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INTRODUCTION
Purpose



ECCWA’s policies and procedures manual are our best practices, process descriptions, and standards for how work is expected to be performed. It is aimed that everyone understands what constitutes our policy and procedure manual and where a policy or procedure can be found when someone needs it. The main purpose of having policies and procedures is to establish a high degree of understanding, cooperation, efficiency and unity among our employees, fostered by a systematic application of quality management procedures.

This manual is one of the tools by which ECCWA programs and services can ensure that each and every worker (paid and volunteer) contributes effectively to achieve program objectives. Ultimately, ECCWA aims to become an organisation in which all stakeholders (community, clients, funding bodies, workers and management committee) have the utmost confidence and trust in the services that are delivered and in their personal experiences of ECCWA Programs.

Scope

This policy and procedures Manual (the Manual), of the Ethnic Communities Council of W.A has been designed to address all aspects of the operations of its Programs and the Board of Management is committed to reviewing it periodically, in consultation with staff. It is also envisaged that each program may/will have supplementary documents (Process maps, work instructions, Forms etc.) to support the service standards that they need to comply with. This Manual reflects the official “rules” governing the administration of the Programs from ECCWA’s perspective. It is therefore critical that all workers be familiar with the contents of this Manual and incorporates these standards into their work.

Limitations

The provisions of ECCWA program funding contracts, employment contracts, the SACS and other relevant Awards and relevant State and Federal Legislation will take precedence, if they are in conflict with the contents of this Manual.

Where policies or procedures of ECCWA differ with Commonwealth legislation such as Equal Opportunity or Anti-discrimination, the Board of Management members, Executive Officer, staff and volunteers will endeavour to make changes through the appropriate channels to effectively fulfil the requirements of the latter. The same applies when the provisions of the manual are in conflict with the program contractual obligations, employment contracts or the SACS and other relevant Awards.
SECTION 1: OUR BUSINESS
Our Vision:

A fair and just society, one in which all people are encouraged to participate fully in the life of the community and are supported to reach their full potential, where diversity is valued and people live in harmony.
Our Mission:
To work with member organisations, the community, government and non- government stakeholders to ensure:

· Ethnic community participation and consultation in decision making at all levels
· Just and harmonious relations within our multicultural community
· A consultative, advisory and training service to government and non - government organizations
· Provision of research and policy
· Access to all information and equitable share of government and community resources 
Our Values:
All staff and Board of Management members will be guided by the values outlined in this section in all aspects of their work at ECCWA. All programs and services at ECCWA will reflect these values in their planning, design and delivery. Therefore, commitments to social justice, diversity and good governance MUST be paramount in all decision making.

· Diversity and Inclusion - By building a diverse and inclusive workforce, we will improve service to our customers.

· Accountability - We are obliged to account for our services and accept responsibility in a transparent manner.

· Business Excellence - We will bring about powerful changes in our performance and culture to develop business resilience.

· Community Focus - We ensure that all aspects of our services put the interests of CaLD communities and their members first.
· Involvement of People - Our employees are motivated to be involved in continuous improvement and in determining training and development plans that improve their performance.

· Continuous Improvement - Where things are changing and developing quickly, it allows us to monitor and improve our services.
Our Objectives:
All staff, Board of Management members and volunteers will work towards achieving the following objectives;
ECC’s advocacy, policy and information program has the following objectives:
· Ensure that ECC’s policy positions contribute to Government policy making
· Promote and safeguard the interests of CALD communities and their individuals in WA and the CaLD organizations supporting them.
· Facilitate dissemination of state government information to ethnic communities.
 This can be achieved through the following actions:
a) Ensuring there are culturally and linguistically appropriate services targeting specific needs of women, elderly, youth, people with disabilities and the homeless. 
b) Build the capacity of new and emerging ethnic groups and empower       them to address issues of concern to them.
c) Promote greater awareness of the needs and concerns of culturally and linguistically diverse Western Australians among all levels of the government and non-government sector and general public.
d) Information can be used to provide a timely, relevant and comprehensive, consultative and advisory service to the Minister
e) Ensuring State government policies that better reflect the needs of a culturally diverse society. 

f) Ensure that Ethnic Communities are better informed of State government policies and programs.
g) Ensuring the voice of ethnic communities is effectively heard by political and bureaucratic decision-makers.
h) Advocate for and promote a united Australia which respects this land of ours, values Aboriginal and Torres Strait Islander and our multicultural heritage and provides justice and equity for all.
i) Advocate for and promote a racism free society and provide support services for victims of racial discrimination, abuse and harassment.

SECTION 2:
ECCWA BOARD OF MANAGEMENT
The Board of Management and sub-committees are the leadership teams and decision makers of ECCWA. The exact legal responsibilities and compliance considerations are captured in the constitution of ECCWA and it includes the answers to most governance questions. ECCWA Constitution describes more information about the roles and responsibilities of ECCWA Board.
Roles, Duties and Responsibilities

Part of the Board of Management’s governing role is to provide a broad framework for ECCWA’s operation. While carrying out this role, the Board must also maintain its distance from operational processes. The Board of Management has responsibility for developing the following:

· ECCWA’s guiding framework & strategic directions - This includes ECCWA’s Vision and mission statement, value guiding principles, the strategic plan, the Constitution and by-laws, and

· ECCWA’s constitution provides guidelines for how the Board carries out its governing role. 

·  
Determining the appropriate level of risk (such as exposure to equity investments and variability of returns) after taking into account the practical difficulties that result from capital losses, whether they are realized or not, and

·  
Developing and reviewing any Board of Management policy guidelines to be given to the Executive Officer.

The Board of Management at ECCWA will respect the confidentiality of information obtained in the course of any meetings. Board of Management members will minimise unnecessary exchange of information about internal agency issues. Board of Management members will not share information about staff members or Board of Management members to networks outside the service.
The Board of Management and Executive Officer do not have the right to intervene in the personal relationships of staff unless the above conditions apply or the relationships cause contravention of the Equal Opportunity Act 1984 and relevant commonwealth legislation. ECCWA is committed to the elimination of harassment in the workplace, and aims to achieve this by:

· Defining the nature of harassment and identifying those behaviours which constitute harassment;

· Establishing a grievance procedure to deal with harassment complaints promptly, confidentially and impartially, in which the rights of all parties are recognised;

· Identifying the responsibilities of all workers at ECCWA to ensure the workplace is harassment free;

· Providing ongoing awareness training for all workers;

· Dealing with unacceptable conduct by staff as appropriate; and

· Circulating a copy of this document to all staff with information on where they can obtain further advice and guidance.
Legislative Base
Harassment refers to a wide spectrum of offensive behaviour, not all of which may have been captured by appropriate legislation. In Australia, unlawful harassment is dealt with under the anti-discrimination laws, rather than through specific harassment legislation.
The Board of Management has a proper concern where harassment:

· Creates an intimidating, hostile or offensive working environment;

· Adversely affects an individual’s work performance;

· Adversely affects an individual’s employment or promotion prospects;

· Results in resignation or unfair dismissal; or

· Reflects on the integrity and reputation of ECCWA.
Policies 
Our policies document outlines the ways in which ECCWA’s commitments and intends to conduct its services and act in specific circumstances. Policies aim to provide clear, unambiguous guidelines for implementing ECCWA’s activities. They provide continuity and a consistent point of accountability. 

ECCWA Policies
1. Annual Budget Development Policy

It is the responsibility of the Executive Officer to research and develop the organisation’s overall annual operating budget with the input of all Policy Officers and the Financial Accountant. The Financial Accountant will provide the relevant assistance for this purpose. The annual budget should be soundly prepared reflecting a mix of ongoing operational and capital requirements and the organisation’s critical strategic issues as identified in the strategic plan. The budget should reflect both expenditure and revenue projections. (See appendix - tba)

2. Access and Equity Policy

ECCWA is committed to the right of all persons to have equal access to its resources and to expect the service to be accountable. ECCWA’s Programs are open to all persons though subject at times to the criteria defined by Government Departments for specific projects. It targets people of CALD background who face barriers in gaining access to government and community services.

Access to its services will comply with anti-discrimination legislation and will not be limited by cultural background, language, age, marital status, sexuality, health status, belief or disability. Persons using the services have the right not to be discriminated against, either in the planning, design and administration of ECCWA’s programs or in the way ECCWA staff delivers them.  
(See appendix - tba)
3. Asset Management Policy
The organisation aims to prevent disrepair, excessive risk, untraceable transactions, or conflicts of interest in the management of the ECCWA’s resources. (See appendix - tba)

4. Confidentiality Policy

Ethnic Communities Council WA relies upon clients disclosing important personal details in order to be assisted by our staff. It is important that we can assure clients the information they disclose to us will be maintained in the strictest confidence. 

(See appendix - tba)
5. Conflict of Interest Services and Programs Policy

ECCWA is committed to service delivery practices, which ensure that services can be provided without being compromised by conflict of interest and duty of confidentiality problems.

All ECCWA clients have the right to expect that workers and volunteers of the service will not provide advice or assistance to the “other party” of the client’s issues, nor that any knowledge or information obtained from the client will be discussed, used, or perceived to be used, to the disadvantage of the client in any way. (See appendix - tba)
6. Development and Review Policy
This policy establishes processes for developing, reviewing, submitting for approval, and publishing documents that perform an essential role in the ECCWA’s Business Management system. It is aim to comply with its legislative and governance responsibilities, and achieve its organisational goals by ensuring clarity, consistency, transparency and accountability in decision-making and reduce the potential of risk. (See appendix - tba)
7.  External Committee / Working Group Membership Policy
ECCWA recognises that partnerships with other service providers are a critical tool in the delivery of services to the community and in the achievement of our strategic plan. 

Worker participation on the Board of Management of other organisations or on working parties must be in accordance with ECCWA’s strategic plan and permission must be obtained from the Executive Officer. As the priorities of ECCWA may change from time to time it is necessary that participation on management committees and working parties be reviewed regularly and approval for renomination sought.

When participating on Board of Management and working parties, workers must be aware that they are, at all times, representing ECCWA, and therefore must present the views of ECCWA. It is the responsibility of the worker to ensure that all other workers are appropriately informed of the work and activities of the committee/working party and the input of other workers is obtained. 

(See appendix - tba)

8. Environmental Policy

This Environmental Policy Statement seeks to achieve that objective by committing ECCWA to continually improve its business performance and conduct its operations in an environmentally responsible manner, clearly reflecting a commitment to fostering the sustainable use of the Earth’s resources. (See appendix - tba)
9. Equal Employment Opportunity Policy
It is the policy of the Ethnic Communities Council of Western Australia  (ECCWA) to ensure that the talents and resources of employees are utilised to the full and to this end it will ensure that no job applicant or employee is disadvantaged by conditions, which cannot be shown to be relevant to the job.  

It supports the objectives of the Western Australian Equal Employment Opportunity Act that became Law in 1985 with additions and improvements added in 1988 and 1992. (See appendix - tba)

10. Financial Management Policy
The Executive Officer will carry out the day-to-day management of ECCWA’s finances in a way that is both ethical and transparent and contributes to the Organisation’s financial strength. (See appendix - tba)

11.  Financial Reporting Policy
Financial reporting to the Board is presented in a manner determined by the Board of Management in order to facilitate clear and easy interpretation and analysis by board members. All financial reports shall represent a true and accurate account of the financial affairs of the organisation. (See appendix - tba)
12. Harassment Policy
At the Ethnic Communities Council of WA Inc (ECCWA) we value the diversity of our workforce and respect the differences between employees, recognising that each person has individual talents and skills to bring to their job. At ECCWA we believe it is the right of all employees to carry out their duties in an environment which promotes job satisfaction, maximises performance, provides economic security and which provides for enjoyable work relationships with their colleagues free from unwanted harassment of any kind. (See appendix - tba)

13.  Investment Policy
ECCWA’s assets are invested in such a way as to maximise long-term total returns consistent with prudent levels of risk, whilst maintaining sufficient liquidity to enable the organisation to meet its day-to-day financial commitments. 

The investment of ECCWA assets should aim to ensure that:

· All available funds are securely invested to achieve the maximum long-term return consistent with a low tolerance to risk.

· Investment interest goals set in the budget are met.

· Investments are consistent with ECCWA values and will not support activities in conflict with the overall aims of the organisation.

· The real values of assets are maintained after funds have been released to meet needs. (See appendix - tba)
14. Privacy Policy

ECCWA is committed to upholding the right to privacy of every individual who uses this service. It is lawfully necessary for the provision of services that individual client information is collected and retained by ECCWA. To protect the right to privacy of persons whose personal information is held by ECCWA, this organisation enacts the Privacy Amendment (Enhancing Privacy Protection) Act 2013 (Cth) (Law). (See appendix - tba)

15.  Public Relation and Media Policy

The Public Relations and Media Policy includes specific guidelines for ECCWA’s communications with the media. Board members and/or Staff may be asked to comment on matters of a highly controversial nature including information that may be sensitive and confidential, therefore it is essential that any comments that ECCWA makes to the media are made with an awareness of our responsibilities in respect of confidential information with an informed knowledge regarding the matter which is the subject of the inquiry and with an understanding of relevant ECCWA policies. 
Accordingly, the Board has agreed that management of ECCWA’s communications with the media should be in the hands of the President, Secretary and the Executive Officer. (See appendix - tba)
16.  Quality Service Policy

ECCWA is committed to providing quality services and to the application of sound principles of governance, good management principles and high ethical standards in its administration and management practices.

In the interests of maintaining and improving service quality, ECCWA is also committed to

· Regular and thorough evaluation and planning of its services;

· Having clear policies and procedures in place; and

· Ensuring that complaints about the service are taken seriously and dealt with fairly.(See appendix - tba)
17. Reimbursement of Expense Policy
Workers shall be reimbursed for approved expenditure on behalf of ECCWA. Small reimbursements can be obtained from petty cash upon production of a receipt.

