inal version approved by Branch Executj\i® Novembe2013

AEU ACT BRANCH
POLICY
AND
PROCEDURES
MANUAL



Final version approved by Branch Execu¢j\i2 Novembef013

TABLE OF CONTENTS

lo2dzi ¢KAA al ydzZ f XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
1. AEU ACT Bran€@ode Of EthiCS..........c.uuviiiiiiiiiiiiiieiee e esiiree e 5

2. Acceptable use afomputers internet and email...........cccccevvevviiiiiiinneneenn.n. 8
3. Acceptable use of vehiclamabile phones and office equipment................. 11
4. ACCESS AN EOUILY.....ciiueireiieeeee ettt e e e e s e e e e e e a e e e e anneeees 14
5. Affirmative aCtiON.........cooeiiiii i 18
6. ANti-diSCHMINALION.......uuiiiiiiiiiieiieie e 20
T AU POIICY ettt 23
8. Branch ExecutivattendanCe............ccoccuiimiiiiiiiiiiiiiiieeeeeeeee e e e e aaaaa e e e e 25
9. Branch Executive confidentiality............ccccooiiiiimieiieiiiiicceeeee e 28
10. Branch ExecutivaiSpute reSOIULION. ...........oocuvviiiieeiiiiiieeeeee e 31
11. Branch Executive duty StatemeNntS...........ccuvrrrieeeriiniiiiieee e 34
12. Branch Executive iNdUCHION. ..........coviiiiiiiee e 40
13. Branch EXeCUtIVIBEECTUITMENT........ccoeee et 43
I S 1W (o [o =] o] F= o L 11 o TR 45
15. Cheque signingnd electronic banking...............ooooieiiieeccciccicce e 48
16, COMIMIEIEES ... utieiiie e e ettt e e e sttt e e e e e e e e st e e e e e e s bbb e e e e e e s nannreees 50
17. Conditions of EMPIOYMENL.........uuiiiiiiiiiiiiiiiiiee e 52
18. Conduct of meetigs(including Standing Orders)..............cc.oeeeeeiiieeiccccnnnns 54
19. CoNFliCt Of INTEIESL.....ci i 56
20. COPYIIGNL...cc e e e e e e e e e 62
21. Donaions and Teacher Welfare Fund.............cccccooiuiiieeieeiiiiiiiinnee e 65
22. Elimination of BUllYiNg..........oooooiiiiii e 69
23. Elmination of sexual harasSSment.............c..eeveeiiiiiiiiiieee e 77
24, Email retention and STOragE.........ooiuuririieeeiiiiiiiee e 83
25. EMPIOYMENT FTETEIENCES.....coiiiiiiiiiiieee e 85
26. Environmental Sustainabifit..............coooeiiiiiiiiiie e 91
27. Equal EMploymMeENntOPPOITUNITY. .....ceieeiiiiiieiee e 94
28. Family frIENAIY........ooeiiiii e 97
29. Financal management and gOVEIMNANCE..........ccoeuiiiirriieeeeaaiiieeeeee e nieees Q9
30. Financial transaction e¢ds (including credit cards)..........ccccccovviiiiiveeeeninns 104
31. Fraud risk ManagemenL..........ccouiiiiiiiiiiee it e e 107
32. Frequent flYer POINTS.......oiiiiiiiie et 111
33. INveStMENt PIAMING..........cooiiiiiie e a e e e e e e e 113
34. Legislative COMPIIANCE............coooiiiiii e a e 116
35. Media relatiONS......ccceiiiiiiiiie et 119
36. Member diSpute reSOIULION...........uuuuiiiiiiiiiiiiiierreeeeee e 123
37. MemMDbErship fEES....uuiiiiiiieeee e 127
38. MeMDbErShip SEIVICES.....uuviiiiiiieiiiiieee e 130
39. Officers professional development............ooovvviiiei e 132
T @ o P o T = A o USRS 135
41. OH&S; Incident andnjury repPOrting .......ceeeeeieiiieeeeeeeeee e 144
42. OH&SE FSK MaANAGEMENL.....uiiii i e e e e e e e e e e e e e e e e eenrrnaaes 149
43. Performance ManageMENL. .........cuuuurereeeiiiireeeeeeesasiiieeeeee e s srrneeeeeeeannnes 152
44, POlICY @0 PrOoCEAUIES ......uuiiiiiiiiiiiiiii et 155
T o €1V 1o Y APPSO PPPR PP 159
46. Purchag, procurement and 1€asing.........ccuvvvivieiieeeeeeeeee e 162
47. Re@iving gifts and hoSPitality............ooocvviiiiiiiiiiiiiieee e 166
48. ReCOrds MaN@QEMENL.........uuuiiiieeiiiiiireeeeeessaiiirree e e e e s snbrrre e e e e s sibereeeeeeaan 170



Final version approved by Branch Execu¢j\i2 Novembef013

49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.

Reimbursement of expers and payment of allowances........................... 181
SOCIAI MEAIAL ... e 188
SPONSOISNIPL...cciiiie e 192
Staff dispute reSOIULION............cooiii e 195
Staff INAUCTION ... e e e e e e e e e e e e ee e s 198
Staff professional developmenL......... ..o 203
Staff FECIUIIMENT...... e e e e 206
SHrAtEGIC PlAN ... 211
I 00 =T =T OO 213
Transparency and accountability.............ccvveeieeiiiiiiiiieee e 215
Unfinancial MemMDEIS........u i 220
UNION AEIEGALIONS. .....cceiiiiiieiie et e e 227



Final version approved by Branch Execu¢j\i2 Novembef013

About this Manual

The purpose of thimanual is to provide the AEU ACT Branch with a comprehensive set of policies
and procedures that ensure the Union is rthically andefficiently andthat all its legal
responsibilities are met.

These documents reflect the practices of the Union overyngars confirmed through various
decisions of Branch Executive and Branch Council from time to time. These practices hadeznow
consolidated into one eagp-access Manualn doing so it is acknowledged thdiet policiesand
procedureshave been adamd from documentgontained in the Policydhk, courtesy of
WWW.ourcommunity.com.au

9PSNE FAdGSYLIW KFa 0SSy YFIRS Ay 322R FlLAGK (2 NBC
they meet current best pretice for Unions. In particular careful regard has been had
9 to the recommendations from the report of the Independent Panel on Best Practice for
Union Governanceo ACTU Executive in March 2013 and
1 to the guidance contained in the Union Good Governanaaddaok from the ACTU in July
2013

It will of course remain the responsibility of Branch Executive to review these palities
proceduresas the need arises. In particulafud review of the Manuabwill occur no later than May
of each year within Wichnew Branch Executive elections are to occur.

Glenn Fowler
Secretary
AEU ACT Branch

27 August 2013


http://www.ourcommunity.com.au/
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AEU ACT BRANCHDE OF ETHIC®LICY

Policy number POLO0O1 Version 002
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsibl@erson Business Manager Scheduled review date May 2015

INTRODUCTION

The ethical climate of the Unida an essential element in establishing its crdityband furthering
its objectives

PURPOSE
This policyarticulates at Appendix ACodeof Ethicsthe ethical principles that should guidee
1 Y A ZzohQuatat all levels of its operation.

PoLicy

The Union has a proud reputation as a strong, democratic union. Our officers and staff are expected
to uphold this reputation at all times by acting hongsfairly and with integrity and committing to

the highest standards of conduct and behaviour.

Hence he Unioncommits itself to operating in accordance witie Code of Ethigsvhich has been
drawn up following consultatiowith Branch Executivend empoyees.

AUTHORISATION

Secretary
AEU ACT Branch



CE OF ETHIPROCEDURES

Procedures number PROCO001 Version 002
Drafted by PM Approved bySecretary August2013
on

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
The Secretary shall be responsible for disseminating the Code of Etiftg anonitoringits
observance.

PROCEDURES

The AEU ACT Branch Code Of Ethics (See Appendix A) is to apply across all operations of the Union.

Any elected officeor employee who believes that the Code of Etliias been breached should
raise the matter in accordance with the Dispute Avoidance/Settlement procedures within the
AEUACT Officer and Employee Enterprise Agreement2014 and the Staff Dispute Resolution

Policy.

Any member who believes that the Code of Ethics has been breached should raise the matter in

accordance with the Member Dispute Resolution Policy.

Related Documents

AEU Federal Rules

ACTFederaBranchRules

ACT BrancBtanding Orders

AEU Poligand ProcedureManual

AEUACT Officer and Employee Enterprise Agreement2014
Conflict of Interest Policy (POL019)

Member Dispute Resolution Policy (POL036)

Staff Dispute Resolution Poli(flOL052)

= =4 =8 -8 -8 -8 -8 -9

AUTHORISATION

Secretary
AEU ACT Branch
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APPENDIA

AEU ACT BRANGHDE OF ETHICS

EMPLOYEES

1

Shall, in all business conducted under the aegte®tUnionplace the interests of the
organisation @er their own interests othose of any other person or persoasd will not
allow personal interests or inducements to influertbeir decision making

1 Shall behave at diimes with honesty and integrity in all dealings with members, each other
and the wider community;

91 Shall observe the provisions of the Constitatand policiesof the Union, including any
policies on conflict of interest;

1 Shall enthusiastically and competently carry out the duties specified by their contract of
employment;

1 Shall treat all people with whom they have dealings as part of their emm@ayin the
Union with respect;

1 Shall undertake any training necessary for the performance of their duties;

1 Shall, in any work carried out for tténionfollow the directions of their designated
supervisors;

9 Shall not so act as to bring the Union or iteattives into disrepute.

MEMBERS

9 Shall observe the provisions of the Constitutad policiesof the Union;

1 Shall treat all people with whom they have dealings as part of their membership of the
Union, with respect;

9 Shall not so act as to bring the Unionits objectives into disrepute.

B ECTEDFFICERS

9 Shall carry out enthusiastically and competently the duties assigned to the position for which
they have been elected;

9 Shall, in all business conducted under the aegik®tJnionplace the interests athe
organisation over theirwn interests othose of any other person or persoaad will not
allow personal interester inducements to influence thedecision making

1 Shall behave at all times with honesty and integrity in all dealings with members, each other
and the wider community;

9 Shall observe the provisions of the Constitutaord policies of the Union;

9 Shall, as far as possible, attend all meetings requiretef position, and, in the event that
they are prevented from attending any meeting, shall notify the Secretary of their absence
in advance of the meeting;

9 Shall devote to their duties the amount of time required to carry them out thoroughly and
effectively;

1 Shall undertake any training necessary for the performance of their duties;

9 Shall treat all people with whom they have dealings as part of their position with respect;

9 Shall not so act as to bring the Union or its objectives into disrepute.



ACCEPABLE USE OF COMPWHNTERNET AND

EMAIL POLICY
Policy number POL002 Version 002
Drafted by PM Approved by Branch 27 Augus2013

Executive on
Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Uniorrecognises that employees and elected officeeged access to email systems and the
internet to assist in the efficient and professional delivery of servitiee.Uniorsupports the right
of employees and elected officets have access to reasonable personal use of the internet and
email communications in the workplace.

PURPOSE

This policy sets out guidelines for acceptable use of the computer network, including internet and
email by employeeand elected officersf the Union The primary purpose for which access to the
internet and email is provided temployeesand elected officerss to assist them in carrying out

their duties

PoLicy
Employeesand elected officersnay use the internet and email access providedhsyUnionfor:
1 Any work and workelated purposes
9 Limited personal use (for details see Procedures, below)
1 More extended personal use under specific circumstances (for details see Procedures,
below).

AUTHORISATION

Secretary
AEU ACT Branch



ACCEPTABLESE OF COMPUTERS,HRNET, AND

EMAIL PROCEDURES

Procedure number PROC002 Version 002
Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is theresponsibility of the Secretary to ensure that:
1 Employees and elected officers are aware of this policy;
1 Any breaches of this policy coming to the attention of management are dealt with
appropriately.

It is the responsibility odill employees and electeafficersto ensure that their usage of electronic
media conforms to this policy.

PROEDURES

Limited personal use

Limited personal use of computer, internet and email facilities provided by the Union is permitted
where it:

91 Isinfrequent and brief

91 Does notinterfere with the duties of the employee or his/her colleagues

1 Does not interfere with the operation of the Union

1 Does not compromise the security of the Union systems

 Doesnotimpactothe! yA2y Qad St SOGNRBYAO aid2NF3aS OF LI OA (&

1 Does not decrease networlefformance (e.g. large email attachments can decrease system
performance and potentially cause system outages)

91 Corresponds to the procedures outlined in the ErRaitention and Storage Policy

1 Conforms to the practices for file management and storage medliin theRecords
Management Policy

1 Incurs no additional expense for the Union

9 Violates no laws

1 Compromises none of the confidentiality requirements of the Union

f 52Sa y2i4 FlLff dzyRSNJIlye& 2F (GKS Wdzyl OOSLJil o6t S

Examples of whatould be considered reasonable personal use are:
1 Conducting a brief online bank transaction, or paying a bill
1 Sending a brief personal email, similar to making a brief personal phone call
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Permitted extended personal use
It is recognised that there maye times when staff need to use the internet or email for extended
personal use. An example of this could be when a staff member needs to use the internet to access a
considerable amount of materials related to study they are undertaking. In these sitgatiis
expected that:

1 The staff member advise and negotiate this use with their Manager

T ¢KS GAYS ALYyl 2y GKS AyiSNySad NBLX FOSa I ff

or that they adjust their timesheet accordingly for that day.

It is notexpected that staff need to advise or negotiate with the Manager for personal use that
would be reasonably considered to be of a limited nature.

Unacceptable use
Staff may not use internet or email access (including internal email access) providedUnidheo:
1 Create or exchange messages that are offensive, harassing, obscene or threatening
1 Visit websites containing objectionable (including pornographic) or criminal material
1 Exchange any confidential or sensitive information held by the Ufiniessin the
authorised course of their duties)
1 Create, store or exchange information in violation of copyright laws (including the uploading
or downloading of commercial software, games, music or movies)
1 Use internetenabled activities such as gambling, gamaumducting a business or
conducting illegal activities
1 Create or exchange advertisements, solicitations, chain letters and other unsolicited or bulk
email.

