.

16.3  The Adelaide University Union accepts that some employees may be
required to collect personal belongings and have access to locker areas
before and after rostered shifts. A period of 15 minutes subsequent to
commencement and completion of a rostered shift will be allowed to
enable employees to complete the abovementioned requirements.

16.4 If there are exceptional circumstances where an employee may need to
access back of house areas when not on a rostered shift, subsequent
permission would need to be sought from their immediate
supervisor/area manager.
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17. Dress Codes

17.1  The Adelaide University Union has set guidelines for appropriate
grooming and dress codes, which all employees are required to follow.
It will be the responsibility of the Human Resources Manager to clarify
any issues regarding these guidelines. However, in the case of food
and beverage employees it will be in conjunction with the Commercial
Manager and ultimately the General Manager.

17.2  UNIFORM FOR FOOD & BEVERAGE EMPLOYEES:
All employees working in an Adelaide University Union food and
beverage outlet will be required to wear an Adelaide University Union
supplied shirt. Other requirements will be as per 17.1. The Adelaide
University Union will provide each employee with one (1) shirt
annually, which will remain the property of the Adelaide University
Union. If this shirt is not returned upon termination of employment the
cost for a replacement shirt will be deducted from their final pay.

17.3 GENERAL GROOMING FOR UNIFORMED FOOD & BEVERAGE
EMPLOYEES:

@) In order to comply with hygiene procedures hair must be kept
away from the face and beards keep neat and tidy. All staff with
hair that is past shoulder length must tie it back in a neat
fashion.

(b)  All Chefs will be required to supply and wear the standard chefs
uniform as determined by the Commercial Manager/Human
Resource Manager, refer to the new employee handbook for
exact criteria. All uniform requirements are to meet the
standards stated in the OH&S Act 1996.1In order to meet
occupational health and safety requirements, closed in black
shoes are to be worn at all times.

()  Where the Adelaide University Union determines that it is
necessary for employees to wear waterproof and/or protective
clothing (excluding the abovementioned items), it will be
supplied and maintained by the Adelaide University Union.

18. Issuing of Temporary Parking Permits for External Clients and
Staff

The objective of the temporary parking permits is to provide a professional
environment within the Adelaide University Union to external clients and to
offer a safe and secure working environment to Adelaide University Union staff
members who are required to work during the evening.

18.1  The Adelaide University Union is issued with a small number of
temporary parking permits on a weekly basis subject to changes by the
University from time to time. The purpose of these permits is for
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external clients convenience when attending scheduled appointments
and/or meetings with any employee at the Adelaide University Union.

18.2  The issuing of the temporary parking permits is the responsibility of
the Adelaide University Union Receptionist. The Human Resources
Manager will have overall responsibility for clarification and approval
of any dispute regarding the issuing of the permits to external clients
and/or Adelaide University Union staff members.

18.3  Temporary parking permits will also be issued to any staff member
once approval has been given by their immediate area manager/
supervisor. The approval will need to be given to the Adelaide
University Union Receptionist by the Area Manager prior to issue
either by telephone or e-mail. The need for these tickets maybe (but
not limited to):

(@  The Adelaide University Union requesting an employee to
attend a compulsory out of ordinary hours meeting. For
example, after 6.00pm and prior to 8.00am.

(b)  The Adelaide University Union requesting an employee to work
overtime after 6.00pm or on a weekend.

(c)  The delivery or pick-up of goods for the Adelaide University
Union or Affiliates.

(d) If an employee is rostered to complete a shift which commences
prior to 6:30 am or concludes after 7:00 pm. If requested by the
Human Resources Manager proof of working hours must be
provided.

18.4 If more than five temporary parking permits are required by any
Adelaide University Union employee or area, at least 48 hours notice is
to be given to the Adelaide University Union Receptionist. This will
ensure that there are sufficient tickets available and that external clients
or employee(s) will not be inconvenienced. In some instances and at
the discretion of the Human Resources Manager, an area will be
charged for the cost of the permits.

18,5  The employee will be required to provide the Adelaide University
Union Receptionist with their name, department and vehicle
registration number. This information is required by the University’s
Property Services Car Parking Office.

18.6 Free parking is available along Victoria Drive after 5 p.m. and an
A.U.U. steward will accompany an employee to their vehicle upon
request. Alternatively, if an employee is required to work (as part of
their ordinary hours) after 4.30pm Monday to Friday or anytime on the
week-end they can purchase a casual after hours permit for the cost of
$5.00 per day. These permits are available from the vending machine
located at Gate 10 Victoria Drive.

Human Resources Employment Policy Page 17 of 62



e
o Lt e

A Policy of the Adlaide University Union
19. Reimbursement of Mobile Telephone Expenses

The objective of this policy is to ensure that there is equity and consistency
within the Adelaide University Union’s reimbursement of employees’ mobile
telephone expenses.

19.1 It will be the responsibility of the General Manager/Area Manager in
consultation with the Human Resources Manager to determine the
following:

(@)  Prior to the selection process to determine if that person(s) will
require usage of a mobile telephone to assist them in their role.

(b)  To determine, when requested by an employee if they require
access to a mobile telephone.

Factors considered will include the level of the position, expectations
of the position, travelling to other campuses and requirements of the
employee being contactable at all times.

19.2  All purchases of mobile telephones for an Adelaide University Union
employee will be directed through the Finance & Development
Manager to adhere to the processes/contracts in place

19.3  The mobile telephone will remain the property of the Adelaide
University Union and will be required to be returned to the Adelaide
University Union upon termination or resignation.

194 If an employee wishes to continue to use their own personal mobile
telephone, then the service charges and connection fees will be taken
into consideration when determining a set amount to be reimbursed
(20.5).

20.5 The General Manager and the Human Resources Manager will
be responsible for approving a set rental amount to be paid by
the organisation in recognition of the use of the mobile
telephone for business purposes and work related calls20.6

20. Staff Provisions
20.1 EMPLOYEE’S FINANCIAL INTEREST

An employee of the Union shall not use information gained by him or
her by reason of his or her position as such for the purpose of obtaining
a private benefit for himself or herself or some other person.

Where an AUU Employee has an interest in a matter in relation to
which he or she is required or authorised to act in the course of his or
her duties, the employee shall:

(@  disclose that he or she has such an interest to the General
Manager,
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(b)  not, unless the General Manager otherwise determines, act in
relation to the matter.

20.2 EMPLOYEE LOANS

(@  The A.U.U. will not make cash advances to members of staff,
except in reference to 20.2(b).

(b)  Incircumstances of exceptional and compassionate need and
where immediate access to alternate funding is impossible, the
General Manager may, at his or her discretion, make a cash
advance to a staff member. Such loans must accrue a
commercial rate of interest or, alternatively, the rate of interest
deemed by the Tax Commission as sufficient to exempt the
A.U.U. from attracting FBT (Fringe Benefits Tax) on the
amount of the loan.

The General Manager will determine what is appropriate surety
against the loan.

(c)  The Human Resources Manager will provide staff members
with confirmation in writing employment status and salary level
for the purposes of seeking a personal loan from a financial
institution.

21. Use of Union Motor Vehicles

Motor vehicles may be provided by the AUU for use by its employees in
accordance with the requirements of their contract of employment. These cars
will be required to be booked in advance with the Receptionist in AUU
administration and recorded in the appropriate manner.

21.1  The obligations of the employees with respect to AUU motor vehicles
are:

@ Not to drive the motor vehicle unless they hold a current
driver’s licence;

(b) To ensure that the provisions of any insurance policy relating to
the motor vehicle are observed,;

(© To ensure the motor vehicle is not driven by anyone else other
than the employee;

(d) To pay all parking and traffic infringement penalties relating to
the use of the motor vehicle;

(e) To ensure the motor vehicle is securely locked when left
unattended;

() To record the details of the trip in the log book located in the
motor vehicle

(9) No smoking in the motor vehicle;

() Not to drive the motor vehicle if alcohol or other drugs have
been consumed; and

Q) To observe all road and traffic laws accordingly.
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USE OF PERSONAL MOTOR VEHICLES

21.2 If an AUU car is not available, employees may be required to use their
own motor vehicle or alternative means of transport, following
approval by their manager/supervisor, and are to be reimbursed in
accordance with the Australian Taxation Office Vehicle Reimbursement
Schedule.

21.3 Employees that are required to use their own motor vehicle must
ensure the motor vehicle being used is appropriately registered and
insured.

ACCIDENTS

21.4 Employees should report any motor vehicle accident in which they are
involved during working hours either in an AUU or personal motor
vehicle at the earliest opportunity, to assist in determining liability and
to enable insurance matters to be finalised.

21.5 If any employee is involved in an AUU provided motor vehicle
accident and it is determined that the accident was either in whole or in
part due to consumption of alcohol, unlawful drug taking, breach of
any road and traffic laws, negligence and or recklessness, the employee
will be responsible for paying any excess on the motor vehicle
insurance and any other amount not covered by the insurance as a
result of their actions. The employee may also be subject to
disciplinary action, which may include termination of employment.

21.6 In addition, the AUU accepts no liability for any damage to an
employee’s personal motor vehicle, injury to any person or damage or
injury to any third party, incurred while the driver of that personal
motor vehicle is on AUU business if that motor vehicle is being driven
in breach of this Policy or the law.