Receipts/Invoices for larger amounts should be presented to the Executive Officer  and a cheque will be provided to the worker. Prior to the expense being incurred the Executive Officer MUST approve the expenditure.
(See appendix - tba)
18. Record Keeping Policy

The purpose of the ECCWA’s Record Keeping Policy is to define the principles that underpin the ECCWA’s records keeping function and the roles and responsibilities of those individuals who manage or perform record keeping processes on behalf of the Centre. It applies to all records and establishes a framework for the reliable and systematic management of the records in accordance with best practice standards. (See appendix - tba)
19. Referrals Policy
ECCWA aims to provide services of the highest quality that most appropriately meet the needs of the individual and the broader community. To achieve this, all workers at ECCWA will provide timely and appropriate referrals, taking into account:

· The needs of the person (client) and the order of priority they assign to their various issues;

· The urgency of the issues, including any critical dates or limitation periods;

· The capacity of the person to travel to alternative service provider or to access the relevant assistance by alternative means such as the internet or telephone advice; and

· The capacity of the alternative service provider to provide the assistance being sought.

To avoid a conflict of interest in referrals, it is the policy of ECCWA that staff or volunteer workers shall NOT refer a client to their private practice. 
(See appendix - tba)

All referrals, both written and verbal, must include the following disclaimer: 

DISCLAIMER: Please note that this referral is given to you in good faith. ECCWA does not accept any responsibility for anything done or not done by these service providers or for any advice given by them. The services listed may not be the only services able to provide the information or advice that you require. You are urged to establish the fees or costs payable by you to any service provider before any appointment is made. This is in your own best interest.
 20. Support and Supervision Policy
ECCWA has a strong commitment to providing a supportive workplace, ensuring high standards of service delivery, encouraging workers to identify and respond to issues that arise through their work, and providing ongoing professional development. 

The process of evaluating and supporting workers takes place across the organisation, and includes the appraisal and supervision of the Executive Officer.

Supervision includes peer supervision that happens within staff teams on a regular and informal basis. It includes the supervision of the Executive Officer by the Board of management. It also includes the provision of regular supervision and evaluation of workers by the Executive Officer.
(See appendix - tba)
 21. Training and Professional Development Policy

ECCWA recognises that staff training and development are essential to the provision of a high quality service and all workers are encouraged to attend relevant training and development. All paid and volunteer staff will receive ongoing training to ensure that they can comply with this access and equity policy; in particular, staff will be trained in equal opportunity and anti-discrimination legislation and practices, and cultural awareness.
The activities will involve special emphasis on matters affecting their education, training (including mental health) of culturally and linguistically diverse Western Australians. (See appendix - tba)
22. Travel Allowance Policy
ECCWA will reimburse workers for costs incurred as a result of travel for the course of their work (but not including travel between work and home).

Travel within the metropolitan area will be paid in accordance with the provisions of the SACS or other relevant Award. Workers are requested, as far as is practicable, to utilise public transport when travelling within the metropolitan region. Where it is not practicable to utilise public transport workers should use their own vehicle.

Where a worker is required to travel at night or to home visits they should use their own vehicle and will be reimbursed accordingly. Where the worker does not have access to a vehicle, taxi fares will be reimbursed. This should be discussed with and approved by the Executive Officer beforehand. In the event of an emergency, prior approval is not required.
(See appendix - tba)
23. Use of Volunteers Policy
ECCWA views the use of volunteer workers as providing an opportunity for members of the community to participate in the activities of ECCWA and providing valuable learning opportunities for students and unemployed persons, which might ultimately lead to the person obtaining employment in similar organisations. ECCWA will not use volunteers to substitute for funded positions that should be resourced by local, state or federal governments. (See appendix - tba)
24. Workers Reviews Policy
ECCWA will undertake regular worker reviews. These will provide an additional formal component to what is an ongoing, informal process. Worker reviews is part of the responsibility of the organisation to its workers. It is integral to ECCWA’s planning and review processes, to the maintenance of effective worker relations and communication channels, as well as to the job satisfaction and professional development of workers.
(See appendix - tba)

25.  Workplace Health and Safety Policy
ECCWA aims to provide a safe and healthy environment for workers, clients and visitors. It is committed to ensuring that all legislative requirements are met and to the achievement of excellence in its management of occupational safety, health and welfare issues. At all times a strong emphasis is placed on the safety and wellbeing of our staff and volunteers.
All workers within ECCWA have a responsibility for the prevention of work related injury and illness and the promotion of a healthy and safe workplace. It is the responsibility of the Executive Officer to ensure the implementation of this policy.
(See appendix - tba)

Others Functions:  

Applying for Funds
Only those funding sources, which support the Guiding principles and service delivery of ECCWA, shall be applied for. ECCWA shall not apply for funding from sources that potentially create a conflict of interest for ECCWA. In all funding submissions, properly costed budgets shall be included so that appropriate levels of funding are sought. The Executive Officer must approve all funding sources and all funding submissions. Copies of all funding submissions should be forwarded to Executive Officer in lieu of a Manager Administration and Financial Services at the time they are submitted to funding bodies. The Board of Management shall be advised of all funding submissions lodged, the purpose for which the funds have been sought and the outcome of the submission.

Finances

The Board of Management, in accordance with the ECCWA Constitution, is responsible for the day-to-day management of the affairs of ECCWA. This responsibility extends to, and includes, the day-to-day management of ECCWA’s finances. In the interests of the effective and efficient management of ECCWA, and in accordance with the ECCWA Constitution, the Board of Management delegates this authority, within the limits set out below, to the Executive Officer.

Insurances

ECCWA shall maintain the following insurance;

· Public Liability Insurance $10,000,000

· Professional Indemnity Insurance $1,000,000 (Legal program)

· Directors and Officers Insurance $2,000,000

· Workers Compensation Insurance

· Volunteer Insurance

· Office Contents Insurance

· Building and Fire Insurance

It is the responsibility of the Executive Officer to negotiate all insurance and to present policies to the Board of Management for approval.

No insurance shall be permitted to lapse without Board of Management’s prior approval. It is the responsibility of the Executive Officer in lieu of a Manager Administration and Financial Services to ensure that all insurance policies are current.
Leasing Premises

It is the responsibility of the Executive Officer to source and negotiate terms for the lease of premises from which ECCWA services shall operate. In sourcing appropriate premises, the Executive Officer shall ensure

1. Accessibility of the premises in accordance with ECCWA access and equity procedure;

2. General acceptance of the premises by the community so as to facilitate use of ECCWA’s services;

3. No conflict of interest with any other service providers in the premises.

All leases whether of fixed or moveable property must be approved and signed by the Board of Management. The Executive Officer shall be responsible for the maintenance of the property as per lease agreements.

Notice of Dismissal
The Board of management retains the right to seek submissions from both the worker and the Manager and make recommendations to the Executive Officer towards resolution of the dispute.

Where a dispute exists between a staff member and the Executive Officer, and where the dispute has not been resolved after the “first written warning” and the subsequent meeting, then the Board of management reserves the right to assume all responsibilities as the employer and pursue resolution of the dispute, in consultation with the Executive Officer and the worker.
SECTION 3: OUR SERVICES
ECCWA’s programs and services are funded by a number of state, commonwealth and local government agencies. The Council endeavours to provide a holistic group of services as clients seeking our services rarely have just one problem, which needs to be addressed. The degree of assistance each client receives is determined by the needs and the choices of the client. The assistance we provide can range from the provision of information and/or advice, to advocating on behalf of the client, and or providing a direct service.
Specifically, the current programs of ECCWA include:

ETHNIC ADVOCACY and SUPPORT TEAM
The ECCWA has been working with its member agencies and other Peak organisazions such as the Women’s Council for Family and Domestic Violence and the Health Consumer’s Council and in doing so, it became very apparent that across Western Australia, there were many CaLD persons who were falling within the gaps in funded services who needed advocacy and support to help them to access various government, community, social services, education and employment opportunities. 

ECCWA hence launched a program to assess the numbers of CaLD clients needing to access advocacy and support who fell into the gaps between funded services. This team is known as the Ethnic Advocacy and Support Team and is made up of experienced Domestic Violence advocates (over 32 years of experience) working as part-time volunteers. We were keen to identify the major areas of concern. 

Very quickly, it became evident that there were two very marginalised groups. These were CaLD women who had or are experiencing domestic violence and CaLD persons who needed advocacy or support due to Traumatic and Challenging life events. 

SECTION 4:
BUSINESS MANAGEMENT
ECCWA aims to become an organisation in which all stakeholders (community, clients, funding bodies, workers and management committee) have the utmost confidence and trust in the services that are delivered and in their personal experiences of ECCWA Programs. A Board of Management is responsible for setting the policies for the ECCWA Program of the Centre and it is then the responsibility of the Executive Officer to implement those policies into the daily practice of ECCWA’s Programs.  (See appendix - tba 2)

Reported on to the Board of Management by the Executive Officer at its meetings indicating the extent to which the program or service is working towards the achievement of the Board of Management’s strategic ends. All programs and services will be:

· Thoroughly researched prior to commencement.
· Carefully and accurately costed to ensure feasibility, taking account existing demands on staff and other physical resources.
· Monitored regularly in accordance with strategic requirements.
· Formally evaluated annually.
· Discussed regularly with workers at staff meetings.
The Executive Officer will be responsible for:

· Managing any day-to-day investment matters

· Determining where any investments will be made provided that these are consistent with Board of Management guidelines.
· Perform all transactions with the Bank or other financial institution as determined by the Management Committee.

The Financial Accountant will be responsible for:

· Providing all available and necessary information to support the Executive Officer in achieving the procedural requirements established above.

Staff management
The Board of Management delegates full responsibility to the Executive Officer for all staff management matters. This is done in the expectation that they will be managed in a sound, fair and respectful manner consistent with the strategic plan of the organisation and its commitment to diversity, and in accordance with the conditions of the SACS and other relevant Awards.

ECCWA will ensure that consistent practices and processes, which are open to scrutiny and clear to all participants, will apply to the appointment and ongoing employment relationship.

Procedures
The Executive Officer will:

· Engage in personnel practices consistent with the provisions of the SACS and other relevant Awards.

· Keep up to date with and keep the Board of Management informed of all relevant employment related legislation, basing personnel management on legislative requirements.

· Ensure that recruitment for all positions upholds the principles of diversity and equality of opportunity.

· Make decisions about appropriate methods for attracting staff to positions consistent with ECCWA’s values and policy.

· Keep the Board of Management fully informed about grievances and actions against ECCWA that may lead to termination of employment, action against the organisation, significant financial exposure or bring the organisation into disrepute.

· Bring to the Board of Management’s attention any matters that may have implications for implementation or require future negotiation in relation to individual employment contracts.

Strategic Workplans
Based on the Board of Management’s cycle of strategic planning and review, a workplan will be developed to set overall goals, objective, strategies to meet these objectives and performance indicators to measure and evaluate progress. The Executive Officer in collaboration with the workers will develop these.

Individual workplans will be developed on the basis of this organisational workplan and or the relevant funding agreement. Each worker in consultation with the Executive Officer will develop them. Workplans will include program objectives, strategies and performance indicators. The Board of Management and the Executive Officer will develop the Executive Officer’s work-plan collaboratively.

Worker Reporting Requirements
Reports are the primary mechanism by which ECCWA demonstrates its accountability, both internally, to the community and to funding bodies.

Workers are required to maintain statistical and other information as set out from time to time in order that ECCWA can fulfil its reporting requirements. Workers are required to provide a verbal report at each strategic development meeting on their progress with the workplan.

The Executive Officer is required to provide a written report to the Board of Management prior to its meetings on overall achievement of the strategic and work plans. Workers are required to provide the Executive Officer with relevant data and supporting information in respect of work completed within the timeframes specified by the funding agreements.  

The Executive Officer is responsible for ensuring that reports are compiled and provided to the funding bodies as set out in the funding agreements. The Executive Officer is responsible for compiling information from worker reports and other relevant information for the purposes of an annual report to the membership and the community.

Defining Conflict
Circumstances in which a conflict of interest arises include:

· When a person seeks advice/assistance from ECCWA, and ECCWA acts or has acted, for another party to the dispute.

· Where the presenting person is the other party to a separate dispute for another client.

· When the worker or volunteer’s firm of solicitors is involved in the matter for the other party.

· Where a previous ECCWA worker is the other party to the matter.

When a ECCWA worker or volunteer has acted for the “other party” in a previous job or is otherwise associated with the other party

Travel Allowance 
Where travel is required outside of the metropolitan area (for conferences and meetings) ECCWA shall provide a travel allowance for workers. The travel allowance shall include:

·  Taxi fares for journey from home to airport, airport to hotel, hotel to airport and airport to home;

· Meal allowance; and 

· Incidental allowance.

This amounts payable, as allowance for the above will be based on state public service rates. Upon return the worker shall provide receipts for actual expenditure and will return any unspent funds.

The allowance is not to be used for the purchase of alcohol or for entertainment expenses.

Accommodation and airfares will be booked and paid for by ECCWA prior to the journey. Whilst the cheapest option will be sought for each of these items, consideration will be given to the safety and convenience of the worker.

Procedure
· Reimbursement of public transport fares can be obtained from petty cash. 

· Request for reimbursement of use of private vehicle must be made of the travel reimbursement form (originals file) and be provided to the Finance Administrator.

· Request for travel allowance must be made in writing to the Finance Administrator stating the numbers of days of the travel, number of taxi journeys required and the number and type of meals required. This request should be made sufficiently ahead of the journey to ensure the request can be processed in time.

· Upon return from the journey the worker is required to provide receipts (or if receipts are not available a signed statement detailing expenditure) to the Manager Financial Services and any unexpended funds shall be reimbursed.