Staff may not use the computers to play games in work time.
RELATEDOCUMENTS

1 EmailRetention andstorage PolicfPOL024)

1 Records Management PoliigOL048)

1 SociaMediaPolicy (POL050)

AUTHORISATION

Secretary
AEU ACT Branch

10
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ACCEPTABLEE OF VEHICLE®BILE PHONBRSID

OFFICEQUIPMENT POLICY

Policy number POL003 Version 002
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

Confusion as to on what bagimployees oelected officersare entitled to make use of theniorQ a
vehicles mobile phoneandoffice equipment is undesirable, and any misunderstandings and any
ambiguity should be if at all possible avoidétie purpose of this policy is to limit the opportunity
for such confusion to occur.

PURPOSE

The primary purpose for which vehiclasobilephonesand office equipment are provided to
employees or elected officefs to assist them in carrying out the duties of their employmant
office.

This policy is underpinned by specific procedgegerning the use of
1 Mobile Phones
1 Vehicles
1 OfficeEquipment

A separate policy has been formulated to deal with acceptable use of computers, internet and email.

PoLicy

TheUnionQehiclesmobile phonesand office equipment are 6 be used to support its objectives
Employees and elected officamsay nd useli K S 2 NA | rgsduicés {irfcladih@any person,
money, or property) under their control for personal benefit or gain, or for the benefit or gain of
other individuals or organisations, except as specified below.

Employees and elected officesige permitted limited use obUnionvehicles mobile phonesnd

office equipment for personal needs where such use does not interfere Wilonbusiness,

involves minimal additional expensettee Union,involves minimal additional risk the Unionand
conformsto applicable organisational procedures. Such permission may be revoked or limited at any
time by theBranch Executive or the Secretary

The Uniorbelieves thaemployees and elected officeshiould be given the tools needed to
effectively carry outheir assigned responsibilities. Allowing limited personal use of these tools helps
enhance the quality of the workplace and hetpe Unionto retain qualified and skilled workers.

This policy does not apply to those situations where personabfifee UniolQd NI & 2 dzND S &
constitutes agreed remuneration under a contract of employment.

Authorisation

Secretary
AEU ACT Branch

11
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ACCEPTABLESE OF VEHICLE®BILE PHONBRSID

OFFICEQUIPMENT PROCEDURES

Procedure number PROCO003 Version 002
Drafted by PM Approved by Secretan 27 Augus2013
on

Responsible persor Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It isthe responsibility of the Secretatyg ensure that:
1 Employees and elected officemge aware of this policy;
1 Any breaches athis policy coming to the attention of management are dealt with
appropriately.

It is the responsibility of all employeasd elected officerso ensure that theirusage af KS | YA 2y Q&
equipmentconforms to this policy.

PROCBURES

Use of Mobile Phones
Industrial staff and the Secretaof the Unionare entitled to be given a mobile phone, based on
meeting at least one dhe following criteria:
1 Arequirement to travel frequently on business away from the office
1 A need for others to communicate with tlenployedofficer regardingUnionbusiness
when the employee is away from their office
1 A need for the employédefficer to communicate with others regardirfdnionbusiness
when the employee is away from their office
1 A need for the employee/officer to have @ss to mobile interneservicesvhen away from
their office; or
1 The employee supports or is otherwise responsible for programs, services or systems that
necessitate frequent and immediate communications throughout the day or after working
hours.

Mobile phones will be provided on the basis detailed in Clause 42: Mobile Phones of the AEUACT
Officer and Employee Enterprise Agreement 2@014 (or its successor).

The arrangement shall be terminated on resignation, separation or transfer of the emidiyeer.
However this does not preclude the Union from reaching agreement with the employee/officer for
them to keep their mobile phone at that point.

Use of Vehicles

Employees and elected officers who use their private vehicles for Union business withbarssd

as detailed in Clause *Motor Vehicle of the AEUACT Officer and Employee Enterprise Agreement
2011-2014 (or its successor).

Should the Union determine at some point in the future to provide employees or elected officers

with a vehicle for Uniolbusiness then the Branch Executive will determine the procedure associated
with such use.

12
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Use of Office Equipment

Employees and elected officemse permitted limited use obffice equipment(e.g. photocopier, fax
etc.)for personal needs where such use does not interfere Witionbusiness, involves minimal
additional expense tthe Union,involves minimal additional risk the Unionand conforms to
applicable organisational procedures. Such permission may be rewoliedited at any time by the
Branch Executive or the Secretary

RELATEDOCUMENTS

1 AEU ACT Officer and Employee Enterprise AgreementZniid
1 Acceptable Usef Computers, Internet and Em&iblicy(POL002)

AUTHORISATION

Secretary
AEU ACT Branch

13
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ACCESS AND EQUITYIR®

Policy number POLO@ Version 002
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Access and Equity Policy set out in this document is drawn up on the model of the Australian

D 2 @S Ny EHayeiiaRublic Service in a Culturally Diverse SotietyCharter is the key
R20dzYSyid 3JdzZARAY3I GKS | dza ( NI ftrategy. It i2pIAceNsying Baf i Q &
government programs (and those programs funded by the government but delivered by contractors,
including notfor-profits) meet the needs of our culturally and linguistically diverse society.

PURPOSE

The Unioracknowledgesthtat itslegal and moral responsibilities cover tfodlowingareas ofits
operation

access in the provision of services

access in employment

access in the provision of information

access to any training and development

access to events

=A =4 =4 =8 =9

The Charteintegrates a set of service delivery principles concerning cultural diversity into the
strategic planning, policy development, budget, and reporting processes of service delivery,
irrespective of whether these services are provided by government agenoi@snunity
organisatons, or commercial enterprises.

PoLicy

Access

As a service providethe Unionwill make services available &l members who arentitled to

them, free of any form of discriminatidmased on race, religion, age, national orig@mguage, sex,
sexual orientation or mental or physical handicap, except where affirmative action may be required.

Equity
As a service providethe Unionwill develop and deliver services on the basis of fair treatment of all
thosememberswho are eligilte to receive them.

Communication

As a service providethe Unionwill use all necessary strategies téamm eligible membersf the
services available, their entittements, and htivey can obtain them. The Uniainallalso consult
with its membergeguarly about the adequacy, design and standard of services.

14
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Responsiveness

As a service providethe Unionwill be sensitive to the @eds and requirements of membefirom
diversecultural andlinguistic backgrounds, and be responsive as far as praditalhe particular
circumstances of individuals.

Effectiveness
As a service providethe Unionwill be focusedn meeting the needs of membefi®m all
backgrounds.

Efficiency

As a service providethe Unionwill optimise the use of available pubtiesources through a user
responsive approach to service delivery that meets the needsemhbers

Accountability

As a service providethe Unionwill have a reporting mechanism in place which ensures it is
accountable for implementing access and equoibyectives for itsnembers

AUTHORISATION

Secretary
AEU ACT Branch

15
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ACCESS AND EQUITOECRDURES

Procedures number PROCO® Version 002
Drafted by PM Approved byBranch ~ August 2013
Executiveon

Responsible person Business Manager Scheduledeview date May 2015

RESPONSIBILITIES
It shall be the responsibility of the Secretary to implement this policy and to report to the Branch
Executive annuallon its progress.

PROCEDURES
AllUnion employees and elected officesisall wherever feasiblghave adequate support and
training to provide services and information accessible to all people.

The Uniorwill ensure its programs are designed and constructed to provide equal access for all
users.

The Unionin its role as an employer, will ensual people have equal access to advertised
positions, interviews, equipment, office accommodation, staff training and promotion.

The Uniorshall wherever feasibleassess proposals for any new (or substantially revised) policies or
programs for their direct impact on the lives of people from a range of cultural and linguistic
backgrounds prior to any decision to pursue such proposals.

Any new (or substantially resed) policies or programs that impact in different ways on the lives of
people from dversecultural and linguistic backgrounds shalherever feasiblgbe developed by
the Unionin consultation with people from those backgrounds.

The Uniorshall wherever feasiblefor any new (or substantially revised) policies or program
initiatives have a communication strategy developed and sufficiently resourced to inform people
from relevant cultural and linguistic backgrounds of these changes.

The Uniorshallprovide resources so that publicly available and accessible information on its policies
and programs is where necessary communicated appropriately to people from a range ddlcultu
and linguistic backgrounds.

The Uniorshall require that anyf itsagens, contractors, or partnershalldeliver outcomes

consistent with this policy, anshall in bidding for tenders or contractbudget where appropriate
for special provision for linguistic and cultural diversity.

16



Final version approved by Branch Execu¢j\i2 Novembef013

The Uniorshall where necessargnd feasible provide for the special needs of clients from diverse
cultural and linguistic backgrountty providinganguage assistance through the use of interpreters
or facilitators.

The Uniorshall where necessary and feasibfgovide for the special needs of clients in remote
areas through developing outreach and community liaison arrangements.

The Uniorshallconsidercultural diversity issues ime design and delivery @iny training programs
it provides.

The Uniorstaff shall where necessaryeceive ongoing cultural diversity training so that they
develop knowledge and skills to work effectively from a cultural framework.

The Uniorshall where necessargnd feasibleprovide information in languages other than Erglis
and through print, electronic media, and disabiétgpropriate methods of communication.

The Uniorshall where appropriateconsult with other providers and government agencies to
ensure ceordination of services appropriate to clients' needs.

TheUnionshall promote divesity in the membership of its decisiomaking bodiescommittees and
working groups.

The Uniorshallkeepin its client data collectiorecord, where appropriate, such data as birthplace;
whether a person's first language spok&as English; Aboriginal or Torres Strait Islander
background; Australian South Sea Islander background; date of birth; year of arrival in Australia;
birthplace of parents; sex; and religion (the collection of data will not always include all these items,
as the relevance of these data items will vary depending on the service delivery context).

The Uniorshall protect the privacy of individual clients when collecting this data.

Consideration will be given to:
1 collecting only data essential to the partiauservice delivery or evaluation purpose;
1 guaranteeing anonymity; and
1 ensuring that all data collection proposals are fintiusive.

Any complaints about the implementation of this policy should be dealt with in accordance with the
Member Dispute Resdiion Policy.

RELATEDOCUMENTS
1 Affirmative Action PolicPOL005)
1 Member Dispute Resolution Policy (POL036)
1 StaffRecruitment Plicy (POL055)

AUTHORISATION

Secretary
AEU ACT Branch

17
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AFFIRMATIVE ACTIOQILRCY

Policy number POL0O6 Version 002
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

Affirmative Action means taking positive steps, by means of systematic management programs, to
identify and overcome past discrimination against women, to identify and eliminate present
discrimination, and to prevent discrimination against women in therkeit

PURPOSE

The purpose of this document is statethe UniorQa L2 aA GA 2y 2y ! TFANXYI GA GBS
the processes, whictvill be adopted to ensurgenderdiscrimination does not occur in the

workplace.

CorEPoLICY

¢ KS ! polickyahdiractices will be reviewed regularly to ensure they provide adequate
support for the career progress of women.

The Uniorwill consult our employeeabout their needs, analyse our employmemtd membership
profile and other workplace statistics and accogliy establish goals and plans to give effective
opportunities for women.

All decisions ithe Unionwill be based on merit.

AUTHORISATION

Secretary
AEU ACT Branch

18
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AFFIRMATIVE ACTIOR®CEDURES

Policy number PROCO005 Version 002
Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility of the Secretary to oversee the implementation of this policy.

It is the responsibilityahe A G  FF YSYOSNJ 6A 0K (K$oemsdmiA Sa 2F 22YS
the implementation of this policy;

that they are available aspoint of contact for ifiormation, advice or complaints;

that this program is continually being developed and reviewed;

if the organistion iscoveredby theWorkplace Gender Equity Act 2012at the annual report

to the Workplace Gender Equity Agerisycompleted and submitted.

= =4 =4 =4

PROCBURES
To ensure thathe Unionprovides effective opportunities for womethe organisation shall:
9 devdop and review policies and practices regularly
1 analyse our employment profile and other wotlpe statistics;
9 consult employees ahmembers about their needs;
9 establishappropriategoals and plansand
I NBGASs (GKS 2NHI yAal (A 2gpasandipé&nbIF 2 NY |y OS | 3 A\

If required by theWorkplace Gender Equity Act 2012 Unionwill submit an annual report to the
Workplace Gender Equityg@ncy, which will provide a detailed analysis of the processes taken to
develop, continually improve and implemeour Affirmative Action program.

Employeesvho believe they are being treated unfairly as a resuljeriderdiscrimindgion should
raise the matter in accordance with tliRispute Avoidance/Settlement procedures within the
AEUACT Officer and Employee Emise Agreement 2012014 and the Staff Dispute Resolution
Policy.

Related Documents

AEUACT Officer and Employee Enterprise Agreement2014
Workplace Gender Equity Act 2012

Anti-Discrimination PolicgPOL006)

Elimination of Sexuddarassment PolicPOL023)

Equal Employment Opportunity PoligOL027)

Staff Dispute Resolution PoligPOL052)

= =4 =4 =4 -8 -9

Authorisation

Secretary
AEU ACT Branch
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ANTIDISCRIMINATION POYXIC

Policy number POL006 Version 002
Drafted by PM Approved by Banch 27 August2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
l'a LINI 2F GKS ! yA2yQa SYyR2NESYSyd 2F RAOGSNEAGE
strongly advocates for antliscrimination policies and practices.

PURPOSE
This document sets out
f TheUnioma L2t AOe I3FAyald adzOK RAAONRAYAYIlIGAZ2Y
1 The governance structures, responsibilities and processes that have been established to
give effect to that policy

PoLicy

The Uniordoes not advocate, support or practidescrimination based on race, religion, age,
national origin, language, sex, sexual orientation, or mental or physical handicap, except where
affirmative action may be required to redreisglividual or social handicapd people from
disadvantaged group3.he Uniorwill make all reasonablaccommodations to allow membengo
experience difficulties in their dealings withe organisatiorto benefit equally from its work.

Authorisation

Secretary
AEU ACT Branch
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ANTIDISCRIMINATION PRMCERES

Procedurenumber PROC006 Version 002
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

RESPONSIBILITIES
The Branch Executivell:

1 Regularly review the leadership and commitment given to eliminating discrimination through
active promotion of thdJnionQ Anti-Discrimination Policy.
1 Monitor performance by way of periodic management reports and assurances.