22 Gratuities and Gifts

A person under a contract of employment with the Adelaide University Union
may not give any gratuity, gift or favour of a personal nature to any Director of
the Adelaide University Union or University Books Pty Ltd, or any Office
Bearer or Council or Committee Member of an Affiliate of the Adelaide
University Union, or receive any gratuity, gift or favour of a personal nature
from any Director of the Adelaide University Union or University Books Pty
Ltd, or any Office Bearer or Council or Committee Member of an Affiliate of
the Adelaide University Union.
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HUMAN RESOURCES - COMMUNICATIONS

AUTHORITY

A Policy of the Adelaide University Union (A.U.U.) enacted
pursuant to the Rules Concerning A.U.U. Rules and Policy.

POLICY

1. Objectives

1.1 To assist in creating a workplace culture, which promotes trust, based
on consultation, fairness and open communication.

2. Definitions

2.1 The definitions in Clause 3 of the A.U.U. Constitution are applicable to
this policy.

3. Interpretation

Interpretation of this policy is within the jurisdiction of the President, pursuant
to the authority of Board.

All policy codes, existing and still to be developed, will reflect minimum
standards as contained in Federal/State Legislation as applicable to the Adelaide
University Union (A.U.U.), and the organisation’s Enterprise Bargaining
Agreement. This includes the State Industrial Relations Act, the Affirmative
Action Agency, the Equal Opportunity Commission, the Occupational Health,
Safety & Welfare Act and Regulations.

Where there is any inconsistency between the Human Resources Policy and any
specific agreement between employees and the A.U.U., that specific agreement
will prevail.

4. Counselling / Reprimand / Dismissal Procedures

4.1 Procedures for dealing with counselling, reprimand and dismissal
issues refer to clause, 3.6 of the Adelaide University Union Enterprise
Agreement 2003.

4.2 Casual Employees

(@  Acasual employee may only be dismissed by:

0] The Area Manager in conjunction with the Human
Resource Manager, or,

(iti))  The General Manager
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(b)  Acasual employee who has worked on a regular basis for the
A.U.U. for 12 months or more, other than student casuals, shall
only be terminated in the manner provided for permanent or
limited term positions of employment.

5. Employee Suggestions

There shall be a staff suggestion scheme, which shall be administered by the
Human Resource Manager as follows:

5.1 Suggestions will be accepted in writing,

5.2 Receipt of all suggestions shall be acknowledged,;

5.3 Suggestions shall be discussed by the President at the Executive
Committee Meeting and may be referred to F&DSC;

5.4 Any outcome of suggestions shall be reported to the employee;

55 The Human Resource Manager’s report to the Board shall list all

suggestions accepted and actions taken.

6 Employee Representatives
(subject to Constitutional Referendum)

6.1 The Board believes that employee participation in Board policymaking
and discussions are desirable and important for the effective and
smooth functioning of the A.U.U. The Board agrees that:

(@  employee representatives should suffer no loss in conditions;

(b)  employee representative should not feel that any decision taken
or discussion initiated or participated in, or any follow-up
contact with other employees will result in adverse affects
whatsoever on their conditions of employment, job security,
prospects or advancement;

6.2 Time off shall be given to all employee representatives to enable them
to attend meeting of A.U.U. committees of which they are members.

6.3 Where meetings occur outside of the employee representative’s normal
working hours, time-off-in-lieu shall be given;

6.4 When a meeting occurs out of the employee representative’s normal
working hours a travelling allowance shall be paid;

6.5 Where the attendance of an employee representative at an A.U.U.
Committee meeting unreasonably increases the workload of other
employees a replacement shall be sought;
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6.6 The General Manager of the A.U.U. should consult with employees as
to the best method of implementing effective communication paths
between employee representatives and employees generally.

6.7 Employee representatives should be encouraged to discuss out of
camera Board matters with other employees. The facilities of the
A.U.U. office shall be available for the production of circulars to
employees and/or the holding of meetings to facilitate this discussion
of Board matters.

Human Resources Payroll Policy Page 23 of 62



By

A Policy of the Adelaide University Union

HUMAN RESOURCES - LEGISLATIVE

AUTHORITY

A Policy of the Adelaide University Union (A.U.U.) enacted
pursuant to the Rules Concerning A.U.U. Rules and Policy.

POLICY

1. Objectives

1.1 To ensure that the A.U.U. meets its aims & objectives under the
following acts:
. Occupational Health, Safety & Welfare Act 1986
. South Australian Equal Opportunity Act 1984

2. Definitions

2.1 The definitions in Clause 3 of the A.U.U. Constitution are applicable to
this policy.

3. Interpretation

Interpretation of this policy is within the jurisdiction of the President, pursuant
to the authority of Board.

All policy codes, existing and still to be developed, will reflect minimum
standards as contained in Federal/State Legislation as applicable to the Adelaide
University Union (A.U.U.), and the organisation’s Enterprise Bargaining
Agreement. This includes the State Industrial Relations Act, the Affirmative
Action Agency, the Equal Opportunity Commission, the Occupational Health,
Safety & Welfare Act and Regulations.

Where there is any inconsistency between the Human Resources Policy and any
specific agreement between employees and the A.U.U., that specific agreement
will prevail.

4. Occupational Health, Safety & Welfare

4.1 INTRODUCTION
The A.U.U. Board recognises and accepts its obligation to provide as
far as reasonably practical a safe and healthy work environment for all
staff and students.

4.2 AIMS
To minimise the risk of personal injury to all Adelaide University
Union staff and students resulting from an accident in the workplace.
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To integrate health & safety within all operational functions of the
A.U.U.

(@  Asafe and healthy working environment.
(b)  Safe systems of work
(c)  Plant & equipment in safe working order.

(d)  To provide staff with adequate instruction, training and
supervision, appropriate knowledge and information about
hazards in their work area.

()  Adequate facilities, including access to first aid Kits.

) An effective means of consultation and communication on
O.H.S.&W. issues.

(@)  An effective system for monitoring health and welfare in the
work environment.

(n)  An effective mechanism for reporting, recording and
investigation of identified hazards and work related illness or
injury.

(1 An effective rehabilitation strategy providing full support to
those whose health has been affected by their work.

4.3 OBJECTIVES

(@  To identify and evaluate existing hazards and implement
suitable control measures to prevent injury or accident
recurring.

(b)  To minimise the introduction of new hazards.

(c)  To inform staff and students about any residual hazards and
instruct them in a safe way of working around such hazards.

(d)  To gain the co-operation and support of all areas within the
A.U.U. to follow safe working procedures and practices.

()  To minimise the severity of injuries, claims and property
damage caused by an accident.

4.4 RESPONSIBILITIES
Implementation of this policy chapter requires the commitment and
involvement of all levels of management within the A.U.U. A degree
of responsibility must therefore be delegated down the management
structure, together with the appropriate authority for accountability.

Consultation with staff must be established and training programmes
developed to equip both the management and staff with the knowledge
required to fulfil their duties.

4.5 RESPONSIBLE OFFICER
The General Manager is the nominated “Responsible Officer”, as
required by legislation and therefore is held legally accountable for the
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health, safety and welfare of the A.U.U. staff and students whilst at
work.

The General Manager will ensure that the A.U.U. establishes an
O.H.S.&W. committee to enable effective monitoring of O.H.S.&W.
performance, active participation in resolution of issues of concern and
determination of allocation of resources and priorities.

4.6 FUNCTIONS OF THE RESPONSIBLE OFFICER:

(@  Ensure that all staff and students are aware of their rights and
responsibilities under the relevant legislation.

(b)  Determine the appropriate standards for O.H.S.&W. in the
A.U.U., giving consideration to statutory requirements,
government, industry and other community organisations.

(c)  Determine allocation of sufficient resources to enable these
standards to be achieved.

(d)  Promote O.H.S.&W. and rehabilitation as priority for
integration into all A.U.U. activities.

4.7 SAFETY OFFICER
The Human Resources Manager is the “Safety Officer”, who
co-ordinates the implementation of the A.U.U.’s O.H.S.&W. policies
and procedures and acts as liaison officer between Area Managers,
affiliated groups, health and safety representatives, staff and students
on O.H.S.&W. issues and Work Cover claims.

4.8 FUNCTIONS OF THE SAFETY OFFICER:

(@  Assist managers, affiliated groups, health and safety
representatives and supervisors with inspections and accident
investigations and determination of appropriate action.

(b)  Research data relating to identified hazards and provide relevant
information to managers, supervisors and health & safety
representatives.

(c)  Assist with managers, supervisors and health and safety
representatives.

(d)  Assist with the preparation of local policies and procedures and
safety manuals.

(e)  Assist with the development of safe work procedures for
hazardous activities.

) Co-ordinate record keeping for health & safety purposes for the
Department.

()  Monitor the provision of information, instruction and training
for management, staff and students.
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4.9 AREA MANAGERS
The Area Managers (see Area OH&S Manual) have overall
responsibility for the health, safety and welfare of all staff and students
in their area. They will therefore oversee the implementation of the
A.U.U.’s O.H.S.&W. policies and procedures in their Department, and
allocate resources to ensure the A.U.U.’s standards are met.

They will consult with staff, student and their O.H.S.&W.
representative on any issues that affect the health, safety and welfare of
all in their Department, whilst they are at work.

410  SUPERVISORS
Supervisors (see Area OH&S Manual) have responsibility for
management at the operational level; they must also assume
responsibility for the health, safety and welfare of staff and students
working under their supervision.

A hazard can be defined as a source of potential loss or harm, which
arises from the interaction of physical conditions and human practices.
In consultation with the O.H.S.&W. representative and Area Manager,
the Supervisor will be involved in the identification of hazards,
evaluation of risks and determination and implementation of
appropriate control measures.

411  STAFF/STUDENTS
Staff and students have a responsibility to work safely, taking
reasonable care to protect their own health and safety and that of other
workers and students. They must make sure that nothing is done to
make ineffective the Adelaide University Union’s actions carried out
for health and safety purposes.