Worker’s Files
ECCWA is committed to maintaining the privacy of personal information gathered or held by the organisation. It is also committed to ensuring that personal information collected by ECCWA is for a necessary and lawful purpose connected with the organisation’s activities and is in accordance with the requirements of the funding body. All personnel files remain the property of ECCWA.

Procedure
Personnel files are created and maintained on every ECCWA worker. They contain important information about employment and events during that time. Initial applications, letters of appointment, performance appraisals, leave applications, and contact details are examples of records kept on these files. 

The Executive Officer will ensure that personnel files are stored securely. Personnel files are available to the individual worker and to the Executive Officer for management purposes. They are not accessible to others, unless by written permission of the staff member concerned.

Workers may view the information contained on their personnel file upon request and in the presence of the Executive Officer. Where the worker believes any information on their file to be incorrect they may apply in writing to the Executive Officer to have that information corrected. If the worker remains unhappy with the content of their file they should follow the steps set out in the grievance procedure.

Internal Consultation (Meetings)
Management of ECCWA is committed to open and accountable management procedures. In practice, this means that management has a philosophy of working in a consultative framework with those working at ECCWA to ensure that the services provided by ECCWA meet the needs of its community. The legal obligations and governance issues that are the responsibilities of ECCWA Board of Management mean that at times there are matters that require decisions to be made at Board of Management level that are not open to consultation.

What is Consultation?
Management respects the skills and capacities of workers at ECCWA and believes in the dignity and worth of each individual. It is recognized that the workers have knowledge and ideas that are important to the functioning and future direction of the Centre. Consultation in this context is the exchange of information and ideas in a collaborative manner. It ensures that individuals are well informed and are able to comment and offer constructive feedback and suggestions in a supportive and collegial environment.

Methods of Consultation
The developmental process of new initiatives, new working practices, and projects requires a commitment by both workers and the Board of Management to work closely together as a team.

It is acknowledged that much of the innovative work undertaken at ECCWA is initiated through informal methods of consultation. This is one of the strengths of our workers. To facilitate this further, ECCWA has developed a consultative framework to ensure workers have time dedicated to information sharing and developing an appropriate response. Meetings are scheduled regularly.

It is essential that all parties be informed of the issues. Briefing papers, presentations, guest speakers, reports from meetings, etc, can achieve this. It is the responsibility of each worker to raise issues as they arise and ensure that their colleagues are informed. This requires that workers, in raising issues, provide a detailed background of the issue and options for resolution.

For consultation to be inclusive, where possible, matters shall be raised and discussed at the appropriate meeting. It is recognized however that some matters are urgent and require immediate attention. Where a response is called for, it is essential that there is time allocated for an informed response. It is the responsibility of each worker to allocate adequate time to review the information provided, research further information if appropriate, and respond. 

Support and Supervision 
Procedures
It is the responsibility of the Executive Officer to ensure that workers receive regular supervision and appraisal. The Executive Officer will:

· Ensure that all workers have the opportunity to meet regularly with the Executive Officer or his/her delegate to discuss their work, the issues that arise from this work and possible strategies;

· Facilitate peer support and supervision through regular staff meetings and program-specific team meetings;

· Provide additional support to new workers; and

· Negotiate suitable mechanisms for supervision of project workers.

· Workers can arrange additional supervision in their own time and the costs are to be borne by them.

Staff Meetings
Staff meetings enable ECCWA to achieve several objectives including the following:

· Provides feedback from the board to staff

· Provides staff the opportunity to convey their concerns to the Board

· Facilitates Information Exchange between programs

· Provides a consultation forum for discussion of issues of common concern

Staff meetings are to be held as far as a possible on a monthly basis. All Staff and Volunteers are required to attend these meetings on a regular basis. Part time staff attending the meetings on their days off, will be paid or given time off in lieu for their participation in these meetings. If staff are unable to attend meetings they should obtain prior approval of the EO for this purpose. 
Family, Friends and Associates as clients
Family members, friends and associates are welcome to attend ECCWA for assistance providing that they meet relevant eligibility criteria for assistance. Workers are not to assist their own family members, friends or associates. These persons are to be referred to another worker and notice should be given of their relationship to the staff member. If the option of a referral to another worker or agency is not available or impracticable, this requirement may be waived. This potential Conflict must be brought to the attention of the Executive Officer or President as appropriate.
Asset Management 
The organisation aims to prevent disrepair, excessive risk, untraceable transactions, or conflicts of interest in the management of the ECCWA’s resources.  

Procedures
· Only authorised people are permitted to handle cash

· ECCWA’s assets must be insured to the extent considered necessary for prudent risk management.

· Intellectual property, information or files are to be exclusively used for purposes in ECCWA’s best interests

· Insurances must not be allowed to expire without Board notification.

· The premises shall meet appropriate local and government standards and   any other statutory or minimum code requirements

· An inventory of property shall be maintained and reviewed regularly with a view to monitoring useability and lifespan, by the Manager Financial Services or Executive Officer.

· All assets listed on the asset register shall be depreciated in accordance with the Australian Taxation Office provisions and where relevant, funding contracts.

Limits of Delegated Financial Authority

The Executive Officer has the delegated authority to approve expenditure on normal operational expenditure, including salaries, rental payments and other accounts arising out of the normal day to day operations of ECCWA. In addition to this, the Executive Officer is authorised to spend up to $500 on budgeted or non- budgeted items without obtaining permission from the Board or any Board member provided that such additional expenditure can be achieved within the broad budget limits established by Board of Management and is consistent with the organisation’s goals and objectives. 

The Executive Officer will be responsible for:
· Managing any day-to-day investment matters

· Determining where any investments will be made provided that these are consistent with Board of Management guidelines.
· Perform all transactions with the Bank or other financial institution as determined by the Board of Management. 
The Financial Accountant will be responsible for:
· Providing all available and necessary information to support the Executive Officer in achieving the procedural requirements established above.

Professional Indemnity Insurance Guidelines

ECCWA will take out relevant Professional Indemnity Insurance to cover the actions of its board and services offered by its professional staff. The professional indemnity insurance guidelines relevant to programs can be found in their respective service standards manuals. As part of the insurance requirements all workers and volunteers covered by such insurance policies are required to be familiar with the contents.  

Review and Audit
This manual is intended to be a living document and will therefore be subject to periodic reviews (18-24 months) to ensure the continued relevance of the standards within. As a means of ensuring the full implementation of these standards an audit of compliance will be conducted biannually. A report will be prepared by the audit team and will be presented to both workers and the Board of Management. The contents of the report will inform decisions regarding further developmental work within the organisation (for example, the need for further staff training in particular areas) and to some extent it will inform also the review of the policies and procedures.

Records and Data Management
Maintenance of Client Data Base

Computer client Records should be backed up on disks on a regular basis and securely stored. These disks should not be removed from ECCWA premises.
Destruction of records 

Client records are to be destroyed in accordance with program contractual requirements, in a safe and secure manner. After 3 years client files can be stored off site and this will be arranged by Administration and Financial Services at the request of program Managers. Files to be stored off site should be properly archived.
Conflict of Interest Services 
Procedures
· Any client/s of one service/program area within ECCWA are client/s of ECCWA as a whole.

· ECCWA will not act against a current or former client of the service in any matter. 

· ECCWA cannot advise/assist any person who attends ECCWA when the interests of that person are in conflict with or likely to be in conflict with the interests of a client who has already obtained advice or assistance from ECCWA. In this situation, a referral outside of ECCWA should be made. 

A worker or volunteer may not advise/assist any person who attends ECCWA where they know that the interests of that person are in conflict with or likely to be in conflict with the interests of a client for whom they or their firm acts in the course of their private legal or other professional practice. In this situation the person may be referred to another worker or volunteer at ECCWA having no such conflict.

Where there is a perception or allegation of Conflict of Interest, the worker or volunteer should immediately seek advice from the Executive Officer/Program Manager. If this is not possible, the worker or volunteer should either:

· Defer giving or refuse to give, any advice until consultation with and decision by Executive Officer.

· Provide the person with appropriate referrals.

Where a conflict of interest exists, the second person to attend/contact the Service must be referred out. To ensure client confidentiality and safety (particularly in matters of domestic violence), the person (“other party”) should be given an explanation, which, as far as possible, avoids specifics about the current status of our client. Where there is any doubt about the existence of a conflict of interest, the matter should be referred to the Executive Officer. 
SECTION 5:
STAKE HOLDERS, AND CUSTOMERS
Is the information in this category correct?

Our Stakeholders and Supporters include interalia

v City of Vincent

v Department of Social Services (Commonwealth)

v Office of Multicultural Interests

Membership of Peak/Professional Bodies

Ethnic Communities Council of WA is a member of the following organisations

v Community Employers WA

v Western Australia Council Of Social Services
v Health Consumer’s Council 
v Refugee Council of Australia

v Women’s Council for Family and Domestic Violence
v Settlement Council of Australia

v Volunteering WA

v WA Chamber of Commerce and Industry
Client Choice & Self-Determination
Staff and volunteers at ECCWA will provide persons using the service with accurate information regarding the extent and nature of the services and ECCWA options available to them and will not knowingly withhold such information. They will also let clients know about their rights as service users and the implications of services available to them.

Access and Equity
Procedures
The Board of Management expects board members, general members, Executive Officer, paid staff and volunteers to respect the principles of equity and equal access for all persons. This respect will be demonstrated through the following resources and practices:

· ECCWA services will as far as practicable be provided free or at minimal cost.

· Information and signs relating to ECCWA services will be in plain English and produced where feasible in various languages. 

· Provision of signing and language interpreters.

· Regard will be had to proximity to public transport, opening times and other factors that will facilitate client diversity.

· Information about the clients and community needs will be fed into annual planning.

· Consultation and collaboration with a wide range of communities will take place throughout any project or service development.

· Strong networks will be built with relevant ethno-specific and generalist migrant organisations, with disability groups and other relevant key community organisations.

ECCWA services will be provided in a way that is culturally acceptable, tailored to specific community groups, and delivered in a range of languages.

· All paid and volunteer staff will receive ongoing training to ensure that they can comply with this access and equity policy; in particular, staff will be trained in equal opportunity and anti-discrimination legislation and practices, and cultural awareness.

· Qualified interpreters will be available for use where required and all staff will be trained in the appropriate use of volunteers.

· Clients with particular confidentiality requirements (e.g. persons escaping domestic violence) will be afforded additional protective measures regards their records.

· Doorways and lifts will not at any time be blocked from wheelchair access.

· Information supplied at Board of Management meetings will be clearly explained before decisions are taken.

· All aspects of service evaluation, planning and development will be guided by ECCWA’s access and equity policy.

ECCWA will be committed to working with the migrant and refugee community in planning, managing and delivering programs, recognising that the migrant and refugee community is not a homogenous group and those differences must be acknowledged and respected.

Client Service Charter
ECCWA believes that all clients, as users of the service, have basic fundamental rights that must always be upheld. In addition to this, clients as users of the service have responsibilities to ECCWA and its workers. Natural justice requires that these rights and responsibilities are acknowledged and promoted at every possible opportunity.
Having said this, ECCWA recognises that, as a service provider, we have considerable perceived power because of the resources, knowledge and skills they have to offer. Recognising the basic rights of our service users goes some way to balancing this situation.

To this end, ECCWA has developed a Client Service Charter as outlined in the appendix. This is a statement of rights and responsibilities of all service users. This Charter applies to all users of our services, be they clients for advice, referrals, casework, community education or law reform.

The Charter must be displayed prominently throughout ECCWA. It should also be drawn to the attention of service users wherever possible and practicable.  

All new workers and Board of Management members shall be provided with a copy of the Client Service Charter at their induction. The Client’s Rights Charter shall be reviewed in accordance with review of all policies to ensure its continued relevance to our community.

The Board of Management and all workers at Ethnic Communities Council of Western Australia are committed to this charter and the principles it embodies.

To this effect:

· Only personal information that is lawfully required for the provision of service or that is required to comply with data requirements of ECCWA’s funding bodies shall be collected and stored on individual client files.

· Great care must be taken by ECCWA’s workers to ensure the personal information they collect about clients is recorded correctly.

· At the time of collecting the information or as soon as is practicable each individual shall be advised as to the purpose of collecting the information, how it is stored and to whom any information will be supplied.

· The personal information of any individual shall not be passed on to a third party without the prior express and informed consent of that individual, except where it is lawfully required.

· Personal information about any individual will not be sought from a third party without that individual’s prior express and informed consent.

· All personal information shall be held in a confidential and secure manner.

· All personal individual information shall be confidentially destroyed once it is no longer lawfully required.

· Any individual seeking access to their personal information will be provided with access to their file except where there is a lawful reason not to do so.  Where there is a reason not to provide part or all of an individual’s personal information those reasons shall be put in writing and carefully explained to that person.

· Any individual wanting to correct personal information about them held by ECCWA, they shall be requested to provide the correction in writing and that correction shall be made.

· Any person wanting to complain as to a breach of this policy or about the denial of access to their personal information shall be permitted to do so utilising ECCWA’s client complaint procedure.

Privacy Procedure
Only personal data required to provide the relevant service or required by the funding bodies should be collected from individuals. Personal data of individuals is generally not required for the provision of information, referrals or participation in community education workshops.

Only aggregated data (numbers of persons within various categories) will be provided to funding bodies, except where the express and informed permission of a client has been obtained. All workers must use their relevant ECCWA program intake sheets when collecting personal information from clients. Workers of ECCWA are not to record personal judgements or opinions regards the individual on the individual’s file or anywhere else in the Organisation.

At the time of collecting information from a client the worker shall make every effort to ensure the client understands why the information is being collected, how it is stored and to whom it shall be released. Clients should be asked to review the details recorded on the intake sheet during the course of the intake interview or as soon as practicable and verify the correctness of those details. Any errors should be corrected immediately. Where a client advises of a change to their personal details at any stage those changes shall be recorded as soon as practicable on the individual’s file.