The Secretarwill
1 Ensure that
o theUniomQ&d LINI OGAOSa FyR LINRPOSaasSa AyO2NLRNI GS
such areas astaff selection and program delivery
0 Reasonable accommodations are made to allow diverse groups to access benefits
provided by thelUnion
0 Where appropriate, weight is given to the culture and experiences of individuals from
disadvantaged groups
1 Where appropriate, delegate responsibility for complianceeievant employees or elected
officers
Oversee the pdormance of subordinate employe@sthese matters
Review and reporto the Branch Executivas appropriateon the effectiveness of the
management systems established to remove discrimination
1 Analyse material breaches and identified compliance system weaknesses for systematic trends
andensure that any adverse trends are addressed
1 Promote a culture of effective policy compliance acrossinen

=a =

All employeeswill

f Ensure that they are aware of thgnioQ&d L2 f AO& | ILAyad RAAZONAYAY!I
1 Where appropriate, suggest ways in whjptactices, systems and procedures could be
improved so as to reduce the likelihood of discrimination occurring.

PROCBURES

¢KS {SONBiOFINEX gA0GK GKS | aanaainlliitaly reRignvthéd KS t NB TS 3
2 NH | Y A procédaresyh@lBarasto ensure that these are in accordance with the principles

expressed in this policy, and will report to the Branch Executive on this matter.

Employees will follow these procedures.
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RELATEDOCUMENTS

il

—- —a —a —a _a

AEU ACT Bran€ode of Ethic2POL001)
Anti-Discimination PolicyPOL006)

Elimination ofSexual Harassment PoliOL023)
Equal Employment Opportunity Policy (POL027)
Legislative Compliance Pol{®0L034)

Privacy PolicyPO45)

AUTHORISATION

Secretary
AEU ACT Branch
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AUDITPOLICY

Drafted by PM Approved byBranch 27 Augusk013
Executiveon
Responsible persot Scheduled review date May 2013

Business Manager

INTRODUCTION
The Union has a strong commitment to maintaining a high level of transpacencgrning its
financial accounting processes and reporting methods.

PURPOSE
The purpose of this policyteensurell KI & G KS LINRPOSaasSa F2NJ GKS ! yizy
robust, transparent and clear.

PoLicy
The annual financial audit will:
1 Comply with all legislative requirements
1 Be presented to Branch Council
1 Be easily accessed by all members
The audit will be conducted according to the procedures below.

AUTHORISATION

Secretary
AEU ACT Branch
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AUDITPROCEDURES

Procedure number PROCO007 Version 001
Drafted by PM Approved byBranch 27 Augus2013
Executiveon
Responsible persot Scheduled review date May 2013
Business Manager

RESPONSIBILITIES
It is the responsibility ahe Secretanto ensure that:
1 Employees and officers asavare of this policy;
1 Any breaches of this policy coming to the attention of management are dealt with
appropriately.

It is the respnsibility of the Finance Committ€the President, the Secretanhd Business Manager
and the Finance Officet) ensurethatli KS | yA2y Qa FAYlIyOS YlhofisaISYSyi
policy.

PROCBURES

Preparation for Audit

The Finance Committee will ensure that throughout the year all necessary procedures and

practices are in place so as to allow the anraualit to be properly undertaken.

Annual Audit

The following processes shall apply to the annual audit:

9 It shall be undertaken by an external, independent auditor appointed by Branch Council.
This auditor shall be changed approximately every five years mmammended by best
practice accounting standards.

1 The Finance Committee shall discuss and agree the annual external audit plan directly
with the auditor.

1 The annual audit shall particularly focus on the major areas of risk, which includes areas
such asnajor expenditure approval, major external contracts, accountability and
reporting, expenditure that can be incurred by individuals (e.g. via credit cards) and
control and security of assets including cash.

RELATEDOCUMENTS
1 Budget Plannin@olicy(POLO1}
1 Cheque Signingnd Electronic Banking Poli@dOL015)
1 Financial Managemerand Governanc@olicy(POL029)
1 Legislative Compliand@olicy(POL034)

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTWH ENDANCE POLICY

Policy number POL008 Version 001
Drafted by PM Approved by Branch 27 Augus®013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

Regular attendance by Branch Executive members at Executive and Branch Council meetings is
essential in order to maintain continuity and cohesion in the management and governatiae of
Union

PURPOSE

This Branch Executive Attendance Policy is intendeshtourage regular attendance tite Branch
Executive and Council meetingsd to provide procedures to deal with any failures in such
attendance.

PoLicy

Branch Executivmembers are expected to demonstrate theommitment to the Uniorby
unbroken attenénce at theExecutive and Counaiixcept when prevented by unforeseeable
events.

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTIVEENDANCBROCEDURES

Procedures number PROCO® Version 001
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It isthe responsibility of theExecutive Bair (the Presidentjo monitor the attendance of each
member and taake actionas appropriate.

PROCEDURES
The Secretary shall notify members of forthcoming meetings in accordance with the rules of the AEU
ACT Branch.

Where Branch Executive members are prevented from attending any Execuranch Council
meeting, they should notify the Chair through theibmoffice of their intended absence.

Where a meeting is to be held either in the form of a teleconference, through email or online, the
Secretary shall notify members accordingBarticipation in these meetings shall be equivalent to
attendance at aegular meeting.

Attendance requirements

In accordance with Rule 25 (C) of the Federal ACT Branch Rules, unless Branch Executive otherwise
determines, a member of Branch Executive who is absent from three consecutive meetings of
Executivewvithout permisson or an acceptable explanation will be charged with gross neglect of

duty.

Newly elected members of the Executive shall be issued with copies of the attendance policy and
asked to commit themselves to observing its terms.

Proceedures
If an Executive ember is absent from two consecutive meetings of Executive the Chaitlstrall
consult them to discuss this matter.

LT GKS 9ESOdziA®3SQ& YSYOSNDRA RAFFAOMA GASa | NB
mutually acceptable resolution &chieved, then the Executive member shall be advised of their

right to put their case to the next consecutive relevant meeting in writing.

If the Executive member attends the next consecutive meetiogurther action is to be taken.
However if the Executive member is absent from their third consecutive Executive meeting the

Chair will report the outcome of their discussion, table any written submission by the Executive
member and make aecommendation to that Executive.

26
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Unless Branch Executive otlsse determines, the Executive member will, at the close of this third
meeting missedbe charged with gross neglect of duty and the procedures required under Rule 13 of
the Federal Rules will be followed.

The person whose membership Executivéhas been terminate@s a esult ofimplementing the
procedures under Rule 13 of the Federal Rusdnsll retain the right to stand again at the next
election for the Branch Executive.

In relation to attendance at Branch Counifign Executive member is absent from two consecutive
meetings of Branch Councthe Chair shalhen consult them to discuss this matter.

LF GKS 9ESOdziAdSQad YSYOSNRa RAFFAOMZ GASa ' NB NB3
mutually aceptable resolution is achieved, then the Executive member shatdpgested to

consider the option of resigning. If a resignation is received then the procedures under the rules for
filling casual vacancies shall undertaken.

RELATEIDOCUMENTS
1 AEUFederaRules
9 ACTFederal Branch Rules

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTMENFIDENTIALITY ROL

Policy number POL0O Version 001
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2013

INTRODUCTION

The Unioris committed to openness, transparency, and accountabilibepolicies shall refleahe
intention to release all informatioeld as far as this is consistent with the protection of individual
privacy, the effective management tife organisationrulesand relevant legislation.

PURPOSE
ThisBranch Executiv€onfidentiality Policy is intended to regulate the release or retentigh o
Executivanaterial byExecutivenembers.

PoLicy

Executivanembers shall be authorised to release to any person any matbaahas not been
ruled by the Executive to be confidential. Executive members must not release to any pagson
materialthat has been ruled by the Executive to be confidential.

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCHEXECUTIMEONFIDENTIALITY PREOORES

Procedures number PROCQO® Version 001
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsiblperson  Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It isthe responsibility of theExecutiveChair to ensure thaExecutivematerials are appropriately
classified as confidential or open to release.

The Chair is responsible for bringing this policy to the attention of newly elected Executive members.

All Executivenembers are responsible foespectingthis policy.

PROCEDURES

TheExecutiveshall review and approve therivacy Blicy of the organisation as a whole.

These procedures must be read so as to comply with the authority of Branch Council under the
Federal ACT Branch Rule 31 (A) to impose directions upon Branch Executive, to amend or to reverse
a decision of Branch Exdimue and to receive the minutes of Branch Executive, including all of the
9ESOdzi A 3SQa RSOA&AZ2YyAD

TheExecutiveshall decide from time to time whether any or all of its agendas, minutes, or papers, or
those of its sukcommittees (not otherwise required dggislation, regulation, or its rules to be

made public) shall be made public. Where no express decision has been re¢hedasgsumption

shall be that the material is not confidential.

Where release of any material would involve the unreasonable relebgersonal information
regarding any person, the Executive may

(a) declare that material to be confidential, or,

(b) if appropriate, remove identifying material from the material before release.

For those matters that thdexecutive electaot to make publicExecutivenembers shall respect the
confidentiality of those documents and of any deliberations inExecutiveon those matters.

In particular,Executivanembers shall not

9 disclose to any member of the public any confidential information acquiredrtue\of their
position as an Executive member;

9 use any confidential information acquired by virtue of their position on the Executive for
their personal financial or other benefit or for that of any other person;

9 disclose to any member of the public amgnfidential information related to the interests of
individuals, groups or organisations acquired by virtue of their position on the Executive;

T YI1S adlraSySyda G2 GKS YSRAF Ay GKS yFIYS 27F |
Media Relations Policgy

1 permit any unauthorised person to inspect or have access to any confidential documents or
other information.
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The obligation to protect such confidential matters from disclosure continues even after the
individualExecutivanember is no longer serving on txecutive

TheExecutiveshall decide from time to time whether any observers shall be permitted to attend any
or all of its meetings. Where appropriate, observers may be admitted subject to their undertaking to
maintain confidentiality.

Where appropriate, information identifying individuals mayth the consent of the Executivbe
removed by theSecretaryirom material before its consideration by tli&xecutive, or may be
removed from material before it is released

RELATEIDOCUMENTS
1 AEU ACT Bran@ode of EthicPolicy (POL001)
91 Privacy PolicyPOL045)
1 Transparency and Accountability Pol{ByDL058)

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTDMBPUTE RESOLUTRILICY

Policy number POLO10 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
TheBranch Executivis committed to reaching a speedy and just resolution of any disputes or
grievances that may arise and that may threaten thenmamious functioning of the Executive

PURPOSE
This policy is designed to set out the process for resolution of disputgsemances insving
Executivanembers that are unable to be resolveddligh respectful debate in Executineeetings.

PoLicy
Disputes wll be resolved by mediation.

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTIVEPDIEE RESOLUTION

PROCEDURES

Procedures number PRO®10 Version 001
Drafted by PM Approved byBranch 27 Augus013
Executiveon
Responsible person Executive Scheduled review date May 2013
Officer/Business
Manager

RESPONSIBILITIES
It is the responsibility athe Chairto ensure that:
1 Executive memberare aware of this policy;
9 Disputes are handled respectfully, confidentially, and in accordance with natural justice.

PROCBURES
The patrties to the dispute shall meet and discuss the matter in dispute, and, if possible, resolve the
dispute within 14 days after the dispute comes to the attention of all of the parties.

Where it cannot be resolved at this level, if appropriate, thai€will seek agreement from the
parties to engage in mediation through an agreed external person. Any costs associated with the
appointment of a mediator will be met by the Union.

A member of the Uniocan be a mediator, but may not be a member who jEgy to the dispute.
The parties to the dispute must, in good faith, attempt to settle the dispute by mediation.

The mediator, in conducting the mediation, must
(a) give the parties to the mediation process every opportunity to be heard; and
(b) allow due onsideration by all parties of any written statement submitted by any party; and
(c) ensure that natural justice is accorded to the parties to the dispute throughout the
mediation process
(d) not determine the dispute
(e) ensure that the mediation is confidential dmwithout prejudice.

If the dispute is not settled informally, any of the parties may refer the matter to the Fair Work
Commission.
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RELATEDOCUMENTS
1 Elimination oBullying PolicyPOL022)
9 Elimination of Sexuddarassmenfolicy (POL023)

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTIVE DSTATEMENP®LICY

Policy number POLO11 Version 002
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2013

INTRODUCTION
A Branch Executive operates more effectively if the members of the Executive know their respective
duties and obligations.

PURPOSE
This policy seeks to ensure that members of the Executive know their respective duties and

obligations

PoLicy
Members ofthe Executive shall have the duties artdigations set out in Appenciés AD, below.

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTIVE DBTXTEMENTFROCEDURE

Procedures number PROCO011 Version 002
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Manager Scheduled review date May 2013

RESPONSIBILITIES

The Secretary shall be responsible for including this policy in the induction package provided to new
Branch Executive members and &arsuring that a copy of this policy is available fderence in
Executive meetings.

The Executive Chair shall be responsible for making a ruling on any point in dispute in this policy.

PROCEDURES
This policy shall be included in the induction paekpgvided to new Executive members.

A copy of this policy shall be available foierence in Executive meetings.