Staff and students with concerns, information about a hazard they have
noticed, or ideas for change in the workplace, should regard their
Supervisor as the first contact. If they are not satisfied with the
response, they have a right to take their concern to their O.H.S.&W.
representative or the Area Manager.

Staff and students have a right to know the hazards associated with
their work and be fully instructed in safe working procedures.

412 RESPONSIBILITIES OF STAFF / STUDENTS

(@  Reporting all accidents, near misses, incidents and unsafe
working practices or working conditions to the supervisor as
soon as possible.

(b)  Assisting accident investigations.

(© Using and caring for equipment provided for health and safety
purposes.
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(d)  Obeying any reasonable instruction given in relation to
O.H.S.&W.

()  Complying with the Act and the A.U.U.’s O.H.S.&W. policies
and procedures.

) Ensuring that they are not, by the consumption of drugs or
medication, in such a state as to endanger themselves or others.

(g)  Staff has a right to elect Health & Safety representatives.
Where representatives are elected, staff must keep them
informed about issues of concern and give them the support
they need to perform this function.

413 THE O.H.S.&W. COMMITTEE
The O.H.S.&W. Committee is formed to co-ordinate between
management, staff and others in initiating, developing, carrying out and
monitoring measures to ensure that health, safety and welfare
requirements are being met in the workplace. Also to provide a forum
of consultation for the A.U.U., in achieving its aim and objectives in
relation to its strategic plan, and the occupational health, safety and
welfare legislative obligations, and to ensure that rehabilitation is
active.

4.14 FUNCTIONS OF THE O.H.S.&W. COMMITTEE

(@  Toassist in the resolution of issues relating to occupational
health, safety or welfare that arise at any relevant worksite.

(b)  To assist in the formulation, review and dissemination to
employees of the occupational health, safety and welfare
practices, procedures and policies that are to be followed at any
relevant worksite.

()  To consult with the employer on any proposed changes to
occupational health, safety or welfare practices, procedures or
policies.

(d)  To keep under review developments in the field of rehabilitation
of employees who suffer work-related injuries.

()  Toassist in the return of work of employees who have suffered
work-related injuries.

) Such other functions as are prescribed or agreed upon by the
employer and health and safety committee.

() Terms and Reference — see AUU Policy and Constitution
manual located in each area.

415 CONTRACTORS /SUB-CONTRACTORS
All contractors and sub-contractors will be obliged to follow such
policies and procedures as the A.U.U. requests and as with A.U.U.
staff, to meet all relevant regulations, standards and codes of practices
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as a minimum standard. They must not, through their work, do
anything that will put at risk their own health and safety or that of
A.U.U. staff, students or public.

The A.U.U. will provide contractors with information about potential
hazards in the environment in which they will work to enable them to
determine an appropriate safe system of work.

4.16 HAZARDS
A hazard can be defined as a source of potential loss or harm, which
arises from the interaction of physical conditions and human practices.

In consultation with the O.H.S.&W. Representative, Area Managers,
Safety Officer, O.H.S. Committee members and Supervisors will be
directly involved in the identification of hazards, evaluation of risks
and determination and implementation of appropriate control measures.

4.17 HAZARD IDENTIFICATION

(a)
(b)
(©)

(d)

(€)
()

Inspect work areas for hazards on a regular basis, together with
Area Managers, Safety Officer and O.H.S.&W. Representatives.

Report all accidents and near-miss incidents to the Area
Manager and the Safety Officer as soon as possible.

Area Managers and O.H.S.&W. Representative must analyse
and monitor work practices, procedures and systems of work on
a regular basis.

Area Managers, O.H.S.&W. Representative and Safety Officer
to investigate staff and student concerns and inquiries promptly,
providing regular feedback on progress of action taken.

All Area Managers to inspect new items purchased for any
characteristics or defects, which may represent a hazard.

To include O.H.S.&W. on agenda for all staff meetings to
promote an open exchange of information and encourage staff
contribution.

4.18 HAZARD EVALUATION

(@)

()

Assess the degree of risk of the hazard identified giving
consideration to the probability of loss of control, the frequency
that is likely to occur, the number of people and amount of
property exposed and the severity of the consequences.

Determine priorities for action in the light of that assessment
together with what is required by law and resources available.
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4.19 HAZARD CONTROL

@ Implement appropriate measures to control the hazards
identified and minimise the risk.

(b)  Motivate staff to work safely by setting an example.

()  Provide information about work hazards and appropriate
instruction and training to new and existing staff and students.

(d)  Actively supervise staff and students to ensure safe work
procedures are followed.

(e)  Provide adequate personal protective equipment with
appropriate instruction in use and care where other control
measures are feasible or achievable in the short term.

U] Develop written safe work procedures for hazardous jobs and
review regularly.

()  Incorporate O.H.S.&W. in purchasing new materials, substances
and equipment.

5. Rehabilitation Policy

The Board is committed to the concept that any worker who suffers a work
related injury should be given all possible assistance and encouragement
towards total recovery and resumption of a normal place in the workforce.

The A.U.U. will provide vocational rehabilitation services to any staff or student
with a work related injury and assist the staff or student to make the best
possible recovery in order to ensure return to work.

Vocational Rehabilitation is a process designed to assist staff and students with
work related injuries to achieve the best practicable levels of physical and
mental recovery and to ensure them, as soon as possible, a return to the
workforce.

It is a process, which involves the injured employee, medical practitioner,
A.U.U. Management, A.U.U. Representative and O.H.S.&W. Representative,
working in a consulting team, to provide the employee with positive ongoing
support and to enhance a return to work based on physical and mental
capabilities.

51 AIM
As the most effective form of rehabilitation is the prevention of
workplace injuries and accidents, the Adelaide University Union will
place a high priority on providing a safe and healthy working
environment for all staff and students.

5.2 STAFF / STUDENTS’ RESPONSIBILITIES
Staff and students involved in rehabilitation programmes have the
following responsibilities:

(@  To participate in the development and implementation of their
rehabilitation programme.
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(b)  To participate in treatment that enables the maximum possible
recovery.

(c)  To submit medical certificates as required. Staff should be
aware that it is illegal to make any changes to a prescribed
medical certificate. If a prescribed medical certificate has been
falsified by an employee it may lead to instant dismissal.

(d)  To be meaningfully involved in all decisions regarding their
rehabilitation programme.

5.3 A.U.U.”S RESPONSIBILITIES
The Adelaide University Union involved in rehabilitation programmes
has the following responsibilities:

(@  To provide, upon request by the injured staff or student, support
and assistance to the injured staff and student during absence
from work.

(b)  Where a staff or student cannot return to his/her pre-injury
position, to identify and provide appropriate work at the same or
equivalent level, when and where possible.

(c)  Toassist in the monitoring of rehabilitation programmes.

(d)  To supervise the injured staff and student and ensure the
workplace is conducive to safe work practice.

(e)  To train all Managers, including Supervisors, with rehabilitation
responsibilities in effective rehabilitation procedures.

5.4 REHABILITATION OFFICER (HUMAN RESOURCES MANAGER)

(@  To identify and assess the rehabilitation requirements of staff
and students with work related injuries.

(b)  To refer injured staff and students to a Workcover contracted
Rehabilitation Provider for a formalised (external) rehabilitation
programme if the staff or student is anticipated to be absent for
more than 21 days or who has actually lost time from work
totalling 21 days or more.

(c)  Toactasa focal point for contact, liaison and review with the
injured employee, his or her Union or O.H.S.&W.
Representative, treating medical experts, A.U.U. Management
and the Rehabilitation Provider.

(d)  To provide support for the injured staff and student, during
absence from work.

()  To monitor rehabilitation programmes and assess their
appropriateness and effectiveness for the individual staff and
student.

( To conduct regular reviews with the Rehabilitation Provider.

Human Resources Payroll Policy Page 31 of 62



- 1 fane 8 .
Py

A Policy of the Adelaide University Union

(9) To maintain adequate files and records, at all times respecting
the confidentiality of personal information regarding staff and
student contained therein.

(h)  To seek assistance from A.U.U. Management in supporting staff
and students during their absence from work, in seeking suitable
alternate duties for staff and students and in monitoring their
progress on return to the workforce.

(1 Undertake all Work cover claims and record all relevant
documents as required by the legislation.

5.5 REHABILITATION PROCEDURES

(@  Notall injured workers will need a detailed rehabilitation
programme. Most will be restored to their pre-injury
employment status through the normal medical services
provided by their treating medical practitioner.

(b)  The employee shall, as soon as possible after identification of
work-related injury, be provided with an Accident / Incident
Report form and a Workcover Notice of Disability form.

(c)  Where rehabilitation is required, the Rehabilitation Officer will
meet with the injured staff or student and other relevant parties
to arrange early intervention and support for the staff or student
from the Rehabilitation Provider contracted to Workcover.

(d)  Once agreed upon, the Rehabilitation Provider will be contacted
by the Rehabilitation Officer to assist in the development and
implementation of a rehabilitation programme for the injured
employee.

()  The employee has rights and obligations regarding
rehabilitation, and these will be explained and a copy of the
rehabilitation programme given to them.

) The goal of rehabilitation is an early and safe return to normal
duties on advice from the employee’s treating doctor but in
instances where it is not feasible, the Adelaide University Union
will endeavour to make meaningful alternate work available.

(g)  Employee will only be returned to suitable and safe duties,
which have been fully discussed with them and other relevant
parties, which include Area Manager, appropriate Union
Representative and O.H.S.&W. Representative.