ECCWA will make available relevant Authority documents, which enables a client to provide express consent to ECCWA to release information to or obtain information from a third party. (Client consent authority is outlined in the appendix. Some programs may need to use a variation of this.) When asking a client to sign a relevant authority, it is the responsibility of the worker to ensure the individual understands what information is to be obtained or released and to/from whom. Workers shall NOT request clients to sign blank authority forms (i.e. the details of whom the information is to be released to/obtained from must be completed on the authority prior to the client being asked to sign).

Each Authority document must include the information to the client that they can revoke the Authority at any time. It is the responsibility of the worker to ensure the client understands this and understands how to revoke their authority.

The revocation of any authority must IMMEDIATELY be noted on the client’s file and the relevant Authority document marked accordingly.

All client files and any documents holding a client’s personal information must be stored in a locked filing cabinet. Workers must not retain client files on their desktop at the end of the working day but rather ensure that these files are securely stored in a locked filing cabinet.

All databases holding client’s personal data shall be password protected.

Files holding personal client data, once archived, shall be stored in a secure storage facility with appropriate privacy policies and practices. Client files are to be archived as per the requirements of relevant funding contracts.

Once archived files are no longer required, they shall be destroyed in a confidential manner as soon as is practicable.

A client shall be permitted to have access to his or her own personal file. ECCWA shall develop and make available an access request form and shall assist client’s to complete those forms where it is appropriate to do so. The form shall include details to identify the individual and what part of their file they wish to gain access to. Clients do not have to provide a reason as to why they want access to their personal information.

It is the responsibility of the ECCWA Executive Officer or delegates to decide upon any requests for access to a file. All requests shall be responded to within three working weeks. Where there is a lawful reason not to provide access to personal information to a client, those reasons shall be put in writing and carefully explained to the client.

Clients who simply want to view their files shall be allowed access to an interview room where they can review their files confidentially. A worker shall be present at all times to provide an explanation as to any information contained on the file if this is required and to ensure the safety of the file.

If a client wishes to have copies of relevant documents from their file, photocopies of those documents shall be provided to the client. Where there is a significant amount of photocopying to be performed a small fee shall apply. The decision to request a fee for the supply of copies of documents is at the discretion of the ECCWA Executive Officer or Delegate and shall be advised to the client prior to copies being made. A decision to charge for the copies shall take into consideration the capacity of the client to pay the fee and the fee itself shall be minimal, reflecting only the actual cost of providing the photocopies (or less).

Where a client is unhappy with the way in which their personal information has been handled or if they are unhappy with a denial of access to parts of their information they shall be entitled to lodge a complaint. This is to be done using the client complaints procedure. Clients shall be offered every assistance to pursue a complaint where they choose to do so.

Client Satisfaction Evaluation
ECCWA is committed to providing services of the highest quality and to continually evaluating both the quality and the appropriateness of its services. ECCWA shall conduct ongoing evaluations of its programs and services and the findings of these evaluations shall be utilised in service reviews and in the planning of new services/projects.

Whilst the actual survey tool may need to be modified to accommodate various circumstances, the survey must seek feedback on these core issues

· Appropriateness of the service

· Access to the service

· The extent to which the service met expectations

· Was the client/participant treated with respect

· Timeliness of the service

· Feedback on how the service could be improved

Procedure
ECCWA will undertake periodic client satisfaction surveys across all program areas. However, some programs may have to undertake their own surveys in accordance with their funding requirements.

Clients Complaints Procedures
ECCWA is committed to ensuring that the rights of users of the service are upheld. This includes the right to make a complaint when dissatisfied with the service. Hearing and acting on complaints is crucial to developing better policy and practice and more accountable services.

ECCWA is also committed to maintaining high quality services and good relations with other agencies and the community in general. A clear and fair complaints procedure is essential to ECCWA meeting this commitment. It is the policy of ECCWA that at all times workers, Executive Officer and the Board of Management should work within the ethical principles of the organisation. Where any aspect of an employee or Board member’s conduct, ECCWA advice or other service provision gives rise to a complaint, the complaint will be taken seriously, and dealt with in a confidential and prompt way.

It is the right of the employee or Board of Management member concerned to be advised of the complaint made against them, and to have that complaint dealt with promptly and fairly. It is the responsibility of the Executive Officer to deal with all complaints about ECCWA services, workers, Board of Management members or procedures.

Procedures
· Anyone wishing to make a complaint about ECCWA will be informed of this procedure and the steps for making a formal complaint will be briefly explained. (Client complaint form is outlined in the Appendix 5)

· Those seeking to make a complaint should be encouraged to seek resolution in the first instance by asking the relevant staff to review and rectify the situation.  

· Complaints made by phone or in person should, wherever possible, be referred straight to the Executive Officer (Complaints made about the Executive Officer should be referred directly to the President). All verbal complaints will be recorded in writing. This will be done in a way that respects confidentiality and privacy. All complaints, whether submitted in writing or verbally, will be brought to the immediate attention of the Executive Officer. It is the responsibility of the Executive Officer to ensure that the complaint is responded to. 

· It is the right of the worker(s) concerned to have an advocate present at any stage of the procedure.

· If the complainant chooses not to follow the formal procedure, the Executive Officer will discuss the complaint with the workers or service team involved. No further action will be taken.

· If the complaint is a formal one, a copy of the recorded or written complaint will be given to the worker(s) concerned and an opportunity to meet and discuss the complaint will be arranged. The worker(s) may choose to respond in writing. If so, this is to be done within 14 days of the complaint.

· The Executive Officer will respond immediately within 10 days in writing to the complainant. This response should state that the complaint has been noted and is being acted upon, and that a further written response will follow as soon as possible.

· Copies of all correspondence and written records will be kept in a Complaints file in the Executive Officer’s office. 

· If the matter is addressed to the satisfaction of the Executive Officer and the worker(s) within fourteen days, a written response will be sent to the complainant. 

· If the matter is not satisfactorily dealt with, the worker(s) can choose to discuss the complaint at the next workers meeting with the aim of identifying an alternative way of addressing the complaint.

· If the matter remains outstanding at this point, and it is perceived to involve misunderstandings or breakdowns in communication, or conflict between a service user and a worker, the final decision on the outcome of the complaint rests with the Executive Officer.

· If, however, the complaint remains outstanding and is perceived to involve serious allegations of harassment, unprofessional conduct, abuse, mistreatment or infringement of rights, the complaint will be discussed at a meeting between the Executive Officer, the President or his/her representative and the worker(s) involved. It is the right of the worker(s) involved to have an advocate of their choice present at this meeting. The decision reached at this meeting will be final.

The Executive Officer will draw all complaints to the attention of the Board of Management. The complainant will be notified that the complaint has been addressed. 
Fees and Donations
ECCWA is committed generally to providing free and accessible services to the community.  Consequently, where minimal fees are charged these will be waived where necessary, as no person will be refused a service due to fees. Administrative, and other fees that are allowed or required to be charged by Funding bodies will be implemented accordingly. The Executive Officer or delegate can waive the fees where the client is unable to pay. The ECCWA fees will be reviewed annually and revised accordingly. 

Donations are at all times to be encouraged and accepted, although a client must never be made to feel that receipt of a service or favourable treatment is dependent upon them making a donation. Receipts must be issued for all fees paid and donations received.

SECTION 6:
FINANCIAL MANAGEMENT
While the governing role of the Board of Management is one of leadership, financial and ECCWA direction and strategic planning, it is the responsibility of the Executive Officer to manage the day-to-day operations of ECCWA and the workplace – to achieve the strategic ends developed by the Board of Management by ensuring that;
· ECCWA has an approved budget for the year and that expenditure is kept within the budget;
· ECCWA has sufficient income to meet the budget requirements;
· The conditions of all Funding Agreements, Tenders and Contracts are followed; and
· Funds are properly accounted for and that an audit is completed every year.
Responsibility
The Financial Accountant will prepare all reports in consultation with the Executive Officer and in a manner that is consistent with achieving the procedural requirements set out above.
Financial Audits
The Audit process is the means by which ECCWA Board of Management fulfils their financial accountability to ECCWA membership and ECCWA’s funding bodies.

In order for this to occur, all appropriate records will be maintained throughout the year and collated in advance of annual auditing. Books are to be reconciled and balanced and back-up information should be in order for easy access of Auditor. 

Supporting documentation for accrual calculations, journals and adjustments should be kept in a folder to be given to the Auditor. 

The Financial Accountant will contact the Auditor in advance and arrange a time to meet at ECCWA to audit the completed end of financial year accounts.  

The completed Audited statement must be presented to the full membership at the AGM of each year and a copy to all funding bodies.

Bank Accounts – Details still to be updated here
ECCWA has the following accounts:

1) Cheque accounts for all programs and ECCWA (for day to day operations)

2) Cash management accounts (interest-earning) for ECCWA 

3) Cash management call account (interest-earning) for Long Service Leave Provisions

Two signatories are required for the accounts as per Section XX of ECCWA’s constitution. In respect of operating and cash management accounts, and where the expenses do not fall into this category, as far as possible at least one of the signatories shall be a member of the Board of Management.

It is the responsibility of the Financial Accountant in consultation with the Executive Officer to oversee the administration of these accounts.

Deposit and chequebooks are kept in a secure filing cabinet in the Executive Officer’s office.
Payment of Accounts
Accounts outstanding are paid by direct deposit/cheque as required. It is the responsibility of the Executive Officer or delegate to oversee and prioritise the payment of accounts due.

The following procedures apply to paying accounts:

1) Invoices to be paid are sorted

2) Cheque requisition forms are completed for each tax invoice, including the cheque number, date, account details, total amount and purpose. These requisition forms are attached to the original tax invoices.

3) Direct deposits/Cheques are written and together with original tax invoices and requisition forms are forwarded for approval and signature to the authorized staff/board members.

4) In exceptional circumstances cheques can be written when an original tax invoice is not available. Such payments should be authorized by the Executive Officer and should be forwarded together with an interim tax invoice and requisition form for approval and signature to the authorized staff/board members.

5) Signed cheques are posted within the same week. Requisition forms with attached invoices are filed appropriately.

Petty Cash
Floats of cash are available for small, day-to-day costs at 20 View Street. All claims are to be documented and receipts provided. The Executive Officer will be responsible for balancing all petty cash on a monthly basis. Petty cash is stored in a secure filing cabinet in the Executive Officer’s office.

Annual Budget Development 
It is the responsibility of the Executive Officer to research and develop the organisation’s overall annual operating budget with the input of the President and Treasurer. The Financial Accountant will provide the relevant assistance for this purpose. The annual budget should be soundly prepared reflecting a mix of ongoing operational and capital requirements and the organisation’s critical strategic issues as identified in the strategic plan. The budget should reflect both expenditure and revenue projections.  

Procedures
The annual budget is a reflection of the organisation’s annual operational plan and as such should be presented in partnership with the plan showing the relationship between planned-for events and associated costs and revenues.
The annual budget shall:
· Contain sufficient detail to allow an accurate projection of revenues and expenditures.

· Present a true cash flow position, which does not confuse or mislead any audit trail.

· Contain projected expenditures, which meet the projected reasonable estimate of revenue during the period covered by the budget.

· Comply with the Board of Management’s stated objectives and priorities.

· Be presented in such a way as to make it easy to interpret and follow and shall comply with standard budget presentation formats.

Executive Officer Responsibilities
· The Executive Officer shall consult with relevant staff in relation to the budget and its preparation where applicable.

· The Executive Officer is responsible for the annual presentation of budgets (capital and revenue) and for providing such additional information to enable the Board of Management to make its approval.

· The Executive Officer is responsible for submitting to the Board of Management explanations for variances from the approved budgets. 

· The Executive Officer should signal proposed increases in staff salaries during the annual budgetary round with provision for these made at this time.  

· The Executive Officer is responsible for ensuring that any application to the Board of Management for expenditure which has not been specifically budgeted for is supported by precise costings and a recommendation as to how the new expenditure can be funded.
· The Executive Officer will prepare all drafts of the Budget in consultation with the Treasurer and or President.
Financial Accountant Responsibilities
· The Financial Accountant will provide all information necessary and available to ensure all budgetary decisions are made from an informed base.

Budget Management
The Executive Officer is responsible for the Management of the annual budget. The Executive Officer or delegate will perform the day-to-day tasks required to assist and support the Executive Officer in fulfilling this responsibility. The Executive Officer or delegate will also ensure the Executive Officer/President is informed of all potential variations to the approved budget BEFORE they occur to enable informed decisions to be made.
Financial Reporting 
Financial reporting to the Board is presented in a manner determined by the Board of Management in order to facilitate clear and easy interpretation and analysis by board members. All financial reports shall represent a true and accurate account of the financial affairs of the organisation.

Procedures
All financial reports submitted to the Board of Management by the Executive Officer shall:

· Contain comment on trends and variances.

· Reflect a true and accurate picture of the accounts presented.

· Be a complete representation of the accounts presented.

· Utilise standard financial reporting formats, which present the data in such a way as to make it easy to interpret or understand and comply with all legal and standard accounting requirements.

· Comply with the agreed Committee reporting procedures.

Treasurer Responsibility
The Executive Officer will prepare all reports in consultation with the Treasurer and in a manner that is consistent with achieving the procedural requirements set out above.
Responsibility of Other Program Managers -Not Applicable at this time with ECCWA
Whilst Program Managers exercise delegated authority for the coordination, planning, implementation, review and evaluation of their Programs the financial management of the program is the responsibility of the Executive Officer. However, their responsibilities include:
· Assisting in the preparation of annual program budget submission for the consideration and approval of the Board of Management.

· Preparing budgets for any funding submissions they choose to make. They can seek the assistance of the Manager Financial Services/Executive Officer in this regard. (The Executive Officer should approve any budgets that they prepare.)