The Chair shall resolve any point in dispute in this policy

RELATEDOCUMENTS
1 Branch Executive Attendance Pol{YOL008)
1 Conflict ofinterest Polic){POL019)

AUTHORISATION

Secretary
AEU ACT Branch
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APPENDIX

POSITIONSTATEMENTBRANCHPRESIDEN(EXECUTIVEHAIR

Governance Ensue, in partnership with the Executivéhat the UnioRa 26 2 S
goals and mission are being followadd developed in the appropriate
direction

Ensurejn partnership with the Executiyéhat the Unionoperates in an
ethically, environmentally, and socially responsible fashion

Planning Overse, n partnership with the Executivéhe development,
implementation andregularreviewof a Strategic Plan

Meetings With the Secretary, prepare the agenda in advance offkecutive
meeting

Chair Executive meetings accordingtie Standing Ordersontained in
the Union rules

Rule on issues of meetings peature not covered in the Standing
Orders

Report to the Annual General Meeting dmetsituation of the Union

Chair General/Mass Meetings according to Standing Orders

Administrative & Management Serve on Executive stdommittees as required

Liaisewith Executive stltommittee chairs and report to Executive
where appropriate

Represent the Uniom external forumsas required

Oversee the annual performance review of tBecretary

Manage in accordance with the Branch Executive Recruitment Polic
the succession of thBecretary

Manage,in accordance with the Branch Executive Recruitment Rolic
the sucession of the President

Liaise with the Secretary and, through that posititmthe staffon all
necessary Executive matters

Ensure theharmony of Executive deliberations

Media In accordance witthe Media Policy, serve apakesperson for the
Unionas appropriate

Promotion Promote the Unionn the community agppropriate

Negotiation Work with the Secretarin negotation with other oganisations as
appropriate andeport to the Executive

Legal Monitor through the Secretary that all legal requirements are met

Finance Oversee the Secretaty2 Sy &adz2NB® GKFd GKS 2N
procedures are adequate and that risk management strategies are i
place

Other duties As for Ordinary Executiveembers (below)
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APPENDIK

POSITIONSTATEMENTBRANCHIECRETARNANCIAIDUTIEY

Governance Ensure that the Executive maintains the degree of financial literacy
necessary to conduct the business of the Union
Advise the Executive on matters of finance
Oversee the production and review of appropriate financial policies
procedures

Planning With the Finance Committee, oversee, for the approval of the
Executive, the development, implementation and regular review of ¢
Business Plan

Meetings Report to the Executive at each meeting on the financial situation of

the Union

Report tothe Executive at each meeting on variances from the
approved budget

Place any necessary financial items on the Executive agenda in ad
of the meeting

Report to the Annual General Meeting on the financial situation of tf
Union

Administrative & Management

Cdzf FAf NBalLl2yairoAftAdASa a | Y

Liaise with Executive stdbmmittees on financial issues and report tg
the Executive where appropriate

h@dSNERSS GKS dzyA2yQa 02211 SSLAY

With the Finance Committee, ensuiieK I & G KS | yA 2y Q
are adequate, protected, backed up, and accessible.

hOSNESS GKS | yA2yQa ol ylAy3

hgSNARSS (KS YIAyidSylyoS 2F GKS

Finance Cdzf FAf NBalLl2yaArAoAf AdASaCdmaittdeK S
2 A0K GKS CAYylLyOS /2YYAGGSSET Sy
procedures are adequate and that appropriate safeguards against fi
are in place
With the Finance Committee, ensure that risk management strategi
(including appropriaténsurances) are in place
Oversee the collection and reception of all money due to the
organisation and the making of all payments authorised by the Unig
2AGK GKS CAYylLyOS /2YYAUGSS: 20
and report to the Executive
Oversee the preparation of the Budget for the coming year
Oversee the review of income and expenditure against the budget ¢
continuous basis

Legal 2 AGK GKS CAylLyOS /2YYAGGSSET Sy
applicable tax arrangements

Other duties As for Ordinary Executive members (below)
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APPENDIX

POSITIONSTATEMENTBRANCHSECRETAROTHERDUTIES

Governance

Provideindustrial, professional and administratileadership to the
Union

Ensure, in partnership with the Executive, the development,
implementation and regular reviewaf appropriate policies and
procedures

Planning

Ensure, in partnership with the Executitiee development,
implementation andregularreview of a Strategic Plan

Ensure, in partnership with the Finance Committee the developmen
implementation and regular review of a Business Plan

Meetings

With the Chairprepare theagenda in advance of each Executive
meeting

Oversee the distribution of meeting papeasleast four days before
each Executiveneeting

Arrange for minutes at each Executiveetingto be takenand
circulated to members

Arrange for minutes at each Branch Council, and mass meeting to k
taken and circulated to members

Administrative & Management

Serve on Executive stdommittees as required

Oversee the maintenance of a register of members

Oversee the procedures for the admission of new members

Oversee the procedures for the resignation of members

Oversee the procedures for ttdiscipline, suspension and expulsion @
members

Oversee the organisation &ranch Council and mass meetings

Keep undecontrol all books, documents and securities, and make
them available to members as requested

Oversee the management of thmisiness of the Executive

In consultation with the Human Resource scbmmittee report to the
Executive on staff management issues

Overseein accordance with the relevant policies, the management ¢
the recruitment, induction, and training &xecutive members

Overseein partnership with the Executive, the management of the
assessment, review and renewal of the Executive

Media In accordance with the Media Policy and the Union rules, be the chi
spokesperson for the Union

Promotion Promotethe Unionin the community asppropriate

Negotiation Work with the President (if necessary) in negotiation with other
organisations as appropriate and report to the Executive

Legal Keep the Common Seal of thimion

Oversee staff to ensure that

9 the performance of all legal requirements is reported to the
Executive

9 the procedures for meeting all legal requirements arky
understood and their implementation is propeidypcumented.

Other duties

As for Ordinary Executivmembers (below)
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APPENDIR

POSITIONSTATEMENTORDINAREXECUTIVEIEMBER

General On being elected to the Executivendertake induction and training
procedures as provided by thexecutive

Governance Consider, debate, andbte on issues before the Executior the basis of
the bestinterests of the Unioronly
Comply with the rules, policies, andhatding orders of the Union

Planning Approve and regularly reviewthe Un@i  { G NI 6§ S3IA O t f
consequental arrangements (Business Plaix.)

Meetings Attend all meetingsor, if absolutely unavoidable, apologise in advance

for absence

Where Executivpapers are circulated in adnce of the Executive
meeting, read papers and consider issues before the meeting

Contribute to the discussion and resolution of issuemattings and
otherwise as appropriate

Administrative & Management

Approach employees of the Union only through the Secretary

Serve on Executive stdommittees as required

Approveand regularly review the Unichd aéadSya F2NJ
and riskmanagement

Media Make comments to the media only as provided in theiolQ& a SR
Policy
Promotion Promote the organisation in the community agpropriate

Legal & Ethical

Avoid making any improper use ofetin position in the Uniorso as to gain
any material advantage for themselves, or for any other personp tine
detriment of the Union

Avoid making any improper use of any information acquired by virtue
their position in the Uniorso as to gain any material advantage for
themselves, or for any other person, or to the detriment of theion

If a member hasiny direct or indirect material personal interest inyan
matter involving the Unioninform the Executivénmediately

If a member has anglirect or indirect material pesonal interest in any
matter involving the Union, not vote in the Executiwe that issue

If a member hasiny normaterial personal conflict of interégn any
matter before the Executiveor believe that the perception of such a
conflict might arisejnform the Executivémmediately and follow the
Executv@a NXzf Ay 3a | & G2 LINRLISNI LINR

At all times conduct Executinmisiness politely and with consideration
for others, without ill feeling, improper bias, or personal animus
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BRANCH EXECUTIMBUCTION POLICY

Policy number POL 012 Version 001
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The effective operation of the Union relies onlsecutive, and the effective operation of the
Executiveaelies on all its members having a full command of the necessary information and
expertise.

PURPOSE

This policy seeks to ensure that new members of the Executive are provided with all the information
and training necessary to enable them to contribute appropriately to the operations of the Executive
from the time of their election

PoLicy
New Executive members shall be provided with all the information and training necessary to enable
them to contribuke appropriately to the operations of the Executive.

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTIVEURDION PROCEDURE

Procedures number PRO®12 Version 001
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsibl@erson  Business Manager Scheduled review date May 2103

RESPONSIBILITIES

It shall be the responsibility of th8ecretarto ensure that the materials specified in this policy are
prepared and copied and to ensure that the procedures specified in this policy are implemented
appropriately.

PROCEDURES

Initial Contact

As soon as possible after the Returning Officer hasrmoefl the election of a new member or a
casual vacancy has been filled by appointment the Secretary shall make contact with the new
member. The Chair will write a letter of congratulations and welcome.

Executive Induction Kit

The Secretary shall forwarddKS yS¢g YSYOSNI F O2LR 2F (GKS ! yAizyQ
will serve as an initial introduction to the committee as well as an ongoing reference. It should

include:

1 relevant organisational documents such as the constitution/rules, strateaig pblicies and
procedures manual, current ye#w-date budget, and the most recent annual report;
basic biographical and contact information about Executive members, and senior staff;
meeting schedule and calendar of upcoming events;

introduction to theUnion's operational and decisienaking structure;

information about the Executive and the Executive members' roles and responsibilities,
including the Branch Executive Attendance Policy;

9 any other necessary background information.

= =4 =4 =

Introductions
The Secretry shall introduce the new member to other members of the Executive soon as possible
after their election and invite them to any Executive social functions.

The Secretary shall nominate a member of the Executive to act as mentor to the new member.

&

TS { SON
to staff.

GF NE akKltf Ay@AGS GKS ySé YSYOSNI G2 (dF 1S

The Secretary shall show the new member where the Executive meets, where to park their car or
access transport, where the kitchen is, where thiets are, where the photocopier and other office
equipment is (and the rules for its use).
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Briefing
The Secretarghall
1 draw the new member's attention to the roles and responsibilities of the Executive in
general, and the roles and responsibilittegy will be expected to undertake as an
individual;
9 discuss any concerns they may have;

The assigned mentor shall take the new member through the minutes of recent meetings and brief
them on the issues the Executive is dealing with at the moment, ob&vitboking at in the future.

Training

The Secretary shall identify with the new member any areas of training that may be appropriate and
arrange for that training to occur. This includes the financial management training required under
the Fair Work (Ragtered Organisations) Act 200fhich must be done within six months of being
elected.

RELATEDOCUMENTS

1 Fair Work (Registered Organisations) Act 2009
1 AEU ACT Branétolicy and Procedures Manual
9 Strategic Pla®olicy (POL056)

AUTHORISATION

Secretary
AEUACT Branch
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BRANCHEXECUTIMEECRUITMENT POLICY

Policy number POL013 Version 001
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The nomination and selection of Executimembers is the prerogative tfie membersof the Union
through the election process. However, given the responsibilities oERezutive, there is meed for
the Executiveo have an appropriate mix of expertise anxperience.

Policies and procedures must facilitate the election of those people who best meet the needs of the
Executive.

PURPOSE

Executivanembersshouldprovide an appropriate mix of skills to provide the necessary breadth and

depth of knowledge and experience to meet theecutv®@ da NBalLlR2yaioAf AGASE I yR
Executivealso aims for @omposition, whiclwill appropriately represent the interestsf the various

groups contained withithe UniorQ @embership.

PoLicy

The Executivehouldattempt, using its network of contacts withihnK S ! yieémdeystijg to
identify appropriate individuals with needed skillsdainterests as potential Executimeembers.
When vacancies arise among the elecEeccutivepositions including the position of Branch
Secretary such individualshould beencouraged to nominate for electioithe Executive may also
appoint such individuaJsvhere theACT Federal Branch Bsiprovide,to vacantpositions.

AUTHORISATION

Secretary
AEU ACT Branch
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BRANCH EXECUTRECRUITMENT PROCEBY

Procedures number PROC013 Version 001
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person BusinesdManager Scheduled review date May 2015

RESPONSIBILITIES
It shall be the responsibility @&ach member ofhe Executivedo identify appropriate individuals with
needed skillsiad interests as potential Executimeembers.

It shall be the responsibility of theecretary to draw up and maintain a list of potential Executive
members. All entries on this list shall be reported to the Executive
PROCEDURES
The Executive shall regularly assess its composition by reference to
1 necessary areas of expertise
1 the ideal balance between experience and freshness
9 desirable diversity in relevant areas
f R2YiUNROdziA2Y&d FNRBY NBfSQOFIyld asSoOiizya 27F

[N
A~
w»

The Executive shall identify areas where existing Executive compositioshfaiiof the ideal.

Executive members shall attempt to identify from their networks indigldwho could fill those
gaps.

The Secretary shall collect suggestions from Executive members and draw up a list of potential
Executive members and for Execetiscommittees and working parties.

Where vacancies occur on the Execufimeluding for the position of Branch Secretawy)its
committees and working parties other than at the expiration of elected terms, appointmeshisre
provided for in the ACT Ferhl Branch Rules, mée made from this list.

Before each election the current Executsleall attempt to encourage nominations for the Executive
from this list.

RELATEDOCUMENTS
A ACT Federal Branch Rules
A Access and Equity Poli@OL004)
A Conflict ofinterest PolicfPOL019)

AUTHORISATION

Secretary
AEU ACT Brahc
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BUDGET PLANNING ROLI

Policy number POLOZ Version 002
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The Branch Executive is responsible for overseeing the budget of the Union and for ensuring that the
Unionoperates within a responsible, sustainable financial framework.

In line with this responsibility, the Executigenducts a budget planning process each year as part of
its annual business planning.

PURPOSE
This policy is designed to set out the process for compiling, monitoring and reviewihgyfhle 2 y Q a
annual budget.

PoLicy
TheBranch Executiveonducts a budget planning process each year as part of its annual business
planning.

TheUnionoperates under a budget that must be flexible in responding to unforeseen events,
including possible reductions in cash flow. The annual operating budgetthausfore be regularly
monitored and reviewed.

AUTHORISATION

Secretary
AEU ACT Branch
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BUDGET PLANNING PEDORES

Procedures number PROCHX Version 002
Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsible person BusinesdManager Scheduled review date May 2015

RESPONSIBILITIES
The Branch Executive has responsibilitydfegrseeing the budget of the organisation and for
ensuring that the organisation operates within a responsible, sustainable financial framework.

It is the responsibility of th&inance Officerin consultation with thdBusiness Manageo prepare

all budgets and review budgefShe Finance Committee must provide for contingency plans for this
work to be done in the event that thBusiness Managemnd/or Finance Officeare unavailable for

any reason.

The Finance Committee consists of:
1 The President
1 TheSecretary
9 The BusinesBlanager
9 The Finance Officer

PROCEDURES
Preparation of the Budget
In Septembeteach yearthe Finance Officestarts preparing the budget estimates as part of the
Business Plafor the finarcial year (January to December). The process includes:
1 considering operational costs;
9 setting payroll costs; and
9 estimating income.

The initial budget estimates are basedtbe current expenditure projection® end of yearplus
anticipated or knowrwage increasesand anticipatedincreasein operating expenses such as
power, telephones, etcThe Finance Committee shall be provided with information about how cost
increasewill be absorbed or met by increases in service charges (e.g. membership fees).

TheBusiness Managawill present the draft budget for discussion at a Finance Committee meeting.
The Finance Committee may accept the estimates as presented or may regtiasbus, within the
context of the Business Plafd.detailed report denoting reasons for decisions should be attached to
the draft budget for discussion.