(n)  Variable job hours may be required to accommodate the
employee and where necessary, job training will be provided if
needed.

(1 The employee’s progress, once returned to work, will be
monitored by the Rehabilitation Officer and Area Manager and
any changes to the programme will be done on a consultative
basis.
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() The Adelaide University Union will ensure that participation in
a rehabilitation programme will not disadvantage the employee.

5.6 REVIEW PROCEDURES
Adelaide University Union will review its Rehabilitation Procedures in
consultation with O.H.S.&W. Committee and Area Managers as
required.

Claims Management Policy and Procedures

The Adelaide University Union would like to advise of the policy and
procedures, in an event where a staff / student suffers a compensable disability
whilst within the workplace.

6.1 PROCEDURES
Where a staff / student suffers a compensable disability, the following
must be adhered to:

(@  The injury must be reported to the Supervisor or Area Manager
immediately. An accident/incident form must be completed as
soon as practicable.

(b)  If the injury causes loss of work, the staff / student must visit
the doctor to obtain a Prescribed Medical Certificate (P.M.C.).

()  On the return to work the staff / student must give the
Prescribed Medical Certificate to the Payroll Officer.

(d)  The staff / student will complete a Compensation Claim form
and Accident / Incident Report form and hand it, along with the
P.M.C. to the Payroll Officer.

()  The Safety Officer will complete an Employer Report form and
immediately post it, along with any other relevant
documentation, to Workcover. It must be sent within 5 days of
receiving the Compensation Claim form from the staff / student.

Emergency Control Procedures

The aim of this document is to lay out the procedures for an emergency to be
carried out by the Emergency Control Organisation (ECO) personnel in the
event of an emergency such as a fire, bomb threat civil disturbance or structural
fault in the Union Building, Lady Symon Building or the George Murray
Building.

7.1 GENERAL
It is the responsibility of all employees to make themselves familiar
with emergency procedures as per the Occupational Health and Safety
and Welfare Act. Employees are encouraged to contact their Floor
Wardens or the Chief Warden if any part of the Emergency Procedures
Is unclear to them.

Human Resources Payroll Policy
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THE EMERGENCY PLANNING COMMITTEE
The Emergency Planning Committee consists of the personnel listed in
OH&S Manual in each area.

The Emergency Control Planning Committee is responsible for the
implementation and revision of the Emergency Control Plan as per the
Australian Standard 3745-1995. The Chief Warden is responsible for
ensuring that the Emergency Planning Committee meets no less than
once a year to review emergency procedures.

EMERGENCY CONTROL ORGANISATION

The Emergency Control Organisation is the Union’s first line of
response to an emergency. the Emergency Control Organisation must
be fully conversant with their specific duties during an emergency
situation. The Emergency Control Organisation consists of the
personnel listed in OH&S Manual in each area.

The Chief Warden is responsible to ensure that the Emergency Control
Organisation meets not less that four times yearly for revision and
further training.

GENERAL

The Fire Control System in the Union, Lady Symon Building and
George Murray Buildings is a state of the art system. It consists of the
master control panel, warden intercom phones, public address system,
break glass alarms and smoke detectors. It has the capability to
evacuate the building in a set sequence, by various alert tones, and
digitised verbal messages, automatically upon receiving an alarm
message. The alert tones are as follows:

Alert Pulsed on/off rising in volume through six levels

Evacuate Burst of tone rising in frequency after four bursts a digitised
verbal message will be heard

However due to the size and nature of the buildings and the number of
occupants this system f automatic is not always the best option and in
practice will rarely be used. During an emergency, ECO personnel can
expect to receive instructions by either the warden intercom phones or
over the public address system. Using this manual system enables the
Chief Warden to get a total overview of the situation throughout the
whole building and then take the appropriate action.

All buildings in the Union complex are divided into zones (1-12) each
zone having an allocated Floor Warden.

For the purpose of this instruction fire is our main concern and
therefore instruction will be specifically related to a fire emergency.
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ACTION ON OUTBREAK OF AFIRE
Any person detecting smoke or fire is to carry out the following:

. Alert persons nearby ad request assistance

. Call the Fire Brigade by operating the nearest BGA or by
telephoning 000

. Use the Fire Fighting equipment if safe to do so and only if you
are trained.

. Evacuate if necessary ensuring everyone has been accounted for
and that doors and windows are closed.

ACTION ON HEARING AN ALARM

On hearing an alarm all Floor Wardens are to staff their designated
Warden Intercom Phones (WIP). Duty Wardens should be close at
hand to carry out any instructions given by the Floor Wardens. All
persons should be encouraged to remain calm and stay where they are.
Mobility impaired persons are to be taken in charge and held in charge
until instructed to evacuate.

The Communications Officer is to staff the fire control panel on the
Airport Lounge and ascertain the location of the alarm. S/he is to liaise
with security to ensure that the fire authority is en route.

The Chief Warden upon hearing an alarm is to proceed to the Fire
Control Panel and ascertain the nature and extent of the emergency and
take the appropriate action.

EVACUATION

Evacuation will be initiated by either the Floor Warden experiencing an
emergency situation or by the Chief Warden or by the automatic
capabilities of the fire control system.

EXIT ROUTES

Unless impaired by smoke or fir either main emergency exits will be
via the main East and West stairwells. Floor Wardens, Deputy Floor
Wardens and Stair Wardens are to ensure that all persons are accounted
for. Floor Wardens should be the last to leave ensuring that doors and
windows are closed. Mobility impaired persons are to remain until last
to be evacuated. Lifts are not to be used unless special approval is
given by the attending authority.

ASSEMBLY POINTS

Unless otherwise instructed by the Chief Fire Warden, the assembly
area after evacuation is the Barr Smith Lawns. Floor Wardens are to
carry out a roll call to confirm all persons are accounted for.
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7.10 OTHER DUTIES FOR ECO PERSONNEL
During emergency ECO personnel may be instructed to move to other
areas to assist other ECO personnel.

7.11 MONIES AND VALUABLE PROPERTY
Till Operators are to fix the tray lids to the till trays and carry the trays
to the assembly point. Till Operators are to keep their till tray in their
charge at all tines.

7.12 COOKING APPLIANCES
Kitchen staff are to turn off all deep fat fryers, ovens and stoves.

7.13  NEW PERSONNEL
Floor Wardens are responsible to ensure that all new employees in their
zone of control (full time, part time and casual) are fully aware of the
Emergency Control Pan.

7.14  TESTING
The Fire Control System is to be tested once weekly. The Chief Fire
Officer is responsible to ensure that testing is up to date.

7.15 AUTHORITY
During an emergency situation, instruction given by the ECO personnel
will over rule normal management structure. The following is the
hierarchy structure for the ECO:

Chief Warden

Deputy Chief Warden
Communications Officer
Floor Wardens

Deputy Floor Wardens
Stair Wardens

Any First Aid Officer identified by an armband at the scene will tale
control of any casualties. A list of the current First Aid Certificate
holders is attached to these procedures.

7.16 IDENTIFICATION
The control of emergencies is greatly assisted when ECO Personnel are
easily identifiable by the occupants of the building and officers of the
emergency services. This identification is best achieved by the use of
coloured safety helmets as follows

Chief Warden

Deputy Chief Warden
Communications Officer
Floor Wardens

Wardens
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ECO personnel must put on their helmet upon becoming aware of an
emergency situation.

8. Smoke Free Working Environment
This policy applies to all employees, contractors and customers.

8.1 The Adelaide University Union recognises its responsibility to provide
a safe and healthy working environment, therefore all of our Adelaide
University Union sites are smoke free.

8.2 The Adelaide University Union guarantees to give every available
assistance to employees who are active smokers who indicate they
wish to reduce or give up smoking.

8.3 The Adelaide University Union will not give paid smoking time other
than those scheduled breaks as defined by the Enterprise Agreement.

8.4 Disciplinary action, as per the Employment Policy Code, shall only be
taken against an employee who habitually refuses to recognise or
ignores this policy.

9. Discrimination Free Workplace

The Union is an Equal Opportunity Employer and recognises its obligations
under the relevant Federal and State Laws, as follows:

Racial Discrimination Act 1975 (Commonwealth)

Sex Discrimination Act 1984 (Commonwealth)

Human Rights and Equal Opportunity Commission Act 1986
(Commonwealth)

Disability Discrimination Act 1992 (Commonwealth)

Equal Opportunity Act 1984 (SA)

10. Equal Employment Opportunity

10.1  The Union supports the principles behind equal opportunity legislation
as contained in the Equal Opportunity Act 1984.

10.2 No Union employee will suffer discrimination on the grounds of sex,
sexuality, marital status, pregnancy, race, religion, physical or
intellectual impairment and age (except where exempted in relation to
superannuation).

10.3  All direct or indirect discrimination will be eliminated from systems
relating to recruitment and selection, training, promotion, employee
benefits, overtime and remuneration.
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10.4  Grievance procedures will be accessible to any employee who has
reason to believe that there has been a breach of anti discrimination
principles.

10.5  The Human Resources Manager is appointed as Equal Employment
Opportunity Coordinator with delegated responsibility to ensure that
the workplace is free from discrimination.

11. Affirmative Action For Women In Employment

11.1 The Union supports the principles of Affirmative Action and the
development of Affirmative Action strategies in the workplace, in
keeping with the Affirmative Action Agency legislation.

11.2 The Adelaide University Union management will ensure positive
measures to encourage women employees to develop their work skills
and career opportunities as is possible within the limits of the work
environment.

11.3 Completion of the Equal Opportunity For Women in the Workplace
Annual Report will involve consultation with female employees,
development of strategies, implementation of affirmative action
programs and identification of training requirements.

