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The Union rules and the provisions of the Fair Work Act 2009 and Fair Work
(Registered Organisations) Act 2009 will prevail over the terms of the policy to the
extent of any inconsistency.

All words in this policy have the same meaning as words in the Union Rules.

1.
1.1

1.2

1.3

2.1
2.2

2.3
2.4

3.2

3.3

Recruitment and Termination of Employment Overview

The Union’s Manager with human resources responsibilities is responsible for
overseeing all aspects of recruitment and termination of employment processes.

All employed organisers must comply with the legislative requirements to have a
current workplace permit.

All job vacancies will be posted on the Union’s website, and copies of the selection
criteria will be made available from the Manager.

Recruitment

All recruitment and selection will be based on merit.

Normally, persons related to or closely associated with any official or employee of the
Union will not be employed by the Union.

No person on the selection panel may be related to the applicant.

If an applicant recommended by the selection panel is related or associated with an
official or an employee of the Union, the recommendation for employment must be
approved by the Branch Committee in writing.

Staff Induction

When a new employee commences with the Union, an induction program will provide
the necessary information, orientation and training so that he or she can enjoy a
smooth integration into the workplace. Much of the structured induction will occur
within the first four weeks of an employee’s commencement.

Each new employee will be required to sign a declaration that she or he has read,
understood and agreed to observe the Union Rules, policies and procedures.

For new staff, the induction period will run concurrently with and support his or her
probation period.

Staff Probation

Unless otherwise agreed in writing, all new employees (excluding casual staff) will be
on probation for six (6) months. This period is used to determine whether the
employee can satisfactorily carry out the duties of the position. During the
probationary period the following should occur:

The employee will meet with her or his supervisor to establish a work plan and
develop strategies to carry out his or her duties in accordance with the job
description.

The employee will participate in an induction program.

The employee will discuss with his or her supervisor any issues that may affect the
employee’s performance.

The employee will gain access to training and development, mentoring and
coaching, to help her or him meet the established goals.
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During the probationary period, two written formal review assessments will occur
(during weeks 10-12 and week 20), and there may also be an informal assessment.
The formal assessments will be completed by the supervisor with input from the
employee. The employee will be provided with the review assessment reports prior
to the review by the Manager.

Once the probation period has concluded at 24 weeks, the review assessment
reports will be reviewed by the Manager and the employee notified in writing of the
outcome.
Obligations of Employees
Employees will:
perform their duties to the best of their abilities and knowledge;
comply with the Code of Conduct;
use all reasonable efforts to promote the interests of the Union;
act in the Union’s best interests;
comply with Union policies and procedures; and
Not engage in any activity that is in conflict with their employment.

Employees will not be penalised if during the course of carrying out their duties their
Workplace Permit is cancelled if they were acting within the direction of their
supervisor.

Employees need to be aware of the Union’s policy in relation to workplace privacy
and the conditions imposed in relation to the non-disclosure of information to third
parties, use of email, the internet and social media. Employees’ access to personal
data is subject to audit.

As an individual member of the community, an employee has the right to enter into
public debate on political and social issues, but it must be made clear that the
employee’s view is not the Union’s view.

Consultation

The Union is committed to consulting employees about achieving the Union’s goals
and objectives, as well as workplace changes.

Following Branch Committee meetings, the Secretary (or a nominee) will report to
employees about any workplace issues.
The Rights of Workplace Representatives

The Union recognises the critical role of workplace representatives to assist and
protect the interests of members.

The rights of workplace representatives include:

the right to perform their role as workplace representatives without any
discrimination in their employment from management;

the right to speak on behalf of employees in their workplace;
the right to bargain collectively on behalf of employees;

the right to consult and access reasonable information about the workplace;
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the right to access Union facilities to distribute Union material and request
feedback;

the right to reimbursement for expenses incurred in representing the interests of
employees in the workplace and other Union Branches; and

The right to call meetings with members and management in the workplace.
Workplace representatives should ensure that they comply with the Union Rules and
the policies of the workplace when acting on behalf of members.

Performance Management

Employees are critical to the success of the Union in meeting its objectives and goals.
The elected leadership is accountable to the membership for setting and meeting
these goals and objectives.

The Union will ensure that employees have:

a clear goal plan; that the tasks to be performed are realistic for the expected
timeframe and outcome; and

a clear direction on how the work is to be done and to what standard.
The Union will assist employees by:

communicating their needs effectively;

providing training; and

Recognising an employee’s good performance.