TheBusiness Manageavill thenrevise the drafandthe Secretary wilpresent the amended draft
budget at the next availablExecutivameeting, usuayl in Septembebut no later than end of
October. The Executive approved budget will then be put to the Branch Council, usually in
November.

Onceadopted by the Branch Council, thhecomes tle official operating budgebr the following
financial year, and altxecutivanembers and employees musbrk withinthe financial limits stated

or implied by this documentlowever this does not prevent Executive from reviewing the budget as
described lelow, if circumstances require it.
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Monitoring and Reviewing the Budget

TheFinance Committe&s responsible for monitoring th2 NH I Y A éxpeaditey reviewing the
actual and budgeted expenditures, and reporting on the progress of such expenditure.

Fnancial repats will be prepared for each meeting of Branch Execugh@wing the yeato-date
expenditure and its variation from éhbudget estimates, and indicatimgy increases or decreases
in funding.A detailed commentary should be attached to Exe@ureports detailing reasons for
variations and recommendations for corrective action should that be required.

TheFinance Committewiill indicate what effect any variations wilave on the budget projections
andprovide this information to théxecuive. The Finance Committegill also report on any other
financial matters that may be related to the Business Plan.

Onceadopted by theExecutivethe Amended Budget will become the new operating budget for the
remairder of that financial year.

RELATEDOCUMENTS

1 AEUACT BrancBusiness Plan

1 AEUACT Brancmvestment Plan

1 Financial Management and Governance Policy (POL029)
1 Investment Planning Policy (POL033)

AUTHORISATION

Secretary
AEU ACT Branch
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CHEQUE SIGNINEND ELECTRONIC BANEKPOLIC

Policy number POLO15 Version 002
Drafted by PM Approved byBranch 27 August2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
An organisation withoutheque signin@nd electronic bankingroceduresmay bevulnerable to
fraud or error.

PURPOSE
To spell out procedures that must be followed in the signing of chegndghe authorising of
electronic banking transactiorm behalf ofthe Union.

PoLicy
All cheques issuednd electronic banking transactionsadeon behalf of the Uniomust be signed
by a sufficient number of authorised persons and documented adequately.

AUTHORISATION

Secretary
AEU ACT Branch
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CHEQUE SIGNING ANIEETRONEBANKINGPROCEDURE

Procedure number POL15 Version 002
Drafted by PM Approwed byBranch 27 August2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility afhe Secretaryo ensure that:
1 staff are awareof this policy;
9 any breaches of this policy coming to the attention of management are dealt with
appropriately.

It is the responsibility of the employees to ensure that their usadérién chequesnd the making
of electronic banking transactiot®nfom to this policy.

PROCBURES
All cheques must contain two eligible signatures. Eligible signatorigbeaf®ecretary, President,
VicePresidents and employees thfe Branch specifically authoeid by Branch Executive to do so.

Any two of the above havihe authority to sign chequesr to authorise the making of electronic
banking transactions

Signhatories cannot sign a chequemake an electronic banking transactiorade payable to
themselvesor a blank chequeAll details on the cheque formr the dectronic banking transaction
documentmust be filled in before signature.

A list of all cheques issueahd electronic banking transactions magiech month, featuring amount,
recipient, signatories, and explanationilvbe provided to each meeting of &utive

RELATEDOCUMENTS

i ACT Federal Branch Rules
1 Financial Transactior@ard PolicyPOL030)
1 Fraud Risk Management Policy (POL031)

AUTHORISATION

Secretary
AEU ACT Branch
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COMMITTEES POLICY

Policy number POI016 Version 001
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The Branch Executiad Branch Counaiécognises that there are times when alternative
committee can act more edictivelythan can the full Executiver Council.

Either bodymay put in place standing committees and ad hoc committees to engage in business that
can be more efficiently transacted by such means.

PURPOSE
This policy is designed give direction on the policy and procedures relating to the formation of
Branch Executivand Branch Coundgtanding committees and ad hoc committees.

PoLicy

TheExecutiveand Council, in accordance with Rule-Zbmmittees of the AEU Federal ACT Bnanc
Ruleshave the authority to establish standingpmmittees and ad hoc committees to assist it in its
work.

The number oEommitteeswill be kept to a minimum

The Executiver Councikhall clearly define the terms of reference of eaomanittee, incuding
their membershiproles, procedures and functions, and the boundaries of their authority.

The Executiver Councilmay from time to time ceopt people who are not Uniomembersto serve
on a committeeain order to bring additional skills, experienoenetworks.

Unless explicitly empowered by the fitkecutiveor Council commitees cannot make binding
decisionsFor the most partthe function of committees is to solve problems for and/orkmaa
recommendations to the Executiwg Councibn which tlose bodiesand only tltese bodieshave
the power to make decisions or policy.

TheSecretaryshall sit exofficio on all Executivand Councitommittees but may delegate their
attendance to any other person

AUTHORISATION

Secretary
AEU ACT Branch
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COMMITTEES PROCED®IRE

Procedures number PROCO016 Version 001
Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
The Executive is responsible for appointidighanding, and setting the terms of reference for
standing committees and awbc committees.

The Secretary is responsible for keeping records of terms of refereradecommittees and for
ensuring that committee minutes and papers are submitted toExecutiveor Councifor
consideration.

TheSecretaryshall sitex-officio on allExecutiveand Councitommittees but may delegate their
attendance to any other person.

PROCEDURES

Committeemembers whetheron ad hoc or standing committeesannot exercise authority over
staff, nor shall they delegate tasks to any staff unlessSkeretaryhas specifically agreed to such
delegations.

All committees of the Executive shall submit their minutes to the Exequtige requested.

Allcommittees of the Council shall submit their minutes to the Council, if so requested.

Allcommitteesof the Executiveand Councishall review their terms of reference annualiycluding
their membership and the results of their work and so report to Ehecutiveor Council

All ad hoc committeeshall be dissolved by ExecutimeCouncitesolutiononce they have
completed their work andf requested, have provided a written report to texecutiveor Council

RELATEDOCUMENTS
1 ACT Federal Branch Bsll
1 Financial Management ar@overnance PoligPOL029)

AUTHORISATION

Secretary
AEU ACT Branch
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CONDITIONS OF EMPMEXTPOLICY

Policy number POL017 Version 002
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The Union greatly values its employees and seeks to provide appropriate and fair industrial
arrangements for its staff.

The conditions of employment of employees of the Union and the eleStetary are negotiated
from time to time and approved by the Branch Executive.

PURPOSE
The purpose of this policy is to describe the process by which the conditi@nsployment are
negotiated.

PoLicy

The Branch Executiwell negotiate the conditions of employment for all employees and the elected
Secretary through an unregistered enterprise agreement. This agreement will be reviewed no later
than 3 months after each replacement agreement for the ACT ETD Teaching &effiéaf is

approved by the Fair Work Commission.

The Branch Executive waktablish a standing Human Resou@enmittee through which
negotiations will occur.

The Human Resourc&@mmittee will consist of the Secretary, a Vice President and two other
members of Executivdt will be appointed in such a way as to ensure that at least two women are
on the committee.

AUTHORISATION

Secretary
AEU ACT Branch
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CONDITIONS OF EMPMENTPROCEDURES

Procedures number PROCO017 Version 002
Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility ahe Secretary to ensure that employees are aware of this policy.

It is the responsibility of theluman Resourc€ommittee members andll employeedo participate
in the negotiations in good faith.

PROCEDURES

As soon as possible after a replacement agreement for the ACT ETD Teaching Staff
Agreement has been approved ke Fair Work Commission negotiations for a replacement
AEUACT Officer and Employee Enterprise Agreement will commence.

Staff may choose to provide the Human Reso@aammittee with a log of claims and to elect two
staff members to represent their viewis the committee.

Staff will be given a reasonable period of time to meet during working hours to discuss and prepare
their negotiating position and to respond through their elected representatives to any position put
by the Human Resourd@®mmittee.

If agreement cannot be reached the staff representatives may put their case to the President with a
view to resolving the dispute.

If the dispute is not resolved then either the staff or the Human Resaloanittee may refer the
dispute to the Fair Work @amission.

Salary increases for Administrative Staff will occur as and when increases are applied to the same
classifications in the ACTPS ETD Staff Enterprise Agreemer2@3 &nd its replacement
agreements.

RELATEDOCUMENTS

1 AEUACT Officer and Empleyenterprise Agreement 2012014
1 ACTPS ETD Staff Enterprise Agreement-2013

AUTHORISATION

Secretary
AEU ACT Branch

53



Final version approved by Branch Executj\i2 Novembef013

CONDUCT OF MEETINRGR.ICY

Policy number POLOB Version 001
Drafted by PM Approved byExecutive 27 Augus013
on

Responsiblperson Business Manager Scheduled review date May 2015

INTRODUCTION
Meetings are necessary in order thtae Unioncan be governed &tiently under its Federal Branch
Rules

Meetings need to be conducted under rules that are fair, understandable, efficient, and capable of
overriding attempts at obstruction.

TheChairof the Union, including the Executive is tekected positiorof Branch Presidenand that
election should enfer a wide discretion on the elected candidate to ensure that thedochof
business runs smoothly.

The powers of the Chair should be restrained by the ability of the meeting as a whole to override any
particular decision of the Chair.

PURPOSE
This pdicy is designed to
1 identify a minimum set of conditions that will allow necessary decisions to be taken
efficiently and if possible expeditiously and
9 assign discretioto rule on matters not covered.

PoLicy

The conduct of meetings withilhe Unionshdl be governed by the standing orders of tBeanch
Council go to http://www.aeuact.asn.au/uploads/file/StandingOrders.pdfTo the extent necessary
these Standing Orders may be astied by the Chair for purpose of conducting Executive meetings.

AUTHORISATION

Secretary
AEU ACT Branch
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CONDUCT OF MEETINNEK®OCEDURES

Procedures number PROCM® Version 001
Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsiblperson  Business Manager Scheduled review date May 2015

RESPONSIBILITIES
TheChair of Branch Executivehall be elected asid down in the ACT Branch Federal Rules

TheChair shallpreside overll Branch Executive, Branch Council, Stopk and Mass meetings of
the Unionaccording to the&andingOrders of theBranch Councibp to
http://www.aeuact.asn.au/uploads/file/StandingOrders.pdf

In the Chaits absence, ta ViceChairshall preside as Chair at eaghthe meetings listed abovéf.
the Chairand the ViceChairare absent or are unable to preside, or decline to preside, the Members
present must elect one of their number to preside as Chair.

Meetings of any ¥ecutive or Branch Councibmmittees shall be chaired in the manner laid down
by the Executie or Branch Counciih their terms of reference.

PROCEDURES

The Chair shall conduct the meeting according to the Standing Orders of Branch Council (see
AppendixA).

Where the Standing Orders are ambiguous or contestable or silent, the Chair may rule as to the
practices to be followed.

Where there is continuing disagreement on any ruling by the Chair, any member may move a motion
2T RAaA&ASYyld O 2If thisknStior iKsecbriddd & voeIstialhbyg @ken. If the motion of
RAaAaSyd A& OFNNASRI GKS / KFEANDRDa RSOA&aA2Y Aa NBGS

RELATEDOCUMENTS
| ACT Federal Branch Rules
i Standing Ordersf the Branch Council
9 Conflict of Interest PolicPOL019)
i Transparencwynd Accountabilityolicy(POL058)

AUTHORISATION

Secretary
AEU ACT Branch
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CONFLICT OF INTEREGSIICY

Policy number POLO® Version 002
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduledeview date May 2015

INTRODUCTION
The Union is committed to high standards of ethical conduct and accordingly places great
importance ondealing in a transparent and ethical wagy actual or potential conflict of interest.

PURPOSE

This policywhilerecognising that conflicts of interest are commadias been develped to provide a
framework wherebyall AEU ACT Branch employees who have deeisigking roles and
responsibilities, Branch ExecutiMembersand Branch Council members must declare anyaaiu
potential conflicts of interest that they may have.

Thispurpose of the policy is to develop practices around conflicts of interest that ensure:
1 The fees of members are protected from misuse
1 The reputation of the Union is protected and enhancedritgrinal practices
9 That the most appropriate goods and servicesa@btained and the best people are
employed in order for the Union to be able to further the interests of our members
1 The Union continues to meet its legal obligations.

PoLicy
This policy applies tall AEU ACT Branch employees who have deciaiking roles and
responsibilities, Branch Executivembers Branch Council members.

Wal GSNAIET tSNA2YIlIf LYGSNBadQ NBtFGSa d2 Iy AydaSN
or transaction, where the individual stands to gain a substantial benefit, or suffer a substantial loss,

either directly or indirectly. An interest ndenotbe financial in order to be considered material. Any
AYGSNBad GKIFIG KFa G§KS OF LI Omakigg pivcess ol bedzSy OS |y A
considered materila provided that the interest is of some substance or value. To be considered

WIS NEY HFy AYGSNBAadG Ydzad NBEFGS (2 GKFd AYRAGDAR

AYDY Tt A Ol nayaride jh inSaddesivwih€re a person to whom this policy applies is, could be,

or is perceived by a reasonable person to be, infaesl by a private interest when carrying out their
union-related duties.

56



Final version approved by Branch Execu¢j\i2 Novembef013

A conflict of interest particularly applies

1. wherea person to whom this policy applies stands to gain financially from or has some other
material personal interest in any busines=atings, programs or services of the Union, other
than where

a. the person falls into the class of people benefited by the Union and the financial gain
is of a nature common to other beneficiaries, or

b. the person is an employee of the Union, and the finargah is of a nature
common to other employees

2. where a relative or business connections of a person to whom this policy applies stands to
gain financially from or has some other material personal interest in any business dealings,
programs or services ofie¢ Union

3. where a person to whom this policy applies has a role on the governing body of another
organisation, where the activities of that other body may be in direct conflict or competition
with the activities of the Union

4. where a person to whom this poli applies seeks to participate in any decisions concerning
the employment or engagement of a related party [as defibetbw]

A conflict of interest may be actual, perceived or potential.

Ly WEOhddfQ O2yTFt A0l 2F Ay &miNgadies Is NA poditon tale Sy | L
influenced by thé private interests when performing their unionrole. Wal G SNAFf t SNER2Y |
is an actual conflict of interest.

I WLISNODSABSRQ O2yFtAOG 27F AyaS MBleedisind\bsiidhdo s KSy |
appear to be influenced by their private interests when performing their union role.