12. Harassment Free Workplace (General & Sexual)

121 AIM
The Adelaide University Union believes its employees have the right to
work in an environment free from intimidation, threat and humiliation.
Harassment, in any form, is disruptive to the well-being and job
performance of co-workers, and will not be tolerated by the Union.
The Union is committed to implementing strategies that will prevent
and eliminate harassment occurring within the Union.

Harassment may be related to any of the seven grounds covered by the
South Australian Equal Opportunity Act, 1984 (age, sex, marital
status, pregnancy, sexuality, impairment - physical or intellectual and
race) as a form of discrimination, which is unlawful.

Discrimination on the basis of religious belief or trade union affiliation
is also unlawful under the Human Rights & Equal Opportunity Act.
Harassment also contravenes the Union's Equal Employment
Opportunity policy, and makes it an unsafe, and hazardous workplace,
contrary to the Union's Occupational Health and Safety policies and
obligations.
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POLICY STATEMENT

WHAT IS HARASSMENT?

Harassment, in general, is unsolicited and unwelcome behaviour which
may cause offence, distress or humiliation to its recipients, and which
creates an intimidating, hostile or offensive work environment. Acts or
behaviour which may appear to be humorous and/or insignificant to
one person may be disturbing and distracting to another. Harassment
occurs when the behaviour and/or language in question is found to be
offensive by the recipient. Behaviour that neither party finds offensive
is not harassment.

Harassment in the workplace may take the form of (but is not limited

to):

(@)  coercive behaviour used to control, influence or affect the career
or job of a person;

(b)  offensive jokes, suggestions or derogatory comments about
another worker's racial or ethnic background, religion, sexual
preference, political affiliation, disability or physical
appearance;

(c)  display or distribution of pictures and posters which are
offensive and/or obscene;

(d)  derogatory or offensive material sent through electronic mail
systems or other computer systems;

(e)  expressing stereotyping, that is, assumptions about individual's
group behaviour, values, culture or abilities;

U] physical contact such as frequent brushing against a person,
pinching or patting or putting and arm around someone when it
is unwelcome;

() intimidation, abuse or assault.

(If any of the above includes an element of sexual
behaviour it could be construed as sexual harassment).

Sexual harassment is a general term covering many forms of
unwelcomed behaviour of a sexual nature or having sexual
connotations. This can include:

« touching another person’s body

. offensive visual material (eg as posters, or via computers)

« Spoken comments or jokes

« requests for sexual favours

. repeated requests for dates after having been refused.

« abusing a position of power to try to obtain sexual favours.
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The key word is UNWELCOME. If any of the above behaviours is
unwelcome and it is reasonable for the person to whom it is directed to
feel offended, humiliated or intimidated, then it is sexual harassment -
regardless of the intentions of the person doing the behaviour.

Sexual harassment can also encompass a general climate in a
workplace. It can create an uneasy, intimidating, hostile environment,
which has a bad effect on health, work performance, job satisfaction
and productivity.

Sexual harassment very often has little to do with sex and a lot to do
with one person exercising power over another. The second person
often is not in a position to demand that the behaviour stop.

Humour, friendship and relationships based on mutual consent are
NOT sexual harassment. However, consent is something actively
given, as opposed to "just going along with™ because of being too
uncomfortable, embarrassed or scared to object openly.

Sexual harassment can involve employer and employee (or potential
employee), employee and employee, or employer/employee and client.
All categories of employee are covered (eg full/part time, contract,
casual, unpaid, agent, voluntary).

Sexual harassment can involve male and female, male and male, or
female and female and can involve persons of transgender.

12.3 EFFECTS OF HARASSMENT:

(@  Employees who are subjected to harassment suffer a reduction
in the quality of their work environment. Allowing harassment
to occur is, therefore, a form of indirect discrimination.

(b)  Harassment, whether committed by a co-worker, supervisor,
volunteer, senior manager or Board member will be seen as
misconduct and a breach of discipline, and will not be tolerated.
Harassment by Union employees of the public is also seen as
misconduct and is a breach of the Equal Opportunity Act, 1984

(c)  Afinding that harassment has occurred can result in disciplinary
measures being taken against the employee/Board member
responsible. Those in authority who knowingly tolerate such
behaviour are also guilty of misconduct. It is the responsibility
of all supervisors and managers to ensure that individuals are
not subjected to harassment.

(d)  The Union is committed, both by legislative requirement and
organisational value, to ensuring its staff are able to work in a
harassment free environment. This means that the Union will
protect staff from harassment by students or other clients of the
Adelaide University Union.
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124  SCOPE:
This policy covers all premises owned or leased by the Adelaide
University Union and all activities held by the Adelaide University
Union

13. Structure For Dealing With Grievances or Complaints Based
on Harassment:

Below are a series of principles and a procedural framework, which will govern
the manner of dealing with any grievance or complaint raised by a staff member
in relation to harassment.

13.1 PRINCIPLES:
The Adelaide University Union affirms the following principles:

(@  Commitment at every level of responsibility in the organisation,
to the fair and efficient resolution of complaints and grievances

(b)  Commitment to informal resolution, at the local level, wherever
possible

(c)  Commitment to continuous improvement through systemic
analysis of recurrent problems

(d)  Observation of principles of natural justice including:

Q) where a formal complaint is made, ensuring the
respondent knows all allegations in relation to their
behaviour

(i) theright of all parties to a complaint to be heard

(iii)  the decision maker is fair and just and free from conflict
of interest

()  Complainants will be taken seriously and affirmed; provided
with comprehensive information about the options available to
them; kept informed about any actions undertaken; and
supported as necessary throughout the process of resolution of
their grievance

) Complainants will not be subject to victimisation, retaliation or
detriment

()  All parties to a complaint have the right to a support person of
their choice and an advocate in any formal proceedings

(h)  Adequate resources will be available for effective resolution

M Where investigation is appropriate this will be independent,
knowledgeable in the relevant area and observe all other
principles

()] Principles of procedural fairness will be adhered to. These
include:

0) timeliness
(i)  transparency
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(iii)  confidentiality
(iv)  maintaining the privacy & dignity of all parties
(v)  accessible, compatible and consistent processes

(k)  Those responsible for complaint handling will be accountable
for their actions.

13.2 WAYS OF DEALING WITH HARASSMENT: A PROCEDURAL
FRAMEWORK:
Complaints may be dealt with informally or formally; internally or
externally. The very first step however, is to seek information about
the various options available. Anyone who feels harassed and is
thinking about whether they may wish to make a complaint may
approach a Contact Officer or supervisor for information about how to
proceed. These conversations are confidential and do not oblige an
individual to take any further action

(@ INFORMAL:
The idea of informal processes of resolution is that;
Q) misunderstandings can be rectified,

(i) processes are local and involve a minimum number of
people, minimal files are kept,

(iii)  there are minimal repercussions, and there is
(iv)  amaximum possibility of resolution.

(b)  Where there was misunderstanding rather than malicious intent,
grievances will be most easily resolved through informal means.
There is generally little loss of face for any person whose
behaviour has caused offence and interventions at this level can
be creative and appropriate.

(c)  The process at this stage remains in the control of the
complainant and will be constantly attentive to the needs of the
complainant which may include:

Q) being listened to

(i)  feeling supported and affirmed

(iii)  having control of the next stage of the process
(iv)  having safety concerns addressed

(v)  believing the matter will be treated confidentiality
(vi)  not feeling judged, or criticised or told what to do

Informal processes of resolution have the potential to restore
and in some cases to improve the working relationship and are
thus the preferred mechanism for resolution.

The Union will ensure there are always at least two Contact Officers,
one male and one female, who are available to any potential
complainant or person who has been named in a complaint. One of the
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Contact Officers will be an Educational Welfare Officer and the
seconded nominated by the General Manager, who will meet the
criteria listing in 14.1. Additionally, supervisors/Area Managers may
also be approached.

13.3 Informal processes may include:

(@)  Taking no action. The process of being heard, affirmed and
assisted to consider available options will in some instances, be
sufficient to enable the person to resolve the matter for themself
without taking any further action.

(b)  Direct action. The person may decide to deal with the issue
themselves without any intervention of a third party. This might
involve speaking with or writing to, the other person.

(c)  Supported action. The complainant may wish to have the
assistance of a third party in addressing the matter with the
relevant party/ies. Such assistance may be provided by a
supervisor, a specially trained facilitator, i.e. Educational
Welfare Officer, an office bearer of a student body or other
organisation, counsellor, or other appropriate person. This
might take the form of a meeting, letters or a third person
speaking to each of the parties involved.

13.4 Formal:

(@  Whether the complaint is to be made within the university or to
an external body, it is marked by the detailing of the complaint
in writing.

(b)  Elements of the Informal processes such as mediation and
conciliation will also be available at this level. These will
however be documented and reviewed in a more formal manner
once a written complaint has been received.

(c)  Formal processes may also mean an investigation of the matter
will be undertaken, the respondent informed and provided with
an opportunity to respond in full.

(d  Recommendations for further action may be made. Such
recommendations may include disciplinary action against a
student or staff member or such other penalties as may be
deemed appropriate. Penalties may also be recommended
should the complaint be found to be frivolous or vexatious.

(e)  Anyone wishing to make a formal complaint in the Adelaide
University Union is advised to put their complaint in writing
and address it to their direct supervisor or Human Resource
Manager and/or the Contact Officers. Whoever receives the
letter is obliged to deal with it according to the principles
outlined above.
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135 External
For a variety of reasons, a complainant may wish to access a complaint
resolution process outside the Adelaide University Union. Such
reasons may include the seriousness of the matter or lack of confidence
in the organisations ability to deal fairly with the issue.