Finances Related Correspondence
All correspondence on funding related matters are to be signed by the President of the ECCWA or by the Executive Officer on their behalf.

Financial Management Procedures
The Executive Officer will carry out the day-to-day management of ECCWA’s finances in a way that is both ethical and transparent and contributes to the Organisation’s financial strength.

To ensure the affairs are managed on a prudent basis, the Executive Officer shall ensure that:

· The organisation does not incur unauthorised indebtedness.

· An annual budget is developed and approved by the Board of Management.

· All financial transactions are recorded using standard accounting practices.

· Funds are utilised solely for the furtherance of the organisation’s purposes and priorities as approved by the Board of Management.

· No ordinary operating expenses are allowed to become undischarged debts beyond a three-month period from when incurred.

· Restricted or tagged contributions are used for designated purposes only.

· No one person alone is allowed to have complete authority over any of the organisation’s financial transactions, and in particular, that two authorised persons must sign all cheques. Where payment is to benefit an individual, either staff or committee member, that person should not be one of the permitted signatories for that cheque.

· ECCWA at all times operates within a financial environment as defined by the organisation’s approved budget and within the organisation policy.

· All pay-roll debts are settled in a timely manner.

· No expenditure is approved which, although in keeping with the ends policies, is beyond the organisation’s ability to meet.

· An approved auditor audits the accounts yearly.
Salary Packaging Payments
Salary Packaging shall be made available to all paid workers at ECCWA in the form of Fringe Benefits (FB).

Salary packaging shall be voluntary and all paid workers shall be advised as such. Salary packaging will be arranged in accordance with the ATO FBT exempt total; and ATO guidelines.
FB payments can only be paid to a third party to whom the staff member has incurred a debt in relation to the provision of either goods or services. The Centre currently does not charge staff for providing this facility but reserves the right to do so if it so chooses or provide alternative arrangements for the same through a third party. The obligations of staff that opt for Salary packaging include:

· Ensuring that they do not authorise FB payments to be made to a third party to whom the staff member has not incurred a debt in relation to the provision of either goods or services

· Keeping track of FB payments that have been made on their behalf especially those whose payments are made to more than one item and or when payments are not made on a regular basis.

The list of payments that can be paid with FB payments is outlined in the appendix.  The list is a guide only and workers wanting to pay accounts, which do not fall within this list, will need to obtain the permission of the Executive Officer.
FB is not Payable in Relation to:
· Travellers cheques

· Fines, Court Costs or Restitution Orders

· Credit Card Accounts or similar for the purpose of advancing cash (cash withdrawal) or where there has been a cash withdrawal in the previous 30 days.

Procedure
· Requests for non-regular FB payments are to be made on the FB Payment Request Form and should be handed to the Manager Financial Services along with the worker’s timesheet. Requests for payment made after this day may not be processed for that pay week.

· FB payments are made by way of cheque or direct debit

· Workers do not have to allocate their FB entitlement each fortnight. Amounts may be accumulated during the course of the financial year however all amounts earned in a FBT year must be spent by the end of that FBT year.

SECTION 7:
HUMAN RESOURCES AND ADMINISTRATION
We understand that our most important assets are people and continually strives to ensure that they have the right capabilities, behaviours, and tools to be successful. Our aim is to achieve a sustainable and competitive advantage in delivering ECCWA’s value proposition and meeting our customer's needs more effectively and efficiently. Human Resource and administration play a vital role in achieving ECCWA’s overall objectives and demonstrates that the human resources function understands and supports the direction in which the Centre is moving.   
 
Human Resources strategy will aim to capture "the people component" of what ECCWA is hoping to achieve in the medium to long term, by ensuring that the following functions are met:

· Recruitment — ensuring the right people are in place

· Career development and retention — employees are developed to their potential

· Training — the right mix of skills exist, and
· Performance management and recognition — employees display the right attitudes and behaviours.
RECRUITMENT
Staff Recruitment
ECCWA will appoint staff whose qualifications, level of skill, experience and aptitude for the position match the requirements of the position and whose values and attitudes are consistent with those of ECCWA.

The principles of equal opportunity apply to all aspects of the selection and appointment of staff at ECCWA. The processes for recruiting and appointing staff will be as consistent as possible and reflect the agency’s commitment to fair access and equity for groups who have traditionally faced barriers to gaining employment.  ECCWA may positively discriminate in favour of groups who are disadvantaged in their access to employment.

ECCWA recognises that consistency in employment practice is a means of ensuring fairness and equity for potential applicants. It is also recognised that clear delineation of tasks, lines of delegation, roles and responsibilities encourages good work practice and minimises conflict.

As far as practicable the Executive Officer and one or two members of the Board of Management or their nominees shall be involved in the interviewing and selection of the successful candidate for all permanent positions. The Executive Officer has delegated authority to recruit persons for locum and fixed short-term positions.
Conditions of Employment
The terms and conditions of work at ECCWA are set by the Social and Community Services – Award (WA) 2002, other relevant awards and any Above Award Conditions, which are specified in staff contracts.

Annual Leave

An employee is entitled to four weeks annual leave. Entitlement to paid leave is accrued at the rate of 5 days (or pro rata for part time workers) for each three months of completed service.
The Executive Officer, in consultation with the worker, will make decisions about leave applications. Decisions will be based on the needs and wishes of the worker as well as the requirements of the organisation.

In applying for annual leave workers are required, wherever possible, to take the following steps:

1) The worker completes the leave application form, allowing one month’s notice, as far as possible.

2) The form is submitted to the Executive Officer.

3) If there are no issues arising from the application, the Executive Officer will approve the leave.

It is the responsibility of the worker to ensure that their leave dates are marked clearly in the diary and to remind the Executive Officer/Manager Financial Services about pay loading prior to going on leave.
Sick Leave / Carers Leave
An employee is entitled to be absent without loss of pay because of personal ill health or injury, or that of someone in their care, for the number of days as per the provisions of the SACS or other relevant Award. After two consecutive days of absence from normal duties or five single days in each twelve months of service, a medical certificate should be provided as proof of the illness or injury. 

Long Service Leave
The employee shall be entitled to 13 weeks long service leave after 10 years continuous service (pro rata for part time employees). Application for long service leave shall be made in writing to the Executive Officer. Pro-rata long service leave shall be granted to employees as per their relevant Award.

Other Leave
Employees are entitled to other leave as per the provisions of the SACS or other relevant Award.
Redundancy (only where this condition results in entitlements above the Award Provisions)

In the event of redundancy as to the whole or the part of a position whether from lack of funding or other cause, an employee shall be entitled to notice or pay-in-lieu of notice in accordance with the Board of Management’s requirements for notice of termination, together with additional notice or payment-in-lieu of notice at the rate specified in the SACS or relevant award for each complete year of service (pro rata for part time employees).
Works Hours and Leave
The operational hours of the Council are 8:30am to 4:30pm Mondays to Fridays. 

The hours of an ordinary week’s work will be 37.5 (or pro rata) and are to be worked either:

1) In a week of 5 days in shifts of not more than 7.5 hours each

2) By mutually agreed method, provided that the length of any ordinary shift shall not exceed ten hours and is in accord with the employment contract.

Full time staff have to work 7.5 hrs daily commencing work as early as 8.30am but no later than 8.55 am and finish work as early as 4.30 pm but no later than 5pm. More than 5 hours continuous cannot be worked without a 30-minute break. Unless otherwise agreed to P/T staffs also have to work their hours within these times. To address particular needs of the agency the EO can waive the aforementioned requirements. 
Timesheets
All workers are to complete timesheets daily and at the appropriate times i.e. when they commence work and finish work and when they take lunch and recommence work. Failure to complete a time sheet may cause errors in payment of wages and in some instances may result in payment of wages being withheld until the timesheet is provided. Time sheets should be completed as per the instructions provided on them.

Recording Staff Movements/Absences
Staff are required to advise the Executive Officer if they are to be absent from work, and calendars need to have home visits, meetings etc recorded on them including addresses for home visits and contact phone number(s).The Executive Officer must at all times know the itinerary details of all staff. So when a staff member rings in sick, and talks to other staff, they have to immediately inform the EO, so that cancellations of appointments can be made, if required.
Overtime – Time Off in Lieu (TOIL)
Accruing overtime and taking Time in Lieu (TOIL) are managed by ECCWA in the context of:

· Protecting the health and safety of workers;

· Ensuring that staff workloads and job descriptions are realistic;

· Good time management; 

· Ensuring compliance with relevant Insurance policies and

· Providing a flexible workplace for all employees.

Where workers regularly have to work overtime, it is the responsibility of the Executive Officer to discuss the demands of the position and workload with the staff member, and ways of ensuring that the role is manageable.

Overtime and TOIL will be as per the SACS or relevant Awards and only overtime/ TOIL that has been approved by the Executive Officer in writing, shall be worked. Only approved overtime will be subject to overtime rates for TOIL. A maximum of 10 hours TOIL can be accrued by full time employee (pro rata for part time employees). TOIL must be taken within one month of the day the maximum has been accrued.

Leave forms

All applications for leave, including Annual Leave, Sick Leave, TOIL and Carers leave must be made on the appropriate leave application form and must be approved by the Executive Officer.
Volunteer Recruitment
Active promotion of volunteer work at ECCWA will be undertaken when necessary. Where prospective volunteers approach ECCWA directly, they will be provided with:

· A Volunteer Application Form

· A “Volunteering at ECCWA” Kit

· A job description where relevant

The Executive Officer should undertake selection and approval and orientation should be obtained prior to commencement of all volunteer workers.

Induction and Ongoing management of New Volunteers
Volunteers at ECCWA will be provided with an introduction session relevant to the nature of the work they are to undertake and the worker with responsibility for supervising that volunteer will provide the introductory session. Induction sessions should include:

· Relevant information about the Centre

· Specific training relevant to the work they are to undertake 

ECCWA is committed to ongoing training for volunteers. Volunteers will be kept informed of training available within the community. ECCWA’s training and professional development procedure also includes volunteer workers.
Management & Supervision

Supervision of volunteers is the responsibility of the paid worker undertaking that particular area of work. It is the responsibility of the supervisor to ensure that the volunteer is adequately supported in their work, and that the volunteer’s commitment to the organisation is being met.

Any ongoing performance issues must be raised with the Executive Officer. It is the responsibility of the Executive Officer to take any disciplinary action in respect of volunteer workers, including termination of a volunteer placement.

Timesheets

To give an accurate representation of the hours worked volunteer timesheets must be completed after each session. It is the responsibility of the volunteer to keep these up to date. 

References

Volunteers will be provided with written references upon request if they have completed the minimum time commitment required by ECCWA. If a volunteer has contributed for less than this period it is at the discretion of the Executive Officer whether a reference is provided. 
Insurance Cover

ECCWA relies heavily on the contribution of volunteers in the delivery of its services to the community. At all times a strong emphasis is placed on the safety and wellbeing of our volunteers. As volunteers are not captured within the workers compensation system and therefore not covered by workers compensation insurance, ECCWA will maintain at all times a separate insurance policy to protect volunteers. ECCWA has Professional Indemnity Insurance and this insurance provides cover for both paid and volunteer workers at ECCWA. Volunteer workers are required to be familiar with and comply with the PI insurance guidelines. ECCWA also maintains volunteer insurance. Hope this is the case for ECCWA?
Insurance Conditions

The volunteer insurance held by ECCWA presently covers all volunteers, work experience, work for the dole and Centrelink mutual obligation, people carrying out activities on behalf and at direction of ECCWA for accidental injury or death. 

The benefits payable are as outlined in the volunteer insurance procedure held by ECCWA. To be protected by the insurance, you must be engaged in activities authorised by your supervisor and/or Centre Executive Officer. If you are engaged in activities that are not authorised, you may not be covered by the insurance policy.
Rights & Responsibilities

It is the responsibility of all volunteers at ECCWA to work within the ECCWA Code of Ethics and to be guided by ECCWA policies and procedures. It is the right of all volunteers at ECCWA to:

· Receive comprehensive and accurate information about ECCWA and its policies and procedures

· Receive a clear position description and sufficient information about volunteer rights and responsibilities

· Be involved in worthwhile activities that have the potential to provide job satisfaction. 

· Have their skills recognized and be given opportunities for skills development

· Be supported in the role of a volunteer

· Know who to receive support from and how to deal with grievances and make complaints

· Be valued by the organisation

· Receive regular constructive feedback on performance

· Work in a safe environment 

· Be treated respectfully

Time Commitment

To justify the time and resources involved, and to ensure quality and continuity of service provision and project work, minimum time commitments are sought from all volunteer workers.  

In setting the minimum time commitments, ECCWA is mindful of the differing requirements of various work areas and, most importantly, of the need to provide a flexible work place to ensure broad participation from the community.

Under circumstances where it becomes impossible for a volunteer to continue this commitment or a volunteer is aware from the outset that he or she cannot commit to being on roster for this minimum period, it is the responsibility of the volunteer to discuss this with the supervising worker. 

Student Placements 
ECCWA is committed to playing a role in training students to work in the community legal and social welfare and related fields. It is the organisation’s belief that providing placement opportunities to students is a means of improving knowledge and skills in social justice and in responding to our community’s welfare and legal related needs.

Placements will only be taken on when there is meaningful work to be undertaken. All students on placement at ECCWA are required to work within the policies and procedures of the service. They will be expected to maintain the standards set out in the ECCWA’s Statement of Guiding Principles.

Person’s undertaking professional placements as part of their tertiary education are welcome to apply to ECCWA. ECCWA will not use students to substitute for funded positions that should be resourced by local, state or federal governments.

Role of Students

Workplans or learning contracts are to be negotiated with each student at the commencement of their placement.  

Management & Supervision

Day to day supervision of students is the responsibility of the paid worker undertaking that particular area of work. It is the responsibility of the day-to-day supervisor to ensure that the student is adequately supported in their work.  