I WLRGSY (ALt Q O2yFEAOG 2F AyiSNBad I NAaSa oKSy |
be influenced in the future by theprivate interests when performing their union role

! WNBfIIG0ADPSQ Aa RSTAYSR |ad | &alLlRdzaSz LI NByids aics
brother or sister.

I WNEBTf I § SR Llidatecbrdatre with se®RiGh PR of Bdr Work (Registed
Organisations) Act 2008s:
1 any entity (such as a business or organisation) controlled by the Union
1 anyperson to whom this policy applies their spouse or relatives
i any entity acting in concert with aleted party on the understanding that partiesill share
or exchange financial benefits
9 any entity controlled by person to whom this policy applies or their spouse or relatives
T Fft SyidAaAdAaASa GKIFG 6SNB LINBEOA2dzat e O2yaARSNBR
that are likely to becomeetated parties in the near future.

All conflicts of interestincluding material personal interes&hall be declared by the person
concNY SR I YR R2 0dzY S Cinfidks 6 higrestiliéGaratioyl se® Apandix Snce
this declaratioris detemined by Branch Executive or Branch Council to be a conflict of interest it
will be placed on the Conflict of Interest Register by the Secretary.
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Where a person to whom this policy appliegs a conflict of interesin a matter that person:

9 shall not iniiate or take part in any Executive or Branch Couttisgtussion on that topic
(either inthe meeting or with other Executiver Branch Counatembers before or after
the meetings)

9 shall notvote on that matter

A person to whom this policy appliesnd barred from engaging in business dealings with the

' yA2YS LINEOARSR GKFd GKS&S I NB Fdfteé RA&Of2aS8R:
of the person concerned and ExecutiveBranch Counclilas unanimously agreed to the proposed

busines dealing.

Any service providers engaged by the Union shall be required to declare, during the tender process,
at the beginning of the service relationship and throughout the contracted period, any conflicts of
interest that exist or arise.

AUTHORISATION

Secretary
AEU ACT Branch
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CONFLICT OF INTERESOCEDURES

Procedures number PROC019 Version 002
Drafted by PM Approved byBranch 27 August2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
ThePresidentasChair is responsible for bringing this policy to the attention of employees with
decisionmaking responsibilities and newly elected Executive and Branch Council members.

All persons to whom this policy appliese responsible forespectirg and adhering tdahis policy.

PROCEDURES

All persons to whom this policy applisisall declare any conflicts of interest either at the start of the
Executive or Branch Council meeting concernedsossoon as practicable after they become aware
of the confict. The nature of this conflict of interest shall be documented in the Conflict of Interest
Declaration

Once declarethe Executive or Branch Council meeting will determine whether the declaration
constitutes a conflict of interest.

Where a conflicof interest is so determinedthe declaration shall bplaced on a file known as the
Wonflict of Interest Registér

The persornconcerned shalkave the room as soon as that itdor which they have a conflicomes

up for discussion. The concerned person shatlivote on that issue, nor initiate or take part in any
Executive or Branch Council discussion on that topic (either in the meeting or with other members
before or after the Executive or Branch Couneiletings)

Any Unionmember who believea person to whom this policy applibas an undeclaredconflict of
interest shouldraise the matter in accordance with the Member Dispute Resolution Policy.

Any elected officer or employee who believes that a parto whom this policy applies has an
undeclared conflict of interest should raise the matter in accordance with the Dispute
Avoidance/Settlement procedures within the AEUACT Officer and Employee Enterprise Agreement
2011-2014 and the Staff Dispute Resadutt Policy.
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The following written disclosures shall be made to all members of the AEU ACT Branch at the same
time as the annual financial reports are presented:

9 all conflict of interest declarations made during the financial yelaich were determined by
Branch Executive or Branch Council to be a Conflict of Interest and placed @otiféct of
Interest Register

9 all conflict of interest declarations made during the finangidr thatdeclared a Material
Personal Interest, regardless of whether or Bvanch Executive or Branch Council
determined the declaration to be a conflict of interest.

1 the total payments made by the Union during the financial year to a related party of the
Branch or to each person who has declared a matpaedonalinterest.

Any service providers engaged by the Union shall be required to declare, during the tender process,
at the beginning of the service relationship and throughout the contracted period, any actual or
potential conflicts of interest that exist or arise.

RELATEDOCUMENTS
1 AEU ACT Bran@ode of EthicPolicy (POL001)

AUTHORISATION

Secretary
AEU ACT Branch
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APPENDIX
CONFLICT OF INTERBSTLARATION
Nature of conflict .
- . . Action taken / Further
Name | Position | Date | Nature ofinterest gnd estimated value recommendations | comments
(if known)
Declaration

I confirm that | have disclosed all of my financial and-fisancial interests, and those of all my
immediate relatives. | understand that it is my responsibtlitglisclose any additional interests as
they arise as soon as practicable.

Signed:

Secretary signature:

Date:
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COPYRIGHT POLICY

Drafted by PM Approved byBranch 27 Augus2013
Executiveon
Responsible persor Scheduled review date May 2015
Business Manager

INTRODUCTION
The Uniornis responsible for managing its assets, including its intellectual assatsag that
maximise their contribution to the goals of the organisation.

Subject to these responsibilitiethie Unionis committed to the widest possible dissemination of its
ideas and findings where these may assist others.

PURPOSE
The purpose of this policy is to clarify the status of material subject to copyright used by the Union,
and to remove any possible misunderstargrabout ownership of copyright

PoLicy
Productionof copyright material

Material created byJnionstaff entirely on their personal time and not involving the aé¢he
2 NH | y A tadililled & giddedials shall be the property of the creator

Anindividual'sW LIS NA 2 shall meénitiieSother than that for which they receive salary (in the
case of staff) or perform assigned functions (in the case of volunteers).

Staff or volunteers who claim that material was made or created on personal time have the onus of
demonstratingthis proposition. Staff engaged in work during personal time where later confusion
may possibly occur are encouraged to discuss this with their supervisors.

With the exception of material created on personal time, all materials that result from acgivitie
carried out atthe Unionor developed with the aid ahe Uniorls facilities or staff, or developed
through funds administered iyre Unionshall be the property athe Union,except by speific prior
written agreement.

Works by independent contractoshall be owned in accordance with the contract under which the
work was createdThe Uniorshall ensure that there is a written contract for work by an
independent contractor specifying ownership.

Any dispute betweeitthe Unionand its staff or between sfg on issues of copyright ownership shall
be determined by thé&taffDispute ResolutionPolicy

Any dispute betweeithe Unionand its membersr between memberson issues of copyright
ownershipinvolving the Uniorshall be determined by thilemberDispute ResolutionPolicy.
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Use of copyright material
Staff and volunteers dhe Unionare required to observe all applicable copyright laws and
regulations.

TheExecutive Officer/Business Managgrequired to institute procedures that will ensure
a) that all uses of copyright materials are recorded, and that
b) all compensable uses of copyright material are appropriately processed.

Copyright Uniormaterials
All materials produced by or on behalftbe Unionare copyright. Permission to reproduce such
materials depends on the category into which they fall.

All materials produced by or on behalftoe Unionwill be classified bthe Business Managento
one of the following classes.

1. Those materials that are copyright and that cannot be reproducecigypeocess other than
for the purposes of and subject to the provisions of the Copyright Act and any licensing
agreement between the user artde Union.

2. Those materials that are copyright and that may nonetheless be circulated and/or
reproduced as long amy reproduction features specified credits and disclaimers.

3. Those materials that are copyright and that may nonetheless be reproduced without
conditions.

4. Those materials that are not copyright.

The copyright policies a@lie Unionare binding on all staff, whether paid or voluntaifjhe copyright
policies otthe Unionas amended from time to time, shall be deemed to be a part of the conditions

of employment of every employee and shall be included in the orientation material givarety
volunteer.

AUTHORISATION

Secretary
AEU ACT Branch
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COPYRIGHHROCEDURES

Procedures number PROG20 Version 001
Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility ahe Secretanto ensure that:
1 Staff volunteers and contractorare aware of this policy;
1 Any breaches of this policy coming to the attention of management are dealt with
appropriately.

It is the responsibilityf all employeesvolunteers and contractor® ensure thatthey comply with
this policy.

PROCEDURES

Production of copyright material

A statement of this copyright policy shall be included intmorQ&d G SN¥Y& YR O2YRAGAZ2
employment.

The Uniorwill keep records of anggreementmade with any staff member regarding the copyright
status of any material.

Contracts made bthe Unionwith third parties shall specify in writing the copyright status of any
material produced under that agreement.

Any dispute betweeitthe Unionand its staff or between staff, on issues of copyright ownership shall
be determined by theStaffDispute ResolutionPolicy Any dispute betweethe Unionand its
membersor between memberson issues of copyright ownershipvolving the Uniorshall be
determined by theMember Dispute ResolutionPolicy

Use of copyright material
TheBusiness Manageshall institute procedures to ensure
a) that all uses of copyright materials are recorded, and that
b) all compensable uses obpyright material are appropriately processed.

RELATEDOCUMENTS
1 Contracts of Employment
1 AEWACTOfficer and Employe&nterprise Agreement 2012014
1 Member Dispute Resolution Policy (POL036)
1 Staff Dispute Resolution Poli(fOL052)

AUTHORISATION

Secretay
AEU ACT Branch
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DONATIONS AND TEAGHEELFARE FUIRDLICY

Policy number POLO021 Version 002

Drafted by PM Approved by Branch 27 Augus2013
Executive on

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
Federal Rule 4 36nh 6 2SO0 & | dzii K 20NBbscBba to ankt Sharity yoht@ nfakeldlonations

for any public purpose or for any purpose in direct or indirect furtheeaof any Object of the
PYAZ2Y ODQ

ACT Federal Branch Rule-3®ans, Grants ordhations Exceeding $1,000, requires all loans, grants
or donations of an amount exceeding $1,000 (other than Teacher Welfare Fund loans or grants) to
be approved by Branch Executive or Branch Council. There is no maximum amount for such a loan,
grant or danation.

ACT Federal Branch Rule-deacher Welfare Fund, requires the maintenance of a Teacher Welfare
fundtoavd dzS 2 F P o p I n nofreflednyd findhSal rhddzbeL & anof the financial
YSY0o SNDa RrEn3SuérmR finghiial harddhidiee maximum Teacher Welfare Fund loan or
grant amount that the Branch Secretary may approve in an emergency is $3,000 and the maximum
amount that the Branch Executive may approve is $6,000.

PURPOSE
The Donations and Teacher Welfare Fund Poligyisi SY RSR (2 Of I NATeé (G(KS 02y
rules by making explicit the process by which loans, gmntitonations may be approved.

PoLicy

Loans, Grants or Donations (Other Than Teacher Welfare Funds)

The total amount of money that will be availalgdach financial year for loans, grants or donations
(other than Teacher Welfare Funds) will be determined by Branch Executive and distributed in
accordance with the procedures below.

Loans and Grants (Teacher Welfare Funds)
The processes for approving ammbnitoring Teacher Welfare Fund loans and grants are as described
in the procedures below.

AUTHORISATION

Secretary
AEU ACT Branch
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DONATIONS AND TEAGHEELFARE FUND

PROCEDURES
Procedures number PROC021 Version 002
Drafted by PM Approved byBranch 27 Augus®013

Executive on
Responsible person Business Manager Scheduled review date May 2015
RESPONSIBILITIES
It shall be the responsibility of the Branch Executive to monitor the approval and distribution of all
loans, grants and donations.

It shall be the responsibility of the Branch Secretary to provide Branch Executive with all information
and documents necessary for Branch Executive to fulfil its responsibilities under this policy.

PROCEDURES

Loans, Grants or Donations (Other Than TeacWazifare Funds)

As part of the approved Union annual budget Branch Executive will determine the total amount of
money thatwill be available for loans, grants or donations (other than teacher welfare funds) in the
forthcoming financial year.

Any such loarmgrant or donation up to the value of $1,000 may be approved by the Branch
Secretary, provided the total amount expended does not exceed the budgeted amount.

Any such loan, grant or donation that exceeds $1,000 or that will take the total amount expended
beyond the budgeted amount must be approved by Branch Executive.

In approving any such loan, grant or donation the Branch Secretary or the Branch Executive must
satisfy themselves that:
1 The requirements of Federal Rule 4 (30) and ACT Federal BraecBBRzdve been met; and
91 Inthe case of a loagthat, in the circumstances, the security proposed to be given for the
repayment of the loan is adequate and the proposed arrangements for the repayment of the
loan are satisfactory.

Loans and Grants (Teach@felfare Funds)
The Union Organiser handling the matter will arrange for the Teacher Welfare Fund application form
(Appendix A) to be completed.

All Teacher Welfare Fund applications will be treated confidentially, with only the member number
being identfied.
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Applications will be given to the Branch Secretary for determination at the next Branch Executive
meeting. However, should the member be in urgent need of assistance the Branch Secretary may
approve a loan or grant of up to $3,000 on conditionttlifBranch Executive at its next meeting,
does not approve the loan or grant, it must be repaid as determined by Branch Executive.

Branch Executive may approve a loan or grant up to $6,000.

Branch Executive will receive a report on all outstanding loans and grants made at least once each
school term and each time a new application is received.

In November of each year Branch Executive will be advised by the Branch Secretary the amount of
money they need to approve to be transferred into/out of the Teacher Welfare Fund to ensure its
total value remains at the maximum amount of $35,000.

RELATEDOCUMENTS

91 AEU Federal Rules

1 ACT Federddranch Rules

1 AEU ACT Branch Code of Ethics (POL001)

AUTHORSATION

Secretary
AEU ACT Branch
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APPENDIX A

AEU T ACT Branch

Teacher Welfare Fund Loan Application

Membership Number of Applicant:
Amount of Loan Required:

Purpose of Loan: (If the Loan is to be used to cleatstanding debts, please list debts. If the Loan
is for emergency living expenses, please indicate an estimate of expenses.)

Circumstances leading to the need of the Loan: (Only a brief outline required.)

Financial position of the member with respeto fortnightly income and expenditure:
Total Income:

Expenditure:

Loan Repayments:

Credit Card Repayments:

Food Costs:

Other Expenses: (detail)

Total Expenses:

Method of Repayment: (Please indicate the start date or circumstances upon which repayment
would start and the timing and amount of repayments)

Recommendation:
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ELIMINATION OBULLYING POLICY

Policy number POL022 Version 001
Drafted by PM Approvedby Banch 27 Augusk013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Uniorregards the dignity and autonomy of all people a®ee value of the organisation.