The external avenues for complaint may include such bodies as:

. the police

. the Equal Opportunity Commission

. the Human Rights and Equal Opportunity Commission
. atrade union

« orany other applicable body

13.6  Where staff are harassed by users of the Adelaide University Union
facilities and services.

The Adelaide University Union will take every possible step to ensure
staff are not harassed by users of the facilities and services.

These steps may include, but are not limited to:

(@)  Preventative strategies

Q) information given to all parties hiring Union facilities
and equipment

(i)  publication of the Union’s intention to evict any
individual harassing a staff member during the course of
receiving a service

(iii)  general material available promoting harassment free
zones in all Union facilities

(iv)  co-operative strategies undertaken with the University of
Adelaide to target a common group of clients.

(b)  Remedial strategies
Where there are witnesses to the behaviour,

Q) an offending person may be asked to desist from the
behaviour and given a warning by a manager that if there
is a repeat of their behaviour, they may be asked to leave
or evicted

(i) users of facilities or services may be blacklisted

(iii)  users of services may be asked to leave, or in extreme
cases, evicted by a senior manager/security

(iv)  offenders who are asked to leave or evicted may be asked
to meet with a senior manager to negotiate an agreement
by which they will continue to use the services without
offending.
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14. Roles and Responsibilities of staff involved in dealing with
grievances.

141 CONTACT OFFICERS

Although supervisors and managers are the ones responsible for
providing an harassment-free workplace, the Union is committed to
providing a choice of people to approach from whom employees may
seek assistance.

Contact Officers provide an alternative confidential contact point for
those members of staff who, for whatever reason, prefer not to take
their complaint directly to their supervisor or choose to contact
someone outside their immediate work area. Contact Officers act as a
support person and source of options clarification for a person making
a complaint or being named in a complaint.

Thus it is not acceptable, in the cause of natural justice, for the Contact
Officer handling the initial contact to be given the task of investigating
complaints, mediating between parties or supporting another person
named in a complaint.

Contact Officers are the visible and approachable face of an anti-
harassment program. They will ideally represent people from a diverse
range of backgrounds and sections of the Union and have credibility
with all sectors of the work force, so that all staff have easy access to a
Contact Officer.

They will be chosen and trained in such a manner that staff are willing
to trust them with what might be intimate and embarrassing
information.

(@) Role of Contact Officers

The primary role of a Contact Officer is to provide those
making complaints with support and information about the
available options and assist them to choose and follow through
any action they wish to initiate.

It is the role of Contact Officers to:
Q) listen and attempt to relieve initial distress
(i) suggest and explore options for resolving a complaint

(iii)  assist the person in attempts to resolve the matter
informally

(iv)  accompany the person to interviews and/or internal
inquiries if the person desires. The role of a Contact
Officer in any such interview is to provide support. This
may take the form of literally or metaphorically holding
their hand; at their request, acting as witness or clarifying
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the policy and procedure; or taking notes in order that
they may assist in debriefing and recalling what occurred
after the interview.

(v)  refer the person to external agencies for counselling,
support or advice if he/she desires;

(vi) by negotiation, follow up to determine if the negotiated
agreements are working and harassment has ceased.

(b)  Responsibilities of Contact Officers
The Contact Officers have a responsibility to:
Q) be identifiable
(i) undertake relevant training

(iii)  observe principles and practice of confidentiality and in
particular, never discuss complaints or inquiries in any
identifiable way with anyone without the permission of
the person making the complaint, and in those cases,
only with those with a legitimate right to know

(iv)  beaware and sensitive to the issues involved in the
various forms of harassment

(v)  provide information about the range of options available
to the Union's harassment grievance procedure. These
include dealing with it internally, lodging a complaint
under the Commonwealth or State anti-discrimination or
EO legislation or appropriate union; or reporting a
criminal offence to the appropriate bodies;

(vi) acknowledge personal biases and/or lack of knowledge
and refer to another more qualified person if appropriate

14.2 MANAGERS & SUPERVISORS

Managers and supervisors will often be responsible for dealing with
both formal and informal complaints.

(@) Responsibilities of Managers and Supervisors

Q) Ensure confidentiality in all matters

(i)  Beavailable to those with complaints, those complained
against and Contact Officers for discussion of complaints

(iii)  Be clear whether the complaint is being made formally
or informally and act accordingly
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(iv)  Establish with the complainant, the impact of the
behaviour concerned

(v)  Where appropriate, ensure the person/s complained
against understand the impact of their behaviour and
have the opportunity to apologise if that was not their
intent and to enter into such agreements as will ensure
neither that behaviour nor any similar occur again.

(vi) Be available to act as chairperson of a mediation or
conciliation meeting with both parties and negotiate an
acceptable resolution;

(vii)  Ifaresolution cannot be achieved, advise the person with
the complaint of what further action he/she can take;

(viii) Ensure that any proposed remedial action is agreed upon
by all parties and is undertaken;

(ix)  Report back to all appropriate people and maintain
contact with the complainant to ensure neither
harassment nor reprisals have occurred,

(x)  Contact Grievance Officers for assistance in resolving
cases if necessary

(xi)  Take any steps necessary to ensure no victimisation
occurs of any person as the result of making a complaint.

143  GRIEVANCE OFFICERS

In order to ensure that every type of harassment grievance is handled in
an appropriate manner, the Union will appoint the General Manager
and Human Resource Manager as Grievance Officers.

Grievance Officers are an additional resource in the grievance
procedure, providing an alternative investigatory mechanism and a
mechanism for quality control.

Whilst it is not practicable nor desirable to have all harassment
complaints investigated by Grievance Officers, there are times when
supervisors and managers will not know what to do or be the best
person to investigate the complaint. In these cases a Grievance Officer
can assist the manager by providing advice, acting as a mediator or by
investigating the case him/herself, or by authorising an external and
knowledgeable investigator.

Grievance Officers are the public face of the Union's commitment to
resolve harassment complaints. They are seen as the 'experts’ as they
are specifically nominated to investigate and resolve harassment cases.
Grievance Officers will need to be highly trained and be able to bring
experience and expertise to difficult issues.
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The Grievance Officer's primary roles are to attempt conciliation
between the parties and to investigate formal complaints.

(@) Responsibilities of Grievance Officers
It is the responsibility of Grievance Officers to:

Q) Be available to managers and others to answer enquires
about harassment in general, and to assist in the
resolution of harassment complaints if requested:;

(i)  Determine whether or not a complaint should be handled
by the Union or an outside agency or external
Conciliator,;

(iii))  Act as mediator when requested;

(iv)  Ensure correct industrial processes are observed in the
management of complaints

(v)  Ensure no victimisation occurs as the result of the
making of a complaint

(vi)  Ensure that complaints are resolved in a satisfactory
manner and that where necessary, training and other
accessories to organisational learning occur.

(b)  Training
It will be the responsibility of the Human Resources Manager to

ensure that the appropriate training is given to all Contact
Officers and Grievance Officers.

In addition, an education program is to be implemented for
existing employees, including managers and supervisors and
included in the induction of new employees. The purposes of
this education program is to ensure all employees are aware of
the existence of the policy, their rights in regard to
discrimination and harassment and the mechanisms for raising a
complaint. The education program may include, but not be
limited to:

Q) awareness training for employees

(i) apublicity campaign for employees and users of the
Union facilities and services

(i) publication of the contact details for Contact Officers and
Grievance Officers

14.4 Review of Policy
This Policy will be reviewed no later than July, 2005. Any employee
may comment on the need for changes to the policy at any time. An
earlier review will be at the discretion of the General Manager or the
Board of the Adelaide University Union.

(@  The Union supports an harassment free work place, covering
both general and sexual harassment).
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The General Manager has appointed the Human Resources
Manager as Harassment Grievance Officer.

Grievance Procedures will follow a network model of Co-
ordinator, Mediator and Contact Officers.

Detailed Procedures attached to the Harassment Policy are
incorporated in the Human Resources Policy Manual, located in
the Union’s Area Information Centres.

The Contact Officers will be recommended to the Executive
Committee by the General Manager. There will be a minimum
of two contact officers which will include both a male and
female person. Both the food and beverage department and
administration department will be represented.

Drug & Alcohol Policy

The AUU is committed to providing a safe, healthy and productive workplace
in accordance with requirements under the Occupational Health, Safety and
Welfare Act 1986. All employees of the AUU have a responsibility under the
above Act to ensure that they take reasonable care to protect their own health
and safety and that of others whilst in the workplace by not being affected by
alcohol or other drugs to the extent that it impacts on their own or another
person’s work performance or safety.

The effects of intoxication and the regular use or dependence on alcohol or
other drugs are associated with impaired judgement and skills, reduced
concentration, absenteeism and increased accidents. These behaviours and
activities may seriously affect employee safety and standards of practice
within the AUU.

Employees who have concerns about working with any other employee due to
possible alcohol or other drug use should consult with their manager or
supervisor immediately.

For the purpose of this Policy, the AUU defines alcohol and other drugs as
follows:

(@)
(b)

“Alcohol” refers to any beverage, containing an alcoholic content, that
temporarily impairs a person’s physical or mental capacity.

“Other Drugs” refers to a chemical substance, whether it is legal or
illegal, which may have the ability to impair a person’s physical or
mental capacity. These can include prescribed drugs issued by a
medical practitioner, or non-prescribed drugs, for example, but not
limited to, speed, heroin, amphetamines, LSD, crack, cocaine, ecstasy,
marijuana, etc.
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15.5 Employees of the AUU are prohibited from:

@) Selling, distributing, manufacturing, possessing or consuming alcohol
during working hours, except where required under normal duties of
employment; and

(b) Selling, distributing, manufacturing, possessing or consuming other
drugs during working hours; and

(©) From arriving at work or returning to work from any break under the
influence of alcohol or other drugs.