Timesheets

To give an accurate representation of the hours worked and the activities undertaken timesheets must be completed. It is the responsibility of the student to keep these up to date and these should be provided to the supervising worker.

References

Students will be provided with written references upon request if they have successfully completed the placement. The reference shall set out the period of the placement and the tasks undertaken.

Insurance Cover

It is the responsibility of the tertiary institution to arrange for accident and injury insurance cover for the student for the duration of their placement. Details of the insurance cover shall be obtained by ECCWA and held on the student’s file.

Positions Descriptions

A specific job description will be developed for each position, regardless of its duration and will include:

1) Background information about ECCWA
2) Summary of responsibilities

3) Specific tasks

4) Accountability mechanisms

5) Key selection criteria

6) Skills & qualifications required

7) Salary & conditions

Confirmation of Employment
All workers shall be provided with a letter of employment at the commencement of their employment. That letter shall include, amongst other things, details of the conditions of employment for workers at ECCWA. A copy of the Award will be made accessible to staff at the office.
Induction of New Workers
All new staff must participate in an orientation program.

It is the responsibility of the Executive Officer, in collaboration with relevant members of the staff team, to orient new staff to ECCWA.

Orientation will include the following:

· An outline of the history and philosophy of ECCWA
· A description of the management structure of the organisation

· An introduction to the policy and procedures of the organisation

· A tour of the facilities, administration systems and work-spaces in the office

· A run-down of key staff and other meetings, and of the main channels of communication and information sharing across the organisation.
Inability to Attend

Notice should be given to your Supervisor as soon as possible of your inability to attend on a scheduled workday. In the case of 20 View Street premises this should be done through the front office reception and if this is not possible through the Executive Officer. The more notice given, the greater the likelihood of alternative arrangements being made.

Where illness is preventing your attendance, a call should be made first thing in the morning to the Centre as per the aforementioned procedure. Every effort should be made to notify the Centre prior to 9.00am. 

Career development, retentioN AND TRAINING
 
Workers Reviews 

ECCWA will undertake regular worker reviews. These will provide an additional formal component to what is an ongoing, informal process. Worker reviews is part of the responsibility of the organisation to its workers. It is integral to ECCWA’s planning and review processes, to the maintenance of effective worker relations and communication channels, as well as to the job satisfaction and professional development of workers.

Worker reviews 

· Assist workers at ECCWA to meet the objectives of their position and the aims of the organisation.

· Encourage goal setting and the identification of priorities

· Provide a means by which worker’s can measure professional development

· Provide a source of feedback and support to workers in their professional development

· Provide a means of recognising and building on achievements

· Encourage workers to develop themselves to meet the changing demands of the work and prepare for future needs

· Enable workers to identify training needs and career objectives

· Provide an opportunity to get feedback as well as to express their views about and experiences of the organisation and its work.

Procedures
It is the responsibility of the Executive Officer or his/her delegate to carry out worker reviews. As a general rule the delegate will be the program Manager or the immediate supervisor. This will be done on a twelve monthly basis. The process aims:

· To allow the Executive Officer or his/her delegate and the worker to discuss work freely and confidentially

· To discuss the worker’s progress and review performance in comparison with set job standards

· To discuss any work problems and ways they might be resolved

· To offer and discuss ways of improving performance, such as training opportunities, so that workers can make full use of their potential and the organisation can be informed of their needs and aspirations. 

The worker review will be guided by self-evaluation on the part of the worker, evaluation by the Executive Officer or his/her delegate and by the relevant work plan. It will focus on the relevant job description and workplan. 

Broadly, reviews will involve three steps:

1) Self-evaluation by the worker prior to meeting with the Executive Officer or his/her delegate
2) Review by the Executive Officer or his/her delegate in discussion with the worker

3) Discussion of both evaluations, with a view to achieving agreement both on content and on ways of improving job satisfaction, training and performance

4) Agreeing on and recording the outcomes so that they can be used as an ongoing planning tool and at the next review

Worker reviews will be confidential. Reviews are in no way to substitute for the dispute resolution procedure or to be used as a disciplinary procedure.

Training and Professional Development 

ECCWA recognises that staff training and development are essential to the provision of a high quality service and all workers are encouraged to attend relevant training and development. 

Procedures
It is the responsibility of the Executive Officer or his/her delegate and the worker to identify and inform other workers about training opportunities that arise.

Training needs will be identified through staff review processes, annual planning, recruitment and orientation of new workers and when changes are made to a job description.

Decisions about attendance at training courses will be made by the Executive Officer and will be made on the basis of the relevance of the training to the professional development of the staff member and the needs of the organisation.

Staff attending training on a day that is not their normal rostered day will be granted Time in Lieu. 

Specific budget allocation will be made for staff development and training.
Equal Employment Opportunity Procedure
Ethnic Communities Council of WA Inc (ECCWA) ensure that the talents and resources of employees are utilised to the full and to this end it will ensure that no job applicant or employee is disadvantaged by conditions, which cannot be shown to be relevant to the job.  

It supports the objectives of the Western Australian Equal Employment Opportunity Act that became Law in 1985 with additions and improvements added in 1988 and 1992.

Furthermore, ECCWA will ensure that no job applicant or employee receives less favourable treatment on the grounds of 

· Sex, 

· Sexual preference

· Marital status, 

· Pregnancy or breast feeding, 

· Race, 

· Impairment, 

· Religious or political conviction, 

· Age, or

· Social orientation 

· Family responsibilities or family status, 

The foci for the measurement of performance, or suitability for available positions within the organisation, are the relevant knowledge, experience, skills and ability of the employee. The organisation will not intrude into the personal relationships of its employees. However, it has a responsibility to make it clear that harassment in any form, within the workplace, is completely unacceptable behaviour.

The Equal Employment Opportunity Objectives of this organisation are designed to provide an enjoyable, challenging, harmonious work environment for all employees where each has the opportunity to progress to the extent of his or her ability.

Objectives:

To this end, ECCWA will:

· Fulfil its social responsibility towards its employees and the community in which it operates;

· Recognise its legal obligations under the Equal Opportunity Act 1984;

· Review periodically its selection criteria and procedures to maintain a system where individuals are selected, promoted and treated solely on the basis of merit and ability as appropriate to the job;

· Seek to give all employees equal opportunity and encouragement to progress within the organisation;

· Distribute and publicise this policy statement throughout the organisation and elsewhere from time to time as is appropriate;

· Provide opportunity for employees to gain skills and experience to enhance their career prospects with the organisation;

· Promote employees’ understanding of equal opportunity principles and of this procedure;

· Ensure that any new policy and procedure is consistent with this Equal Employment Opportunity Policy; and

· Establish a formal grievance procedure for the resolution of any complaints brought forward by any employee or consumer of ECCWA’s services in those areas that fall within the ambit of the Equal Opportunity Act.

Responsibilities

· The overall responsibility for monitoring the effectiveness of this procedure and for implementing an ongoing programme of action to make the procedure fully operative is vested in the Executive Officer.

· It is the responsibility of all employees to accept their personal involvement in the practical application of this procedure although specific responsibility falls upon the management committee, the Executive Officer, supervisors and employees directly involved in recruitment, employee administration and training.
Definition of Harassment

Harassment is defined as any unwelcome behaviour that offends, humiliates or intimidates concerning a person’s race, colour, language, ethnic origin, sex, sexuality, pregnancy, marital status, family responsibility or status, age, disability, political or religious conviction, whether these characteristics are real or perceived.

Generally, unlawful harassment occurs when someone is subjected to such behaviour for a reason that is prohibited under anti-discrimination legislation. Put another way, unlawful harassment is a form of discrimination. For example, intimidating a person because he or she belongs to a particular ethnic group is unlawful because racial discrimination is outlawed by both Commonwealth and State legislation. Harassment can involve physical conduct, verbal conduct or visual conduct (eg in the form of posters, email, or SMS messages).

Sexual Harassment covers a range of unwelcome and offensive behaviours of a sexual nature, which are unsolicited and unreciprocated. It includes verbal or written advances or requests for sexual favours; physical contact, including touching, rubbing, patting or constant brushing against another person; sexually explicit derogatory statements, jokes or gestures; display of graphic materials of a sexual nature either in hard copy or electronically, or sexually discriminating remarks which are offensive to the person involved.

Racial Harassment is behaviour that belittles or denigrates a person because of characteristics related to their race. This may be to do with their place of birth, nationality, colour, ability with the language or physical characteristics. The behaviour may be written, verbal or involve the use of gestures and is offensive and/or intimidating.

Harassment in the workplace may occur

· Among peers or co-workers;

· Where a person uses harassing behaviour to control, influence or affect the career, salary or job of another person over whom they exert actual or perceived authority; or

· From a subordinate to a superior.

It is the responsibility of all staff to ensure the proper standards of conduct are upheld in the workplace. The Board of Management, Executive Officer and staff in supervisory positions should ensure that the work environment is free from all forms of harassment.

Complaints of harassment will be considered seriously and sympathetically and the Executive Officer and Board of Management will attend them promptly. In all cases, the utmost care will be taken to investigate the complaints impartially by recognising the rights of all parties.

Proven harassment amounts to misconduct and, as such, formal disciplinary action, including dismissal, may be taken by the Board of Management against the worker concerned.

If an employee is dissatisfied with the outcome of any conciliation attempt, the Board of Management recognises the right of an individual to refer a complaint, at any time, to the Equal Opportunity Commission, a Union or some other appropriate outside body.
Code of Conduct
The code of conduct is a set of rules outlining standards of acceptable behaviour at work. It makes it clear to all people what is expected, and reduces confusion and possible conflict. The ECCWA code applies to all staff, board of management and volunteers and is outlined in the appendix. 
A copy of the code of conduct is given to all paid and volunteer staff on recruitment. Failure to abide by the code of conduct may lead to instant dismissal from the Ethnic Communities Council of WA Inc.

Professional attitude

All persons working at ECCWA - Board of Management members, staff and volunteers - have a shared responsibility for maintaining a harmonious, professional and supportive working environment. The professional attitude and behaviour of individuals and of the team are crucial to ECCWA’s reputation and quality of service, and to the goodwill and confidence that funding bodies and other organisations have in ECCWA. All staff are subject to the code of conduct outlined in the Appendix section of this manual.
The following expectations are considered crucial to good professional conduct and Board of Management members, Executive Officer, staff and volunteers will:

· Work for the benefit of the whole organisation rather than for himself or herself or any individual (who is not a consumer) or particular interest group. 
· To uphold the following workplace principles: openness, respect, trust, responsibility, accountability, sensitivity and confidentiality.
· Should wear neat clothes appropriate to the type of work and not offensive to the clients
· To treat the working environment with respect, to respect other people’s work practices and workstations, and to leave things safely and in good order and not to check on workers and/or client files without his/her express authority and/or consent.

· Be committed to working cooperatively with a group of people rather than alone and to put aside personal or organisational conflicts and grievances in the best interests of ECCWA.

· Be solutions focussed and work collectively and collaboratively within the framework of these policies and procedures to continuously improve the services we provide to our community and the circumstances in which we provide them.

· Recognise their respective roles and responsibilities and promote good working relationships by treating each other, clients and visitors with integrity, fairness, equity, courtesy, consideration and respect. 

· Perform their roles and responsibilities to the best of their abilities. The duties of employees are described in their job descriptions. If staff experience difficulties in performing these duties they are expected to seek help from their supervisors. If the Executive Officer has difficulties in performing the prescribed duties, she/he is expected to seek help from the Board of Management and in the case of the Board; members are expected to seek assistance from other members.

· Observe Acts, Regulations, License requirements, Determinations, Awards, any instructions and lawful directions that relate to their work, or the environment in which ECCWA operates.

· Follow and support the governance framework, policies and procedures of ECCWA. Where policies and procedures need revising, this should be done in accordance with the Policy Development & Review policy. Until new policies have been adopted, existing policies apply.

· Portray a positive, professional and responsible image of ECCWA, its programs and services; its community, its employees and its Board of Management. It is important that clear distinctions are made between personal views and ECCWA policy and services.

· Comply with the policy on Public relations & the Media and, when authorised to do so, represent ECCWA positively, with integrity and professionalism.

· Be mindful of ECCWA’s Equal Opportunity policy and Harassment Policy. Paid and volunteer staff and Board of Management members are expected not to discriminate against or harass another employee, Board of Management member or member of the public, particularly on the basis of sex, sexual preference, political affiliation or opinion, race, colour, ethnic or social origin, religion, marital status, pregnancy, age, physical or mental disability or impairment.

Use of Telephones
All personal mobile phones and pagers are generally to be switched off or left in silent/vibrating mode during work hours. The exceptions to this rule are where an extremely urgent call is expected or where the staff member has elderly dependents or a family member who is ill. An extremely urgent call is defined as a medical emergency for a family member or similar. Staff can be contacted for personal matters on the office phone.

The office phones may be used for personal calls however these are to be kept to a minimum and should only be made where necessary. It is preferable that calls are made during your breaks. Where personal calls are made to anywhere other than a local call number, a log of these calls is to be kept and reported to the Administrator. The staff member is to reimburse ECCWA for the cost of these calls as advised by the Administrator.

The office mobile telephone is available for workers to utilize for work purposes. Workers have priority access to the telephone for court and outreach work. Other workers may access the telephone for home visits or as otherwise approved by the Executive Officer. Personal calls are not to be made from the mobile phone, nor are they to be received on the mobile phone. No calls are to be made from any office telephone to competition lines, live talk back lines, radio phone-ins or similar.
Computer and Internet Access
The Computers and Internet are provided for work purposes only. Workers accessing the computers and Internet will comply with the following;

· Diskettes / pen drives or electronic equipments are to be introduced to any workstation or the server only after they have been scanned for viruses. If any worker introduces a diskette or equipment to the computer system without it first being scanned for viruses and subsequent damage is caused (including the introduction of a virus), that worker may be liable for the cost of repairs.