Bullying behaviour is based on the misuse of power in human relationships, and negates the dignity
and autonomy of its victims.

The Uniorregardsthe health and safety of its staff, volunteers, and users as a primary responsibility.
Bullying can affect health and wellbeing.

The Uniornis fully committed to eliminating, as far as possible, all forms of bullying in the workplace
and inits relationslips with its membershrough a culture of openness, support, and accountability.

PURPOSE
The purpose of this document is to outlittee UnioQ& L2 aA A2y 2y odZ feAy3a Iy
process thats to be followed should any instances of bullying be regmb

DEFINITIONS

Y! vy NBI &2yl 06§ Bhadofrkhat@offedgN&humiliating, intimidating, degrading or
threatening. It includes, but is not limited to,

Verbal abuse

Initiation pranks

Excluding or isolating employees

Giving a person thmajority of an unpleasant or meaningless task

| dzYAEf AL GA2Y GKNRBdAAK al NOFaAYZ 2N oStAGOHE Ay &
Constant criticism or insults

Spreading misinformation or malicious rumours

Deliberately setting work routines or procedures to inconvenience aegaiployees
Displaying written or pictorial material which may degrade or offend certain employees

=4 =4 =4 =4 -4 -8 -8 -8 9

Bullyindls repeated, unreasonable behaviour directed towards a person or group of petsons.
includes behaviour that could be expected to intimidateeaff, degrade, humiliateindermine or
threaten.

WSLISH G§SR RefarsSokthe @atupeadNiie behaviour, not theesgific form of that
O0SKI @A 2dz2N® WwS LIS (i S Raythidds b gateyhlofddifvese incllénts. 3 A 2 dzNI
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Workplace bullying caaccur between:
I Two or more employees/volunteers
1 Manager(s) and employees(s)/volunteer(s)
1 Employees/volunteers and other persons at the workplamerfibers clients).

Bullying can occur at any level of the organisation, can be experienced by both men raed aod
may involve a cavorker, a volunteer, supervisor, managernsgee provider, user or member

Formerlyagreed behaviour may be found to be bullying when it continues after a request from the
recipient for the behaviour to stop, or at the pointiecomes intimidating, offensive or humiliating.

There are bound to be occasional differences of opinion, conflicts and problems in every workplace.
However when the behaviour fits the above definitiomsorkplace bullying existand action must be
taken b eliminate it

Similarly, KS SESNDAAS 2F | &adzLISNBA&A2NRE € SIAAGAYIGS
control of work responsibilities, the monitoring of workflow, and giving feedback on performance, is
y2i odzZ t @Ay 3 Ay aafohshie Intdndell ko Sssist diafifoNdprove shaldiasks,

their work performance, or the standard of their behaviour. If an employee has performance
problems, however, these should be identified and dealt with in a constructive way that is neither
humiliating nor threatening.

Bullying that directly inflicts physical pain, harm, or humiliation amounts to assault and should be
dealt with as a police matter (see below).

This section must be read so as to comply with the definition for bullying contained Fath&/ork
Act 2009(as amended in 2013).

PoLicy

The Uniorwill not toleratebullying under any circumstanceResponsibility lies witlall elected
officials, membegs and employes/volunteersto ensure thatbullying does not occur in the
workplace.

TheFair WorkAct 2009as amended in 201@mpowers the Fair Work Commission to hear
applications about bullying in the workplace and to make orders to stop anybsliging The
Unionconsiders thathis legislativeobligationestablistes minimum standards of behaviour for all
elected officials aneémployeegvolunteers

The principles set out in this policy are intended to apply to any weldted context, includig
conferences, work functions, social events and business trips.

No elected official, membermployeeor volunteerat any level should subject any othgersonin
the workplaceto any form ofbullying

The Uniorhasa duty of care to provide a safe wglace. Anyallegatiors of workplace bullying that
are reported must be investigated
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Any reports obullyingwill be treated seriously and promptly with sensitivi§uch reports will be
treated as completely confidential up to the point where a formainformal complaint is lodged
against a particular person, at which point that person must be notified under the rules of natural
justice

Complainants have the right to determine how to have a complaint treatedave support or
representation througout the process, and the option to discontinue a complaint at any stage of
the process.

The alleged bullglso has the right to have support or representation during any investigation, as
well as the right to respond fully to any formal allegations madere will be no presumptions of
guilt and no determination made until a full investigation has been completed.

No elected official, memberemployeeor volunteerwill be treated unfairly as a result odising
allegations of bullyingDisciplinary action may be taken against anyone who victimises or retaliates
against a person who has complainedaflying or against anpersonwho has been alleged to be

a harasser.

All parties hae the right to seek the assistance of thair WorkCommissionio assist them in the
resolution of any concerns.

Should the Secretary, Business Manager or Lead Orgéailster take appropriate corrective action
when aware othe bullyingof a persorthen they willbe subject to disciplinary action.

AUTHORISATION

Secretary
AEU ACT Branch
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ELIMINATION OBULLYING PROCEDURES

Procedures number POL022 Version 001
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

It is the obligation and responsibility of eveygrsonto ensure that the workplace is free from
bullying. The responsibility lies with every manager, supervisor, employemberand volunteer to
ensure that discrimination or victimisation does not occur.

It is the responsibility of the Secretaty ensure that:

9 they understand, and are committed to, the right of all employees and volunteers to attend
work and perform their dutie without fear of being bullied in any form

9 all reasonable steps to eliminate bullying are made

9 all applicable occupational health and safety legislation is observed

91 all employees and volunteers are regularly made aware of their obligations and
responsibities in relation to providing a workplace free from bullying

1 they provide an environment which discourages bullying, and set an example by their own

behaviour

all complaints are treated seriously and confidentially

they are as far as practicable awarendfether bullying is occurring, whether complaints are

received or not, relying on such indices as
0 sudden increases in absenteeism
0 unexplained requests for transfers
0 behavioural changes such as depression
0 sudden deterioration in work performance

1 they takeimmediate and appropriate corrective action if they become aware of any
offensive action

9 guidance and education is provided, where requested and/or appropriate, to cases and
subsequent decisions relating to bullying

1 ongoing support and guidance is providedemployees and volunteers in relation to the
prevention of bullying

=a =

1
It is the responsibility of aimployees andolunteers to ensure that:
1 they understand and are committed to the rights and entitlements of all officers, employees
and volunteers to tiend work and perform their duties without fear of bullying in any form
1 they provide an environment which discourages bullying
1 they immediately report any offensive action directed at themselves or others
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PROCEDURES

Dispute Avoidance$ettlementProcedures

Personavho believe they are the subject of bullyiimgthe workplaceshouldseek to resolve the

matter through the Dispute Avoidanc8kttlement Procedures contained in Clause 10 of the AEUACT
Officer and Employee Enterprise Agreement 2@014.However this does not prevent the person
from making an application at any time to the Fair Work Commission for an order to stop bullying.

In accordance with these proceduresaffpropriate the aggrieved persoshould make the
perceived bully (or bultis) aware that they find their behaviour offensive, unwelcane
unacceptable, and that needs to stop immediately.

If the behaviour continues, or if the employee or volunteer feels unable to speak to the person(s)
directly, they should contache Secetary. F the dispute is with the Secretary, then thehould
contact theBranch President.

Informal Intervention
Once contacted,tte Secretary or Presidentill seek to resolve the matter informally by:
1 providingsupport and ascertaingthe nature of the complaint anthe wishes of the
complainant
 explairingthe 3 3 NA S @ S iyhtd a8 dN\@sgoyfsidities undéhis policy and
procedures and the office enterprise agreement
9 if appropriate, seeking the agreement of the parties to engagmediation through an
agreed external person.

During thismformal intervention the respondent will be made aware of the allegations being made
against them and given the right to respotiterventions at this stage should adopt a confidential,
non-confrontational approach with a view to resolving the issue.

Thisinformal interventionwill be complete wherall parties are satisfied that the matter has been
dealt with appropriately. This may include:
 the alleged harasser respectiigk S A Yy R Ju@dt ® delade thvéanteN&nd unwelcome
behaviar
1 the complainant acceptinthat the behaviour is noproperly described as bullying
1 the Secretary or President taking specific action to eliminate the bullying

However if any party remains aggrieved then they may refer the matter formally to the Fair Work
Commission.
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Formal Intervention by Fair Work Commission
In the event that any party refers the dispute to the Fair Work Commissider the Dispute

Avoidane/Settlement Pocedures or makes an application to the Fair Work Commission for an order

to stop the bullyingthe Secretary or President will ensure that:

9 all parties are provied fair and reasonablsupport to prepare their case including access to
one free consultatbn with the Union lawyers
all parties are advised that any costs associated with the formal interveatitime
applicationmust be met by the individual incurring the cost, unless prior approval has been
given by Branch Executive
the Union iself takes all necessary action to prepare, if appropriate, its case.

1

yA2yQa FOGA2Yy G2 LINBLINBS AdGa OFrasS Yleé& Ayofd
darifyingthe complaint and obtaining a stepy-step account of the incidefg. In serious
cases, more thaone interview may be reessary
Documeningall such interviews accurately and avioiglirrelevant information. This record
will include parties involved, timing, location, and nature of conduct dampd against
Keeping records and filing theim aconfidential and secure placThese records should be
kept for a period of seven yearnder no circumstances will records be placedlon t
O2YLIX AYlyiQa LISNa2YyySt FALS
Organisingan investigation, whickouldinvolve (but is not be limited to):

u

a private interview to ascertain thiacts and to find what the complainant expects
to happen as a result of making the complaint
an interview with the alleged bully(ies) to ascertain their defence
interviews with other employees, volunteers or individuals who may be able to
assist
keeping # parties informed and document all investigation actions and outcomes
Examination of any relevant evidence and documents. Such evidence may include:
0 supporting (or contradictory) evidence provided by medical practitioners,
counsellors, family members,énds, or ceworkers
0 {dzZLISNIBAaA2NBRQ NBLER2NIa FyR LISNaA2YYySt
0 records kept by the person claiming to have been bullied
o information on whether the evidence was presented by the parties in a
credible and consistent manner and
o information on the absence @vidence where it should logically exist.

Providingaffected employeégsolunteerswith alternative working arrangements to avoid
further conflict while the bullying complaint is being invigated. The partiemay also

require counselling to develop copistrategies for dealing with the situation whillee

problem is being resolved

providing an opinion to the Fair Work Commission, based on the evidence collected, as to
whether or not bullying has occurred
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i determining a recommendation to the Fair Work Guission if the Union is of the opinion
that bullying has occurre@boutan appropriatecourse of action to be takeossible
courses of action may include, but will not be limited to, any combination of the following:
U counsdling
U disciplinary action agast the bully or bullies (e.g. demaotion, transfer, suspension,
probation or dismissal)
U 2FFAOALE S NYyAy3Ia GKIFG FNB y2G6SR Ay (GKS o6
U if there is strong evidence that the complaint was vexatious or malicious, disciplinary
actionagainst the person who complained
U formal apologies and undertakings that the behaviour will cease
U conciliation/mediation conducted by an impartial third party, where the parties to
the complaint agree to a mutually acceptable resolution
U compensation fromhe Union.(e.g.reinstatement of leave taken)

In determining its recommendation about appropriate action the Union will consider

factors such as:

U the severity and frequency of the bullying;

U the wishes of the person who was subjected to the offensive bielas,

U whether the bully could have been expected to know that such behaviour was a
breach of policy;

U the level of contrition shown by the bully;

U whether there have been any prior incidents or warnings.

If the Fair Work Commissiaetermines that bullyindgnas occurred, or that vexatious or malicious
accusaibns have been made, the Secretary or Presigenst place on file a summary of the
O2YLX Ayl FyR G4KS FOlAzy GF1Syed ' O2Lk YI& 0S5 LIX

If there is insufficient proatfo decide whether or not biljing has occurred, the Secretary or
Presidentwill:
9 consider whatever advice is given by the Fair Work Commission;
1 remind those involved of expected standards of conduct;
1 conduct if necessaryfurther training awareness raising sessions for staff and volunteers;
1 monitor the situation carefully.

The Secretary or Presidenwtll monitor the outcome to ensure that the offensive behawi has
ceased, and that nparty has been victimised@his mayinvolve followup interviews. If there has
been any substantiated victimisation, appropriate disciplinary procedures will be followed.

Procedures for Dealing with Criminal Conduct
Some forms of severe bullying (physical attack, for example, or obscene phths) mg constitute
criminal conduct.

Whilethe Unionis committed to treat most complaints about bullying at @rganisationalevel as

far as possible, this type of conduct is saited to internal resolutionSuch complaints should be
treated by the criminal justice system.
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In relation to alleged criminal offencesich as physicattack the Secretary or President must be
advised and the aggrieved persimfiormed of the option of police support or intervention. It is not
the obligation or dutyof the Unionto report such matters to the police on behalf of the
complainant.

RELATEDOCUMENTS

T

T
1
T
1

AEUACT Officer and Employee Enterprise Agreement2014
Fair Work Act 2008as amended)

Affirmative Action Polic{fPOL005)

EliminatingSexual HarassmeRwlicy(POL023)

Equal Employment Opportunity PoliOL027)

AUTHORISATION

Secretary
AEU ACT Branch
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ELIMINATION OSEXUAL HARASSMENTIRY

Policy number POL023 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon
Responsiblperson Business Manager Scheduled review date May 2015
INTRODUCTION

The Uniorrecognises:
9 itis the right of everglected officialemployeeand volunteerto be able to attend worland
to perform their duties without being subjected any form ofsexual harassment and
1 itis the right of every member to be involved with the operation of the Union without being
subjected to any form of sexual harassment.
Equallyit is the obligation and responsibility :of
1 everyelected officialemployee and volunter to ensure that the workplace is freeofn
sexual harassment
1 every member who is, from time to time, involved in the operation of the Union to ensure
that the workplace is free from sexual harassment.

The Unioris fuly committed to its obligatioro eliminate sexual harassment in thveorkplace.

PURPOSE
The purpose of this document is to outline theiorQ& L2 &AGA 2y 2y aSEdzZ f KI NI
document theprocess thats to be followed should any grievances arise.