15.6  However, there may be certain occasions where alcohol may be available at
AUU functions. In these specific situations, the AUU accepts that alcohol may
be consumed within the appropriate guidelines and with the permission of
management.

15.7 In instances when employees attend either workplace functions or functions on
behalf of the AUU, management and employees will be expected to behave in
a professional and responsible manner, ensuring that duty of care is provided
to both themselves and others.

15.8 In circumstances where an employee is taking prescribed drugs issued by a
medical practitioner to manage a specific condition that may interfere with
their work performance, they are required to notify their manager/supervisor.
The manager/supervisor, in consultation with the employee (and the
employee’s doctor if relevant to the particular circumstances), may (if
practicable) make adjustments to the work requirements of the employee
concerned. If this is not possible and the situation is temporary, the employee
will either resume or commence sick leave until the employee is able to
resume work.

15.9 In the event that an employee has disclosed information regarding prescribed
drugs issued by a medical practitioner to their manager/supervisor this
information will be treated as strictly confidential.

15.10 Any information the organisation may receive concerning an employee’s
dependency on alcohol or other drugs will be treated as strictly confidential.
Professional counselling will be offered as far as practicable.

15.11 Whilst the right of employees to consume alcohol or take other drugs is
acknowledged, the AUU regards it as inappropriate to do so in the workplace.
Therefore, the AUU reserves the right to take action is an employee is:

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

(b) Found in possession of alcohol on AUU premises during working
hours;

(© Found in possession of other drugs or drug equipment on AUU
premises; or
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(d) Affected by alcohol or other drugs, so that the employee’s work
performance is affected.

15.12 An employee found possessing, consuming, distributing, selling or
manufacturing alcohol , except when required under normal duties of
employment, or other drugs or under the influence of alcohol or other drugs,
on AUU premises will be subject to disciplinary action, which depending on
the nature of the incident, which may result in the employee being:

(@ Counselled; and or

(b) Instantly suspended from their duties on full pay, pending the outcome
of an investigation into the incident; and or

(c) Instantly Dismissed.

15.13 In the event that an employee is found possessing, consuming, distributing,
selling and or manufacturing illegal drugs such as bit not limited to, speed,
heroin, amphetamines, LSD, crack, cocaine, ecstasy, and marijuana, the AUU
reserves the right to report that employee to the appropriate legal authorities.

15.14 Any substance found in the possession of an employee will be confiscated.

15.15 In accordance with the AUU Policy on the Use of Motor Vehicles, employees
are not permitted to use AUU provided motor vehicles if they have consumed
alcohol or other drugs. The AUU accepts no liability for any damage to the
AUU provided motor vehicle, injury to any person or damage or injury to any
third party, incurred while the driver of an AUU provided motor vehicle is in
breach of this Policy or the law. The driver of any AUU provided motor
vehicle found to have consumed alcohol or other drugs prior to, or whilst,
driving an AUU provided motor vehicle will be deemed to have committed a
serious misconduct and will be subject to disciplinary action, which may
include termination of employment.

15.16 In addition, the AUU accepts no liability for any damage to an employee’s
personal motor vehicle, injury to any person or damage or injury to any third
party, incurred while the driver of that personal motor vehicle is on AUU
business if that motor vehicle is being driven in breach of this Policy or the
law.

15.17 The AUU reserves the right to search its premises for alcohol or other drugs.
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16. Duties of Chief Warden

The Chief Warden, on becoming aware of an emergency should take the following
action:

16.1  Ascertain the nature of the emergency and determine the appropriate
action.

16.2  Ensure that the appropriate emergency service has been notified.
16.3  Ensure the Floor Wardens are advised.
16.4 If necessary, initiate the evacuation and controlled entry procedure.

16.5 Brief the Emergency Service Personnel on type, scope and location of
the emergency and the status of evacuation.

17. Duties of Deputy Wardens

The Deputy Warden, on becoming aware of an emergency, is responsible to the
Chief Warden for the following:

17.1 Notifying the appropriate ECO Personnel either by the EWIS or other
means.

17.2  Transmitting and recording instructions and information between the
Chief Warden and the Floor Wardens.

17.3 Recording the progress of the evacuation and any action taken by the
Floor Wardens.

18. Duties of Floor Wardens

On hearing an alarm or becoming aware of an emergency, Floor Wardens should take
the following action:

18.1 Commence evacuation if the circumstances on the floor warrant them.
18.2 Implement the emergency procedures for their floors

18.3  Communicate with the Chief Warden by any means possible (usually
the Warden intercom phones), and act on his/her instructions

18.4 Direct Wardens to check the floor for any abnormal situation

18.5  Advise the Chief Warden as soon as possible of the circumstances and
action taken.
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18.6 Make sure all disabled people are placed in safe areas protected by fire
doors and inform the fire warden of their location so they can be
retrieved by the fire department.

19.  Duties of Wardens
Wardens may be required to carry out any number of tasks including:
19.1  Acting as Floor Wardens
19.2 Calling the appropriate Emergency Services
19.3  Operating the Warden Intercom Phone
19.4  Checking Fire Doors are properly closed
19.5  Searching the Floor to ensure all persons are accounted for.
19.6  Ensuring orderly flow of persons into stairwells, etc.
19.7  Assisting the mobility-impaired persons.

19.8  Operation of first attack fire fighting equipment such as portable
extinguishers and hose reels, when suitably trained.

20. Action on Outbreak of Fire

20.1 Person Detecting Fire:
(@)  Alert persons nearby and requests assistance
(b)  Call the Fire Brigade either by operating the nearest fire alarm

or by telephoning 000

or Maintenance Project Manager 0405342716
or Union Stewards on 35992

or University Security on 35990

(©) Inform Chief Warden on location of fire via Warden Intercom
(d)  Use fire-fighting equipment if safe to do so
(e) Evacuate if necessary, closing doors to confine fire.

21. Chief Warden

21.1 Determine the nature of the nature of the emergency and initiate action
required to safe guard persons and property.

21.2 Contact University of Adelaide Security who will contact Fire Brigade
to conform call has been received.
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22. All ECO Personnel
Under direction of the Chief Warden:

22.1 Proceed to a holding area, as specified by the Chief Warden, taking
mobility-impaired persons in their charge.

22.2 Ensure all mobility impaired persons are in their charge.
22.3 Maintain a calm atmosphere among their charges.

22.4 Proceed with evacuation when instructed to do so by the Chief Warden.

23. Current First Aid Certificate Holders

Listed in OH&S folders located in all areas.

24. Privacy Policy — Refer to Rules, Policies & Constitutions
Manual
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HUMAN RESOURCES - PAYROLL

AUTHORITY

A Policy of the Adelaide University Union (A.U.U.) enacted pursuant to the Rules
Concerning A.U.U. Rules and Policy.

POLICY

1. Letters of Appointment

1.1 Each employee shall be appointed their employment in writing, i.e. Casual,
Part Time, Limited Term Contract, Full-time.

1.2 Each letter shall reflect the terms and conditions of the Union’s Enterprise
Bargaining Agreement and will incorporate the statutory requirements of
any appointment letter. This will include those employees, such as
management, whose engagement is by specific contract documented in
writing, except to the extent of expressed clauses, which will take
precedence in the contract of employment.

1.3 Each new employee shall be given two copies of their letter of appointment
and will be required to acknowledge their acceptance by signing and
returning one copy for their Personal file which will be maintained in the
confidential Human Resources files. Senior Managers personal file will be
kept in the General Managers office.

2. Leave

2.1 (@  Annual leave and long service leave taken by an employee must be
authorised by their Area Manager/Supervisor.

(b)  Any leave taken by the General Manager of the Union must be
reported to the President of the Board.

2.2 Long Service Leave:
Pro rata Long Service Leave entitlement may be taken provided the request
for this is made by the staff member and is approved by the General
Manager of the Union.

Long Service Leave may be taken in singular days, if a request is made by a
staff member and is approved by the General Manager.
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2.3 Leave Without Pay:
Leave without pay may be granted on compassionate grounds or it can be
shown that both the Union and the employee will benefit by the taking of
this leave.

All “leave without pay” requests must be made in writing to the Human
Resources Manager stating the reason and period of time sought without
pay. All such leave must be approved by The General Manager and be
supported by the employee’s Manager.

3. Hours worked

Under the Industrial and Employee Relations Act 1994, the Adelaide University
Union is required to keep a record of all employees times of beginning and ending
work on each day, the wages paid to each employee and a record of annual leave,
sick leave, parental leave and long service leave granted to each employee.
Therefore the following procedures will need to be followed by ALL employees.

3.1 All employees will be responsible for completing and lodging an Adelaide
University Union Weekly Timesheet with their Area Manager/supervisor on
a fortnightly basis. These time sheets will include the following
information:

(@  Day, Date, Start Time, Break, End Time, Department
(b)  Total Hours worked - normal, overtime, time credits

These records shall be checked regularly, and endorsed by the relevant Area
Manager/Supervisor.

An employee has an obligation to the employer to complete the timesheet
accurately. It is an offence to falsify a timebook.

It will be the responsibility of the area manager/supervisor to ensure that all
timesheets are delivered to the Payroll Officer by 10.00am on Monday. If
the Payroll Officer does not receive the time sheets by this time the
employee will risk not being paid on the scheduled pay date.