8.3 Managers and supervisors are responsible for reviewing performance and conduct
regularly and providing training where needed.

8.4 Where managers and supervisors identify unsatisfactory performance or conduct,
clause 9 of this policy will apply.

9. Unsatisfactory Performance or Conduct

9.1 The following steps specify the process for identifying and managing unsatisfactory
performance or conduct:

Step 1

9.2 The employee’s supervisor will arrange a meeting and give at least 24 hours written
notice to the employee, including details of the place and time of the meeting and the
unsatisfactory performance or conduct and any supporting documentation.

9.3 The employee may elect to have a representative present. A record of the meeting will

be issued to each party and the employee’s supervisor will specify what action needs
to be taken, which may be:

No further action
Verbal warning

A Performance Improvement Plan that clearly records the standard of performance
or conduct required.

Step 2

9.4

Four weeks (or other period as specified in the Performance Improvement Plan) after
the first meeting, another meeting will be held to assess whether the required
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standard has been met. If it has not been met the employee will receive both verbal
and written notification. That advice will constitute a formal warning and, if
unsatisfactory performance or conduct persists it may result in a termination of
employment.

Step 3

9.5

9.6

10.
10.1

10.2

10.3

10.4

A final meeting will be arranged One month after the second meeting a final meeting
will be arranged to determine whether an acceptable standard has been achieved. If
not, the employee’s employment may be terminated, provided that the principles of
natural justice have been applied, namely:

That the employee’s supervisor has acted fairly and without bias;
That the employee is aware of the decision and its effect;
That all the arguments have been heard before a decision was made;

That the employee has had an opportunity to respond to adverse reports of his or
her performance; and

That the employee is provided with a written copy of the decision. If this cannot be
done immediately, the employee may be suspended with pay until a written
document is provided.

All copies of documentation must be retained on the employee’s personnel file.

Serious Misconduct
Serious misconduct could result in dismissal and may include, but is not limited to:
theft;
negligently endangering the health and safety of another person;
assault;
criminal activity ;

improperly accessing personal information about members or employees of the
Union;

a serious breach of trust; or
Failure to follow a reasonable direction.

If a serious disciplinary matter is identified the Secretary must be informed
immediately and a meeting called, giving the employee notice of the meeting and the
opportunity to bring a representative. A written record of the meeting should be
made.

Until the incident has been fully investigated and a decision made the relevant official
or nominated delegate should counsel the employee, or suspension may be
warranted depending on the seriousness of the breach.

If after the investigation, management can demonstrate that the employee engaged in
serious misconduct of a kind that would make it unreasonable for the Union to
continue the employment contract, the employee’s employment may be terminated,
provided that:

The Secretary (or nominated delegate) has investigated the facts and presented
them to the employee, along with objective supporting evidence.
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11.
11.1

12.
12.1

12.2

12.3
12.4

12.5
12.6
12.7

The Secretary (or nominated delegate) has demonstrated to the employee that he or
she should have been aware that his or her employment would be terminated
following such misconduct.

The employee has been given an opportunity to provide a reasonable explanation.
The employee’s explanation is not reasonable and acceptable.

The employee has been given a written explanation by the Secretary (or nominated
delegate) of the point above. If this cannot be done immediately, the employee may
be suspended with pay until a written document is provided.

Dispute Resolution

It is the responsibility of the Union and employees to take reasonable and genuine

steps to prevent or settle disputes as soon as possible:

Disagreements should be fully discussed between employees and their supervisor
when they occur, and workplace representatives may work with and assist with
resolution. Where disagreements cannot be resolved a written record must be made
and each party given a copy.

If a safety matter is involved, such as that employees and the work environment are
deemed unsafe, suitable alternative work should be found until the issue is resolved.
Procedure

It is important that the affected parties meet as soon as possible to discuss their

differences unless it is inappropriate.

If the issue is not resolved, the dispute must be referred to the Secretary (or
nominated delegate).

If the dispute remains unresolved a mediator will be appointed to assist.

A mediator can be appointed at any time during the dispute resolution procedure. The

mediator must be experienced in workplace disputes and be approved by the parties
concerned. If no agreement can be reached on a mediator, the mediator will be
appointed by the National President.

During the mediation a resolution may be suggested.

A resolution will require both parties to agree with the mediated or settled outcome.

Any costs will be met by the Union.

End of Policy
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