· No software is to be added to any workstation without prior consent from the Manager Financial Services/Executive Officer.
· No Internet access is to be gained to pornographic sites, games sites, shopping sites and the like. Only work related sites are to be accessed. Regular checks will be made of workstations to ensure compliance with this rule.

· Inappropriate material is not to be downloaded from the Internet.  

Access to Stamps, Stationery and Photocopying for personal use

Stamps, Stationery, and the photocopier are provided for work purposes only.  Stamps may be purchased from the Receptionist however this should be kept to a minimum and stamps must be paid for at the time of purchase. Similarly the photocopier may be used for personal purposes and the charges that apply to clients will also apply to staff.

Grievance Procedure
ECCWA recognises that individual and group problems arise from time to time and that it is necessary to resolve these problems efficiently and effectively. The Board of Management and workers are committed to resolving grievances through open communication and in a manner consistent with co-operative work practices. Subject to the Industrial Relations Act 1988, any dispute or grievance arising out of the operation of Workplace Relations Act 1996 shall be dealt with under the Award. 

Grievance between one worker and another worker
Where there is a grievance between one worker and another worker, the following grievance procedures shall be followed in all instances. 

(1)  Where a worker has a grievance with another worker, the aggrieved worker must discuss their grievance with the worker. If there is no resolution, then;

(2)  The aggrieved worker is to report the grievance to the Executive Officer in writing, advising the steps they took to resolve the matter and any outcome.

(3)  The Executive Officer will discuss the grievance with the aggrieved person and the other worker together. The Executive Officer will act as a facilitator during this stage.
(4)  Where the parties to the grievance cannot resolve the matter, the Executive Officer will decide on any issues and report to both parties in writing.

Where any worker is not satisfied with the decision of Executive Officer, they can appeal to the Board of Management. All correspondence regarding the grievance will be made available to the Board of management for their consideration.

Grievance is lodged against the Executive Officer
Where a grievance is lodged against the Executive Officer, the matter will be dealt with by:
1. Following step 1 of the above procedure, if there is no resolution, then the aggrieved worker is to report the grievance to the President of the Board of Management in writing, advising the steps they took to resolve the matter and any outcome.

2. The Board of Management will discuss the grievance with both the aggrieved worker and the Executive Officer.

All correspondence regarding the grievance will be made available to the Board of management for their consideration.

The Chair of the Board of management will convene a meeting of the Board seven (7) days after receiving notification of any grievance. Any grievance must be put in writing and cannot be based on verbal advice, hearsay or anonymous complaints.

In reviewing grievances all parties will apply the following principles:

· Due process;

· Conflict of interest;

· Natural justice;

· Confidentiality;

· Protection of Client rights; and

· Equal opportunity.

A worker can elect to have representation at any meeting if she/he chooses.

The decision of the Board of management is final except where a worker has recourse to appeal from the final decision of the Board of management under relevant employment legislation.

Disciplinary Procedure
The following steps can be taken in order to deal with disputes. The Grievance and Disciplinary procedure outlined in the Award overrides this procedure. 

The Executive Officer has delegated responsibility for all staff management matters. This includes responsibility for responding to disputes.

Step 1. First verbal warning
A worker should be directly informed, verbally or in writing, by the Executive Officer as soon as possible of any complaint concerning the performance of their work. Complaints must be specific and should relate to the job being done as outlined in the position description or the conduct of the worker whilst in the workplace or undertaking work duties.

The complaint should be discussed by the Executive Officer and the worker, and the Executive Officer should outline specifically how the worker must improve his or her performance. A timeframe should be set for review of conduct or performance.

The worker is entitled to have a representative of the Union or any other person present at the discussion.

If the dispute is resolved at this point, there is no need to proceed further.

Step 2. First written warning
If the problem continues or occurs again after the verbal warning, the worker must be given written notice by the Executive Officer of the complaints against them.

The matter shall then be discussed at a meeting with the Executive Officer. The worker should attend this meeting. The worker has the right of reply and should have the opportunity to discuss the complaints made against them. The worker is entitled to be represented at this meeting by the Union or a representative of their choice.

The Executive Officer will advise the Board of management in writing prior to the meeting, informing them of the nature and details of the dispute. The Board of management reserves the right to be represented at the meeting.

The aim of the meeting is to provide clear instructions as to how the performance is to be modified or improved. The Executive Officer should seek an undertaking from the worker to do certain things or change certain things within a trial period. The meeting should always be focussed on resolution of the complaint.

A review should be scheduled to take place after the trial period.

First written notices remain in force for twelve months from the date upon which they are issued.

After this the dispute may be resolved and no further action required.

Step 3. Final written warning
If the problem persists a second meeting should be called by the Executive Officer and the worker given written notice to attend. Again the worker has the right of reply and can discuss the situation. The worker is entitled to have a representative of the Union or a representative of their choice attend the meeting.

The Executive Officer will advise the Board of management in writing prior to the meeting. Again, the Board of management reserves the right to be represented at the meeting.

The matter should be discussed and further action may be considered. The two parties need to negotiate what this action might be and the worker is given written notice - a “final written warning”. Where a “final written warning” is made to the worker, it shall be undertaken and authorised by the Board of management after consultation with the Executive Officer. 

If this resolves the dispute there is no need for further action.

Step 4 Termination of employment
If the problem continues after three warnings, the Executive Officer will call a meeting of the Board of management and a decision will be made about the employment of the worker.

The Board of management may wish to consider alternatives like a formal Dispute Resolution Meeting to further attempt to resolve the problem before deciding on termination. 

If dismissed, the worker must be given notice as per the termination clause in the SACS or other relevant Award or payment in lieu of notice.

Confidentiality Procedure
All workers at ECCWA (paid and voluntary) will be asked to sign a confidentiality agreement as per their program requirements.

All client information is confidential. The only information to be held about a client is information that is necessary to assess the client’s need for a service, and then to provide the appropriate service. Information is to be as objective as possible and references to client’s physical appearance, and other personal characteristics should be avoided unless it is relevant to any assessments being made for casework purposes. Information is not to be disclosed to anyone without the client’s permission and only for the purpose’s of providing a service to the client. The authority may be written or verbal (preferably written) and must be noted on file. Unless the worker has the client’s permission, workers are not to disclose individual client details with:

a)
Other clients;

b)
Other workers whose involvement is unnecessary (regardless of how interesting or unusual the matter is);

c)
Other agencies or organisations except in order to act on the client’s behalf. If an agency or organisation rings the centre to discuss a client, we must have the client’s authority to discuss their circumstances with the agency;

d)
Relatives or spouse of the client; and

e)
Management Committee.

Names or situations that could identify clients should not be discussed outside the centre.

All documents containing client’s details, including client files, must be stored away and not left on the desk or in the open. This rule applies both when the offcie is open and after hours.

As a general rule client files and documents relating to clients are not to be removed from the office unless prior permission has been obtained from the Executive Officer. In exceptional circumstances, program Managers and staff can use their discretion to take files from the Centre where such need can be demonstrated.

Clients have the right to view their own files and to dispute any of the contents. Take care to ensure file notes are factual. Where a request is received from the client to view or copy the file this should be referred to the Executive Officer. Always ensure that it is in fact the person to whom the file relates that you are speaking to i.e. ask for ID. ID should be in the form of a drivers licence, health care card or similar document.

Care is to taken (especially with telephone enquiries) that it is indeed the client being addressed. The worker should ask for date of birth and telephone number or some other personal detail that is known to the Centre that will help to identify the caller.

Do not confirm or deny any inquiries about whether someone is a client or a worker at the centre.

Workers names, addresses or telephone numbers are not to be disclosed under any circumstances without permission of the Executive Officer. Official requests (e.g. subpoena) for production of client or staff information must be directed to the Executive Officer. In his/her absence such requests must be directed to the President.

There will be some occasions where something the client says or does causes you concern. This may be that the client threatens harm to himself or herself or another person, or to commit an offence. If this occurs, you should advise the client that what they have said to you causes you concern and that if they do not withdraw the statement to your satisfaction, you will need to raise the matter with the Executive Officer and it may be necessary to still-notify the Executive Officer if such an event occurs. If the Executive Officer is unavailable then notify the Program Manager. The Executive Officer or the Program Manager will then need to seek legal or other appropriate advice on how to deal with the matter and will keep the staff member informed.
Workers Compensation Procedure

ECCWA shall meet its requirement to hold appropriate levels of workers compensation insurance to provide coverage for all paid employees.

In the event that a workers compensation claim is to be lodged, an application is to be obtained from the Executive Officer. Upon receipt of an application from an employee, the application must be lodged with the insurer within the period stipulated by the procedure.

ECCWA will always endeavour to have the injured worker return to work as soon as is possible and where practicable, alternative duties will be offered to facilitate this practice.

SECTION 8: WORKPLACE HEALTH AND SAFETY
ECCWA is committed to the Work Health and Safety Act 2011 (Cth) (the WHS Act), a person conducting a business or undertaking must ensure the health and safety of workers at work in the business or undertaking, so far as is reasonably practicable. Additionally, it requires to ensure that the health and safety of other persons is not put at risk from work carried out as part of the conduct of the business or undertaking, so far as is reasonably practicable.
Non-Smoking

ECCWA is a smoke free workplace. This means that smoking is strictly prohibited in any of ECCWA’s premises and at any functions that are conducted by ECCWA.

Manual Handling

Manual handling includes everyday activities such as carrying, stacking, pushing, pulling, rolling, sliding, lifting or lowering loads. ECCWA will adhere to the principles of the Manual Handling Code of Practice.

It is the responsibility of the Executive Officer to ensure that workplace injury records are analysed and manual handling tasks likely to cause injury are identified and assessed. Where necessary the task will be redesigned and manual handling equipment and adequate training will be provided. 

Security of Belongings

ECCWA recognises the importance of a safe workplace for all workers and visitors to ECCWA. A key element of a safe workplace is for workers to feel that their personal belongings are safe whilst they are at work. It is also important for effective working relationships with the community that trust exists. This trust is undermined when personal belongings are stolen or damaged, as generally it is our clients who are first suspected of the offence. ECCWA will seek to provide a workplace where workers feel that their personal belongings are safe.

Emergency Response

ECCWA has detailed Emergency Response procedures to deal with the following are detailed in ECCWA’s EMERGENCY PROCEDURES Handbook:

· Fire

· Earthquake or severe storm

· Bomb threat

· Other emergencies such as violence, physical threats etc

It is the responsibility of the Executive Officer to ensure the implementation of this procedure.

Procedures
It is the responsibility of workers and the Executive Officer to:

1. Elect a safety and health representative in accordance with the Occupational Safety and Health Act (WA) 1986;

2. Ensure that Occupational Safety and Health policies and practices are developed and regularly reviewed;

3. Ensure the provision of adequate facilities;

4. Develop and maintain a safe working environment; and

5. Ensure that Safety and Health is on the agenda at every staff meeting and that adequate time is provided for consultation and discussion.

The Executive Officer is responsible and accountable for:

1. Implementing systems to identify hazards and ensure action is taken when necessary;

2. Monitoring the working conditions and the health and welfare of workers;

3. Providing mechanisms so that OS&H issues can be responded to and resolved;

4. Providing and maintaining machinery, equipment and materials in a safe working condition;

5. Implementing safe working procedures and practices;

6. Providing information, instruction, training and supervision to ensure that each worker is safe from injury and risk to health; and

7. Ensuring that all persons on the premises or workplaces of ECCWA observe policies and procedures.

Workers have a legal responsibility to take reasonable care to protect their own safety and health at work and to avoid adversely affecting the safety and health of any other person through any act or omission at work.

This will be achieved by workers:

1. Complying with ECCWA’s policies and procedures;

2. Using with care any equipment provided for work purposes;

3. Complying with any reasonable instruction regarding safety and health;

4. Immediately reporting any hazard, incident or accident;

5. Ensuring that they are not affected by the consumption of alcohol or a drug, or in any such state as to endanger their own safety at work or the safety of any other person at work; and

6. Actively and constructively participating in discussion to resolve health, safety and welfare matters through the consultation process.

Working with Clients

Workers are to be mindful of their own safety and the safety of others at all times when working with clients.

ECCWA workers are not required to assist clients who present at the Centre whilst they are intoxicated. If a worker knows the client and feels safe in working with the client in that state they may choose to do so (recognising that for some of our clients they are frequently intoxicated and it is difficult for them to be sober). A decision by any worker to work with a client whilst they are intoxicated must take into consideration the safety of all persons in the Centre at that time and not just their own safety.

If there is any concern regards working with a client, an interview room should be used (rather than a worker’s office) and the workers should place themselves closest to the door. It is preferable in these instances to have two workers present.

At any time that a worker feels unsafe working with a client they should terminate the interview in the most effective manner. What action should be taken after ceasing the interview should be discussed with the Executive Officer.

Responding to Inappropriate Client Behaviour
ECCWA is required to provide a safe and accessible environment for all who work at, visit or use the Centre. To achieve this, workers, users of the service and visitors to ECCWA are required to behave appropriately and responsibly while communicating with others at ECCWA, using ECCWA property or on ECCWA premises.

Whilst the ECCWA Board of Management and workers recognise the difficulties that clients may have and the stress they may be experiencing at certain times, clients have responsibilities to ECCWA that are not negotiable. These include, but are not limited to:

· Treating other clients, visitors and workers at ECCWA with dignity and courtesy.

· Valuing ECCWA and not damaging or taking property.

· Responding to and cooperating with directions from ECCWA workers.

· Avoiding drug, alcohol and other prohibited substance consumption prior to and whilst on ECCWA premises.

· Acknowledging and accepting ECCWA’s guidelines for the provision of service.  Grievances should be pursued in an appropriate manner.