Any concerns related to the keeping of time records by the Adelaide
University Union shall be raised with that employee within one week of the
lodging of the time record.

The senior management team which consists of General Manager,
Commercial Manager, Finance and Development Manager, Student Services
Marketing Manager and Human Resources Manager will not be required to
complete weekly timesheets. The General Manager and the President of the
Union may dispense with the operation of the above mentioned Clause if he
or she sees fit in the case of any employee.
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3.2 Any employee who has taken sick leave will be required to complete the
appropriate leave form. This leave must be authorised for payment by the
area supervisor/ area manager. This completed form will be required to be
forwarded to the Payroll Officer by 1.00pm Monday for processing. In
reference to Clause 13 Absence from Work, the employee will be required to
provide a medical certificate when the absence occurs immediately prior to
and/or immediately after a public holiday or week-end or when the absence
is two or more consecutive days. If the Payroll Officer does not receive a
medical certificate (in the above mentioned circumstances) the employee
will risk not being paid for their absence.

3.3 The Human Resource Manager will be responsible for the monitoring and
record keeping of all employees Time Credits, Time off in Lieu. The Human
Resource Manager will advise the area Supervisor or Area Manager when
40hours or 5 days has been accrued. If requested, any Supervisor or Area
Manager may be issued with a monthly report, which will indicate their
employees accrued hours. All accumulated Time Credits and Time off in
Lieu is to be taken prior to the 31 December each year, unless prior approval
has been given by the Union President, General Manager and/or Human
Resources Manger. Any time credits or time off in lieu is to be authorised by
the Area Manager prior to the staff member accumulating the additional
hours.

3.4 All other leave (bereavement, carers, annual, long service and parental) will
be included in their fortnightly pay upon receipt of the appropriate leave
form. The leave must be authorised by the area supervisor and/or manager.
If leave payments are required in advance, for example long service, annual
or parental leave, the forms must be received by the Payroll Officer at least
two weeks prior to the requested leave.

35 Staff Representative on Board
“Staff” representatives attending out of normal hours at Union Board
Meetings only be recompensed at overtime rates, and provided with the
evening meal.

3.6 Treatment of Hours of Duty Whilst Interstate at a Conference or Meeting:
All days spent by staff travelling to or attending conferences or meetings
interstate shall be treated as a standard day.

If overtime is claimed due to exceptional circumstances, that will have to be
stated in the travel proposal and taken into consideration when considering
the travel submission.

4. Overtime

4.1 Except in an emergency all overtime worked must be authorised by the
relevant area manager prior to working overtime hours.
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4.2 The Overtime Policy operates within the definitions contained in the
organisation’s Enterprise Bargaining Agreement.
4.3 @ In the event of a dispute, the matter is to be referred to the

Human Resources Manager in the first instance.

(b)  If unresolved, the matter shall be dealt with in accordance with
the Grievance process, AUU Enterprise Agreement, clause 3.2.

5. Higher Duties Payments

51 Where an employee is required, by the Board or the General Manager
of the Union, to perform the duties of another position to which a
higher salary applies, the conditions of the respective Award or
Agreement apply.

5.2 An employee required to perform "higher duties” will be advised of
this in writing prior to commencement of the higher duties and will be
given details of the duties and appropriate classification/level to be
paid.

5.3 For an employee to be paid for higher duties a form must be completed
and signed by both the employee and supervisor/area manager. Clearly
stating the date, time and the level to be paid. This form is available
from the Union Administration.

6. Bonus Arrangements

The AUU may, at its discretion, negotiate with individual staff members for the
payment of bonuses with such bonuses being linked to achieving performance
indicators agreed with the staff member concerned. Any such agreed bonus will be
in addition to the terms and conditions of employment for that employee as set out in
the either the Adelaide University Union Employees Enterprise Agreement 2005 and
its successor agreements or the employees individual contract of employment.

6.1 The negotiation of bonus arrangements will be subject to the following
conditions:

(@ Any bonus arrangement negotiated must be in writing signed by the
employee with a copy being place in the employee’s Personnel File;

(b)  Any bonus arrangement negotiated will only apply for one calendar
year;

(c) There is no automatic renewal of any bonus arrangement negotiated;

(d) If an employee meets the performance indicators required to be met
under any bonus arrangement, the bonus will be paid on or before 31

March of the following year or on completion of the audit of the
books accounts of the AUU, whichever is the later; and
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(e) If any employee ceases to be employed by the AUU, regardless of the
reason for leaving, prior to the end of the calendar year for which the
bonus arrangement was negotiated, there is no entitlement to the
bonus payable under that arrangement regardless of whether the
performance indicators are being achieved as at the date of departure.

6.2 Before any arrangement to pay a bonus becomes effective, the AUU
Executive must first approve such an arrangement and has the absolute
discretion to amend such arrangements as it thinks fit including varying the
conditions noted above.

7. Confidentiality

7.1 Due to the degree of confidentiality required within the Payroll
Department, each employee who is required to work in this department
will be required to sign a contract stating that all information, records
and pay details either discussed or worked with are to remain solely the
information of the Payroll Department and to only be discussed with
Senior Management, when requested

7.2 If this contract is breached the matter shall be dealt with in accordance
to the Adelaide University Union Human Resources Communications
Policy 4, Counselling/Reprimand/Dismissal Procedures.

7.3 Due to the degree of confidentiality required within the HR area of the
AUU, student representatives on the Executive Committee will be
required to sign a contract stating that all information, records and pay
details discussed is remain confidential.

8. Personnel Records

8.1 Personnel records shall be securely kept by the Human Resources
Department or General Manager and will remain the property of
Adelaide University Union.

8.2 The Union Board, or the Executive Committee, shall, by resolution,
have access to all information relating to the employment of any
employee. The employee concerned shall be notified by the Human
Resources Manager or the General Manager of this resolution.

8.3 Individual Board members, excluding the Adelaide University Union
President shall not have access to personnel records.

8.4 All significant matters relating to an employee's employment which are
known to the relevant Manager/Supervisor or the General Manager of
the Union (excluding "In Camera" Minutes and references) shall be
kept on a personnel record and shall be available for perusal by the
employee. An employee shall have the right to include any statement of
his/her own on the record.

Human Resources Payroll Policy Page 59 of 62



8.5

8.6

8.7

8.8

e
o Lt e

A Policy of the Adelaide University Union

An advocate of the employee’s choice, which may include the Staff
Representative on the Union Board, relevant Trade Union delegate or
Trade Union Official may have access to a personnel record, but only
with the consent of the employee concerned in writing.

Documents which are proven to be grossly defamatory, irrelevant or
unsubstantial relating to an employee shall be destroyed immediately.
Documents which may fall into this category are to be referred to the
Union's Executive for decision.

Notwithstanding any of the preceding, the General Manager of the
Union may maintain records on an employee other than in the
employee's personnel record and may refuse the employee access to
that information if special circumstances exist for doing so. These
special circumstances include where matters are being litigated; or in
the opinion of the General Manager there is a reasonable chance
matters will be litigated; or the materials concern an industrial dispute.

In a situation where an employee is discussed during an "In Camera™
session of the Union Board or Union Executive Committee, the major
points of that discussion shall be communicated, in writing, to the
employee concerned by the General Manager of the Union as a matter
of course. Unless the relevant Committee or Board decides otherwise.

The employee concerned, along with staff and/or Trade Union
representatives, shall be entitled to address the Board or any other
Union Committee in regard to statements made about themselves in or
out of camera.

9. Payroll Reports

9.1

9.2

At the end of each month the Payroll Officer will run an Employee
Audit Report. This will show all changes made to the Payroll System
and indicate who made these changes with the Payroll Officer or
Payroll Backup’s initials.

The Employee Audit report will be given to the Human Resources
Manager each month to be authorised.

10. Payroll Backup

10.1

10.2

Asuitable employee, as determined by Adelaide University Union
management will be trained in payroll department to ensure the Payroll
officer has backup for any leave taken.

The selected employee will be required to complete at minimum one
pay run every three months, to ensure they are kept up to date on all
payroll policies and software.
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11. Payroll Audit

111 Biannually the Payroll Officer and Human Resources Manager are to
complete a thorough check of all payroll rates, reviews and current
staff. This is to be done a month before the financial end of year and
calendar end of year. The Payroll officer and Human Resources
Manager are to ensure that employees who are no longer with the AUU
are terminated on the Payroll System, all staff are receiving the correct
wage and that all reviews are done at the expected time.

12. Payment Summaries

12.1  Atthe end of each financial year, the payroll department will print out
a payment summary for each employee who was hired by the Adelaide
University Union for that financial year. For confidentiality purposes
all group certificates will be sent out to the employee’s residential
address.

12.2 In the case of the employee either loosing the original payment
summary or it being sent to the incorrect address, they may obtain a
copy of their certificate from the payroll department. The employee
will need to show proof of identification or submit their new residential
address for the copy of the certificate to be sent to.
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Acceptance Form

Adelaide University Union requires that the following policies are read and clearly understood.
Once you are satisfied that you understand the requirements that these policies have on yourself
and the organisation, please confirm your understanding and acceptance of these policies by
signing and dating clearly against each policy. Should you require further information or
clarification prior to acceptance, please discuss with your Area Manager/Supervisor or Human
Resource Manager. Please return your signed form to your Area Manager/Supervisor by

Name of Employee

Department/Unit

Area Manager/Supervisor Responsible

Area Manager/Supervisor
Employee acknowledges | ;cxnowledges employee has
Name of PO"CY that the policies are read, been given a copy of the policy
understood and
accepted
Date Signature Date Signature
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