Where a person has behaved in a manner, which unacceptably challenges the above responsibilities, ECCWA workers must take appropriate action to preserve the safety of workers, other clients, visitors to ECCWA, property and the efficiency of ECCWA’s operations.

Appropriate Client Response Procedure
1. If a person behaves in a loud or aggressive way, appropriate action includes:

· Requesting the person to cease their behaviour, advising they will be requested to leave if they do not do so.

· If the loud or aggressive behaviour continues, request the person to leave.

· If the person refuses to leave the premises and it is safe to do so, escort the person from the premises.

· If it is not safe to escort the person from the premises, issue a warning that the Police will be called if they refuse to leave.

· If the person does not respond to this warning, contact the Police.

2. Where the behaviour is extreme and the safety of others is seriously at risk, the Police are to be contacted immediately.

3. All workers will have a different level of comfort when responding to loud and aggressive persons. Where a worker feels uncomfortable responding to a loud or aggressive person they should seek support from other workers, preferably the Executive Officer.

4. Where workers observe another worker endeavouring to respond to a loud or aggressive person they shall lend whatever support is appropriate in the circumstances. In particular, workers shall escort other clients and visitors to a place of safety if this is required.

5. Whilst police intervention shall be a last resort, no worker shall place themselves “at risk” in order to avoid police intervention or damage to property. Physical restraint should only be used as a last defence. The first response of staff should be to remove themselves and others from harm to a place of safety.

6. Wherever there is an incident of loud or aggressive behaviour an incident form is to be completed and provided to the Executive Officer. Serious and/or repeated aggressive behaviour will result in the person being issued with a warning that any future behaviour of that nature will result in them being banned from using the services of ECCWA.

7. If the incident is of an extreme nature, the Board of Management may pursue criminal charges against the perpetrator. In these extreme circumstances the Executive Officer and the Board of Management must be advised of the incident immediately.

Client Home Visits

ECCWA acknowledges that some clients may not be able to attend the Centre and offers services to those clients through home visits.
All home visits are to be approved by the Executive Officer or the Program Manager who will ensure that procedures have been followed. Home visits will not be permitted where there is a known danger, including ongoing domestic violence. Attendance at the home of a client who has escaped domestic violence to assist her to remove possession should be referred to appropriate services and the Police who are appropriately equipped to provide this service.

1. Where there is likelihood of “danger”, including ongoing domestic violence two workers must attend the visit.

2. Where possible, learn as much as possible about the individual or family that you will be visiting beforehand.

3. Where possible a mobile phone must be taken and left on at all times.

4. Record your movements in the diary held on the common calendar stating where you will be and when you are expected back. Include the client’s phone number and full address.

5.
If a worker does not return on time the standard procedure for dealing with this situation include:

· Ringing the worker on the mobile phone;

· Ringing the client’s home where possible;

· Two workers going to the client’s house as soon as possible; and

· Having the police visit the client’s house as soon as possible.

Home Visits Guidelines procedure
Which of these or other options that may be chosen will depend on the circumstances.

1. Make sure that you have documents that will identify you and the ECCWA on your person. If there is a police raid during your visit (this is always a possibility when visiting squats) do as you are told and identify yourself and explain your role as soon as possible.

2. After knocking on the door of the house stand to one side. Standing directly in front of the door may be viewed as provocative. If there is a screen door, do not stand in a position that will allow you to be trapped behind it if it is suddenly opened.

3. Do not enter the house until clearly invited to do so. When going in the door of the house try to let the client go in before you. This means that you are less vulnerable as you walk in. Look at the locks on the door at you walk in. Secured deadlocks or chains may make any escape impossible should a difficult situation arise. Ask that any locks or chains not be secured before getting down to the business of the visit.

4. If you become concerned about your safety while on a home visit leave as quickly as possible.

5. Choose carefully where you sit. Do not sit anywhere with your back exposed. Sit where you can see the movements of those in the house. Sit on the edge of deep chairs in case you have to get up quickly.

6. Take the minimum amount of material into the house with you. Do not carry in a briefcase or anything that may give your home address if you have to move quickly and leave these articles behind. Have your car keys on your person and not in your bag.

7. Park your car in such a way that you can get away quickly if necessary. Do not park in the driveway. If parallel parking, park where your car cannot be easily blocked in, with the wheels turned out from the kerb. If angle parking reverse into the kerb.
Working Alone with client

The ECCWA acknowledges that staff may be required to work at the Centre on their own due to the nature of the work conducted at the Centre.  

To be alone in the centre with a client, even if the client is well known to the worker or the centre should be avoided. At all times that clients are in the building at least two workers/volunteers must also be in the centre. This procedure also applies to outreach facilities however the presence of a worker from another organisation is sufficient provided that worker understands that you are working with a client and it is clear that worker will be nearby for the duration of the client interview.
Use of ECCWA’s Equipment

ECCWA provides various pieces of equipment to assist workers in the provision of services and conduct of their work. Some equipment, such as photocopiers and shredders, can be harmful if not used for their intended purpose or according to the instructions provided by the manufacturer.

Relevant information as supplied by the manufacturer of the equipment (usually instruction manuals) shall be placed near to each piece of equipment and shall be visible and accessible for all users of the equipment. All workers shall be instructed on the proper use of each piece of equipment as part of their induction.

It is essential that all equipment ONLY be used for the purpose for which it was intended by the manufacturer and only in accordance with operation instructions as provided by the manufacturer. 
Housekeeping

ECCWA recognises that all employees are entitled to an orderly and clean workplace.

The Executive Officer is responsible for ensuring that resources are available and arrangements have been made to maintain a clean and ordered environment. 

All workers are responsible for ensuring a clean workplace on a daily basis and that any mess which may pose a hazard is cleaned immediately.

Incident Reporting

All accidents and hazards that result in or have the potential to cause personal injury or harm shall be documented, reported and investigated. All employees have the duty to participate in the reporting of unsafe actions, unsafe conditions or work and related injuries or illness. This includes reporting the potential impact of personal illness or injury on work performance. These reports shall be made on the ECCWA Incident Report form.

The Executive Officer is responsible for addressing issues that arise in the incident report form and ensuring practices and policies are in place to prevent further injury or risk of harm.

As part of the risk management programme, the Executive Officer shall report quarterly to the Board of Management on any incidents reported.

First Aid

ECCWA shall ensure that appropriate numbers of workers have first aid qualifications at all times. Only workers who have first aid qualifications can provide First Aid treatment. All first aid treatment shall be recorded and reviewed regularly by the Executive Officer. These records can provide critical information as to hazards in the workplace.

The First Aid box shall be kept in a safe place out of reach of clients and particularly out of reach of children.

All workers shall be asked to provide details of any conditions from which they suffer and any treatment that must or must not be administered (for example, an allergy to aspirin). The first aid officer shall maintain a copy of this information so as to ensure appropriate treatment in the event that first aid is required.  It is the responsibility of the First Aid officer to update this information annually. If workers become aware of a condition in the interim they shall notify the first aid officer so that their records can be updated accordingly.

APPENDICES

Appendix 1
Ethnic Communities Council of Western Australia Inc
Code of Conduct

Principles underpinning the code:

· Fairness

· Justice

· Respect

· Equity

· Responsible Care

The Code

· Treat all people equally and fairly, recognising that fairness can involve treating people differently, according to circumstances. 

· Respect people’s dignity and well-being.

· Avoid/minimise harm to others treat them with courtesy, consideration and sensitivity.
· Respect diversity.

· Be honest and trustworthy

· Act without fear or favour and be open and accountable.

· Protect people’s right to due process.

· Report fraud, corruption and maladministration.

· Act openly and promptly to help resolve complaints.

· Declare any interest that may conflict with the performance of your duties.

· Respect people’s right to seek advice and support.

· Inform others about decisions and actions that affect them.

· Share information wherever permissible.

· Honour and protect the confidentiality and privacy of others

· Respond promptly to enquiries.

· Seek the efficient and effective use of the Centre’s resources, minimise risk and avoid waste.

· Be conscientious and scrupulous in the performance of public duty.

· Co-operate with other staff and the board to achieve what is best for the Centre and its clients.

· Resolve conflicts with other staff speedily and positively.

· Be open and accountable for decisions and actions, and consult those affected, where possible.

· Maintain records sufficient to enable review by others.

· Honour contracts, agreements, and assigned responsibilities 

· Protect people’s right to equal opportunity.

· Know and respect existing laws pertaining to professional work and adhere to the provisions of the Equal Opportunity Act 1984 and the Racial Discrimination Act

· Strive to achieve effectiveness and dignity in both the process and products of professional work. 

· Acquire and maintain professional competence. Develop skills and competencies in accordance with responsibilities and help others to do so.

· Fulfil social responsibilities as members of a community based organization.

The Ethnic Communities Council of WA acknowledges that in developing the above code it has made substantial use of the Western Australian public sector code of ethics and it wishes to thank the Office of the Public Sector Standards Commissioner for the same.
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Appendix 3
Ethnic Communities Council of Western Australia Inc

Client Services Charter

Ethnic Communities Council of Western Australia (ECCWA) has a commitment to provide our clients with a professional service of the highest standard and to ensure this its Board of Management and staff will:

· Treat all people attending this agency in a fair and equitable manner and provide all services in accordance with equal opportunity laws and guidelines.
· Maintain and respect the right of our client to privacy, protecting the confidentiality of client information and circumstances, in particular ECCWA will not release any information and/or personal details of clients held by this agency without that clients express consent nor permit any unauthorised inspection of client files by third parties.
· Not make value judgments of clients. Workers at this agency are aware of differences between all peoples and will respect those differences. Clients, in turn, are asked to respect ECCWA workers.
· Meet commitments to our client in a timely manner and shall do all those things reasonably required to achieve this. Matters of priority and timeliness will be recognized as such and determined accordingly.
· Encourage clients to act on their own behalf and acknowledge our clients have the right to choose their own action. In doing this, where possible. Ethnic Communities Council of Western Australia will inform the client of the consequence of their choice, including that ECCWA may not be able to assist with certain options.
· Use the resources available to ECCWA to assist the client achieve agreed goals and/or outcomes, including to offer the client referral to another agency where ECCWA is unable to assist due to lack of resources, conflict of interest or other reason.
· Undertake to continuously improve workers knowledge  through professional development and training, thereby providing clients with accurate and up to date information.
· Provide education services that enable access to relevant information and build an increased knowledge base throughout the community.
· Avoid any compromise of our ECCWA responsibility to all clients of this agency and the broader community by working within the law and ECCWA practice guidelines.
· Have available a dispute resolution procedure to clients who believe they have been treated unfairly. Please contact the agency Executive Officer and request a dispute resolution form. This right to dispute resolution does not in any way affect a client’s access to our services, within the agency’s usual eligibility framework.
The Board of Management and all workers at the Ethnic Communities Council of Western Australia are committed to this charter and the principals it embodies.

Appendix 4

ECCWA
CLIENT CONSENT AUTHORITY

I, ………………………………………………………………………………………... of  

……………………………………………………………………………………… 

hereby acknowledge and authorise 

………………………………………………..……………………………………..

who is an Officer with the ECCWA and other such appointed staff of ECCWA, with the authority to disclose or request for any information from government or non-government sources that would be relevant and beneficial in assisting me in relation to the tasks that I asked ECCWA to assist me with.

As per the policy guidelines of the Commonwealth of Australia’s Privacy Laws, any information released or received on behalf of myself by ECCWA, will be treated with the strictest of confidence.

I further agree that a faxed or photocopy of this authority should be effective and binding as the original. I am also aware that I can revoke this Authority at any time and have been advised how this can be done. 

Signed:_______________________________________________

Witness:______________________________________________

Date:________________________________________

N.b: Some programs require their Client Services Authority to be more specific to meet funding contractual requirements.

Appendix 5

ECCWA
CLIENT COMPLAINT FORM

1. Client Details

Name:

Address:
Postcode:

Phone Contact Numbers

2. Details of ECCWA staff/board member/volunteer involved in the complaint

Name: 
Program if relevant

3. Details of the client’s involvement with the staff/service.

Date of contact(s)
Description of the case/contact

4. Details of the Complaint
Appendix 6

ECCWA
SALARY PACKAGING PAYMENTS

The following list of payments can be paid under salary packaging. The list is a guide only and staff wanting to pay accounts, which do not fall within this list, will need to obtain the approval of the Executive Officer.

HOUSEHOLD
· Mortgage or loan repayments/Rent
· Insurance
· Rates- Water, Excess Water, Council Rates
· Utilities-Electricity, Gas, Telephone accounts (hire and call costs)
VEHICLES
· Loan repayments
· Registration and Insurance
· Maintenance and Fuel accounts
MEDICAL

· Health Insurance premiums.
· Pharmacy accounts.
All medical, dental, optical, physiotherapy, naturotherapy etc accounts where the service has been provided to the staff member, their spouse or a dependant child of the staff member, FB can only be paid on the amount payable by the staff member once the account has been submitted to Medicare and/or Health Insurance provider.
CREDIT CARDS (in the name of the staff member)

For a debt incurred by the staff member to a third party for the provision of goods and services.
HOLIDAY/TRAVEL
· Fares and Accommodation
· Tours, Vehicle Hire, Travel Insurance
PERSONAL
· Personal Superannuation Contributions
· Retirement savings plan contributions
· Membership subscriptions of clubs or associations
· Personal Income protection insurance/ Life Insurance
· Child Care or aged care fees in respect of family members
· Personal loan (excluding investment loans)
· Education fees and charges
FB IS NOT PAYABLE IN RELATION TO:
· Travellers cheques; Fines, Court Costs or Restitution Orders
· Credit Card Accounts or similar for the purpose of advancing cash (cash withdrawal) or where there’s been a cash withdrawal in the previous 30 days.
Random checks of credit card statements and other bills will be made to ensure that payments are made in accordance with this policy.[image: image2.png]
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