DEFINITIONS

Bexual harassmefineansany unwelcome sexual advance, unwelcome request for sexual favours,
or other unwelcome conduct of a sexusture that makes a persdeel offended, humiliated or
intimidated, and where that reaction isasonable in the circumstanceBhis definition shold be

read so as to comply withthe mearny 3 3 A BSy (2 Withid thelffederaBek NI 3aYSy (i Q
Discrimination Act 1984&xamples o$exualharassment includgbut are not limited tqQ

intrusive enquiries into an employee's private life;

unwelcomereference to their sexuality or physical appearance;

unwanted body touching or physically molesting a person;

standing too close;

excessively lengthy handshakes;

dzy 6 YGSR ONMzZAKAY3A F3AFLAyald y20KSNDRa o02ReT
indecent exposure;

obscene, suggestive or offensiwemmunications, including electronic mail;

pornographic or offensive posters, handouts or screensavers;

sexual jokes or anecdotes;

leering or staring;

unwanted sexual compliments or excessive flirting

sexual assault.

Behaviour that is based on mutuatkraction, friendship and respect is not sexual harassment.

=4 =4 =4 =8 -8 -8 -8 -8 -8 a9 a1
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PoLicy

The Uniorwill not tolerate sexual harassmennder any circurstancesResponsibility lies withall
elected officials, member@nd employes/volunteersto ensure thatsexualharassment des not
occur in the workplace.

Both the TerritoryDiscrimination Act 199and the FederaBex Discrimination Act 19@4ovidethat
sexual harassment is unlawfiilhe Uniorconsiders that legislativebligations under the Acts
establish minimum standardsf behaviour for alelected officials, members and
employeegvolunteers

The principles set out in this policy are intended to apply to any weleked context, including
conferences, work functions, social events and business trips.

No elected official, memberemployeeor volunteerat any level should subject any othgersonin
the Union workplacdo any form of sexual harassment.

The Uniorhasa duty of care to provide a safe workplacknyallegatiors of workplace bullying that
arereported must be investigated

Any reports of sexual harassment will be treated seriously and promptly with sensiBuith
reports will be treated as completely confidential up to the point where a formal or informal
complaint is lodged against a pautlar person, at which point that person must be notified under
the rules of natural justice

Complainants have the right to determine how to have a complaint treatedave support or
representation throughout the process, and the option to discongimcomplaint at any stage of
the process.

The alleged harasser also has the right to have support or representation during any investigation, as
well as the right to respond fully to any formal allegations made. There will be no presumptions of
guilt andno determination made until a full investigation has been completed.

No elected official, membermployeeor volunteerwill be treated unfairly as a result of rejecting
unwanted advances. Disciplinary action may be taken against anyone who victimises or retaliates
against a person who has complained of sexual harassment, or againstaoynwho has been
alleged to be a &rasser.

All parties hae the right to seek the assistance of the relevant tribunal or legislative body to assist
them in the resolution of any concerns.

Should the Secretary, Business Manager or Lead Orgéaiister take appropriate corrective action
when aware of harassment of a perstiren they willbe subject to disciplinary action.

AUTHORISATION

Secretary
AEU ACT Branch
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ELIMINATION OSEXUAL HARASSMENDERDURE

Procedures number PROC023 Version 001
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It isthe responsibilityof the Secretaryo ensure that:
1 They understand and are committed to the rights and entitlements of all employees to
attend work and perform their duties, without fear of being sexually harassed in any form;
1 They understand what constitutes an act of sexual harassment;
9 All reasonable steps are taken to eliminate sexual harassment;
1 All employees and volunteers are regily made aware of their obligations in relation to
providing a workplace free from sexual harassment;
1 They provide an environment which discourages harassment and victimisation and set an
example by their own behaviour;
1 One Equal Employment Opportunity ri@act Officer is appointed, trained and known to all
staff;
They treat all complaints seriously and confidentially;
They take immediate and appropriate corrective action if they become aware of any
offensive action.
1 Guidance and education is provided, wheequested and/or appropriate, to cases and
subsequent decisions relating to sexual harassment;
1 Managers are aware of their obligations and responsibilities in relation to sexual
harassment, and the rights and entitlements of their employees and volusiteer
1 Ongoing support and guidance is provided to all employees in relation to the prevention of
sexual harassment.

PROCEDURES

Dispute Avoidance/Settlement Procedures

A personwho believes they are the subject of sexual harassment within the Union workslaceld
seek to resolve the matter through the Dispute Avoidance/ Settlement Procedures contained in
Clause 10 of the AEUACT Officer and Employee Enterprise Agreemef202@1However this does
not prevent the person from taking appropriate action in actznce with theSex Discrimination Act
1984 (Gwlth) or the Discrimination Act 1991 (ACT)

In accordance with these proceduresagpropriate the aggrieved persoshould make the
perceivedharasselaware that they find their behaviour offensive, unweloceandunacceptable,
and that it needs to stop immediately.

If the behaviour continues, or if the employee or volunteer feels unable to speak to the person(s)

directly, they should contache Secretary flthe dispute is with the Secretary, théimey should
contactthe Branch President.
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Informal Intervention
Once contacted,tte Secretary or Presidentill seek to resolve the matter informally by:
1 providingsupport and ascertaingthe nature of the complaint anthe wishes of the
complainant
 explaiingthel 3 3 NA S @ S iyhtd A8 NBspoysbifities undéme relevant anti
discrimination legislation, this policy and procedures and the office enterprise agreement
9 if appropriate, seeking the agreement of the parties to engage in mediation through an
agreed external person.

During thismformal intervention the respondent will be made aware of the allegations being made
against them and given the right to respotiterventions at this stage should adopt a confidential,
non-confrontational approach wh a view to resolving the issue.

Thisinformal interventionwill be complete wherall parties are satisfied that the matter has been
dealt with appropriately. This may include:
 the alleged harasser respectiigk S A Y RA @A Rdzl { twvanteNabdj wimGelcadme (i 2 OS | 2
behaviour
1 the complainant acceptinthat the behaviour is noproperly described as sexual
harassment
91 the Secretary or President taking specific action to eliminate the sexual harassment

However if any party remains aggrieved then they nrajer the matter formal to the appropriate
tribunal (e.g The Fair Work Commissiahge ACT HumaRights Commission or the Australian
Human Rights Commission)

Formal Intervention by a Tribunal
In the event that any party refers the dispute to the Faim®/Commission under the Dispute
Avoidance/Settlement Procedures or refers the matter to the appropriate alternative tribunal, the
Secretary or President will ensure that:
9 all parties are provided fair and reasonable support to prepare their case incladiegs to
one free consultation with the Union lawyers
9 all parties are advised that any costs associated with the formal intervention must be met by
the individual incurring the cost, unless prior approval has been given by Branch Executive
9 the Union itséf takes all necessary action to prepare, if appropriate, its case.

CKS !yAz2yQa [OGA2y (2 LINBLINBE Ada OFasS YlIé AyOfoc
1 clarifyingthe complaint and obtaining a stdpy-step account of the inciders. In serious
cases, more thanne interview may be necessary
1 Documeningall such interviews accurately and avioiglirrelevant information.This record
will include parties involved, timing, location, and nature of conduct dampd against
1 Keeping records and filing thein aconfidential and secure plac&hese records should be
kept for a period of seven yearsinder no circumstances will records be placedlom t
O2YLIX Ayl yiQa LISNB2YyYySt FALS
i organisingan investigation, whiclkouldinvolve (but is not be limited to):
U a privateinterview to ascertain the facts and to find what the complainant expects
to happen as a result of making the complaint
U aninterview with the allegetiarasseto ascertain their defence
U interviews with other employees, volunteers or individuals who magulile to
assist
U keeping all parties informed and document all investigation actions and outcomes
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i

Examination of any relevant evidence and documents. Such evidence may include:

0 supporting (or contradictory) evidence provided by medical practitioners,
counllors, family members, friends, or-eeorkers

0 {dzZLISNIBAaA2NBRQ NBLR2NIa FyR LISNaA2YyYySt

0 records kept by the person claiming to have béanassed

o information on whether the evidence was presented by the parties in a
credible and consistent manner and

o information on the absence of evidence where it should logically exist.

1 Providingaffectedpartieswith alternative working arrangements to avoid further conflict
while the complaint is being invegated. The partiemay also require counselling to
develop oping strategies for dealing with the situation whiles problem is being resolved

9 providing an opinion to the Fair Work Commission or alternative tribunal, based on the
evidence collected, as to whether or not sexual harassment has occurred

1 Determining arecommendation to the Fair Work Commission or alternative tribunal, if the
Union is of the opinion that sexual harassment has occurred, aooappropriatecourse of
action to be takenPossible coursof action may include, but will not be limited tany
combination of the following:

i
i

i

counsdling

disciplinary action against tHearassele.g. demotion, transfer, suspension,
probation or dismissal)

official warnings that are noted in th€ I NJ Zp&rsomhEl file

if there is strong evidence that thomplaint was vexatious or malicious, disciplinary
action against the person who complained

formal apologies and undertakings that the behaviour will cease
conciliation/mediation conducted by an impatrtial third party, where the parties to
the complaint agee to a mutually acceptable resolution

compensation from the Uniorfe.g.reinstatement of leave taken)

In determining its recommendation about appropriate action the Union will consatsors
such as:

u
i
i

i
i

the severity and frequency of tHearassmertt

the wishes of the person who was subjected to the offensive behaviours;

whether theharasseicould have been expected to know that such behaviour was a
breach of policy;

the level of contrition shown by thearasser

whether there have been any prior inciderdswarnings.

If the Fair Work Commission or the alternative tribudatermines thatsexual harassmerftas
occurred, or that vexatious or malicious acclsas have been made, the Secretary or President
must place on file a summary of the complaint ahd aiction taken. A copy may be placed in the
NEALRYRSY(IQa LISNER2YyYySt FAfSo
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If there is insufficient proof to decide whether or not lyithg has occurred, the Secretary or
Presidentwill:
9 consider whatever advice is given by the Fair Work Commissioreonaiitve tribunal;
1 remind those involved of expected standards of conduct;
9 conduct if necessaryfurther training awareness raising sessions for staff and volunteers;
1 monitor the situation carefully.

The Secretary or Presidewtll monitor the outcome to ensure that the offensive bel@w has
ceased, and that nparty has been victimised@his may involve followp interviews. If there has
been any substantiated victimisation, appropriate disciplinary procedures will be &allow

Procedures for Dealing with Criminal Conduct
Some forms of severe sexual harassmerd. sexual assault, stalking, indecent exposure, physical
molestation, obscene phone cgllmay constitute criminal conduct.

Whilethe Unionis committed to treat nost sexual harassment complaintsaat organisationdevel
as far as possible, this type of conduct is not suited to internal resolution. Such complaints should be
treated by the criminal justice system.

In relation to alleged criminal offencaesich agape or sexual assault the Secretary or President must
be advised and the aggrieved perdaformed of the option of police support or intervention.

Unless the matter fits a mandatory reporting requirement under legislattda,riot the obligation

or duty of theUnionto report such matters to the police on behalf of the complainant.

RELATEDOCUMENTS

AEUACT Officer and Employee Enterprise Agreement2014
Sex Discrimination Act 1984

Discrimination Act 1991

Affirmative Action PolicfPOL005)

Eliminatirg Sexual Harassment Pol{&0OL023)

Equal Employment Opportunity PoliOL027)

=A =4 =4 =8 -8 =9

AUTHORISATION

Secretary
AEU ACT Branch
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BEMAILRETENTION ANBrORAGIPOLICY

Policy number POL024 Version 002
Drafted by PM Approved byBranch 12 Novembe2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The rise to predominance of electronic communication mandates electronic message management
systems comparable to exisg hard copy filing systems.

ElectedOfficials, enployees and volunteers d¢iie Unionacquire no rights in angaterial, electronic
or otherwise, created by in the course of their employmeamtaccessed obJnionequipment

PURPOSE
The purpose of this policy is tletermine what informatiorsent or received by email shaube
retained and for how long.

PoLicy
All information sent or received by email will be retained on the Uniaoueseor a period of Fears

All financial recordsentor received by email il be printed offas a papeibased recordand stored
in accordance with the Records Management Policy.

All other records sent or received by email that are reaaiit@ be stored for longer than years will

be printedoff as a papebased record thestoredand disposed oih accordane with the Records
Management Policy.

AUTHORISATION

Secretary
AEU ACT Branch
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BEMAILRETENTION ANBTORAGIPROCEDURES

Procedures number PROG24 Version 002
Drafted by PM Approved by Branch 12 Novembef013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility ahe Business Managéo ensure thatthis policy is implemented.

It is the responsibility of the Secretaal] employeesind volunteergo ensure that their usage of
emailconforms to this policy.

PROCEDURES
The Business Manager will ensure that:
1 all information sent or received by email is retained on the Uniomesefor a period of 7
years
1 backupdiscs and/or secure offsite storagerangementdor all data contained withitthe
I Y A Zefv@rds maintained
9 allfinancial recordsentor received by email angrinted off and archived as a papbased
recordand storedin accordance with the Records Management Policy.
9 all other recordssent or received by email that are requiréo be stored for longer than 7
years will be printeaff as a papebased record thestoredand disposed ah accordance
with the Records Management Policy.

RELATEDOCUMENTS

1 Copyright PolicyPOL020)
1 Records Mnagement Polic{POL048)

AUTHORISATION

Secretary
AEU ACT Branch
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EMPLOYMENT REFEREN®EBLICY

Policy number POL025 Version 001
Drafted by PM Approved byBranch 27 Augus®013
Executiveon
Responsible persor Business Manager Scheduled review date May 2015
INTRODUCTION

Exchange of information between employers maximises the opportunity for employees to be fitted
into the positions for which they are best suited. Where possible, the Union wishes to provide and
receive accurate information on thadividuals with whom it deals. However, some routine
precautions are necessary to safeguard the organisation against litigation.

PURPOSE

This policy seeks to ensure that the information needs of the Union, the individuals, and the other
organisationgoncerned are met in a manner that places no party at risk of misunderstanding or
conflict.

DEFINITIONS
Yw S T S Neferg 0 Sdteial obtained or provided, in confidence or otherwise, to prospective
SYLX 28SNR (2 0SS dzaSR (tpforbpoatSaa | OF YRARI GSQa & dz

The purpose of references is to obtain information from a third party, providing a factual check on a
OF yYRARIF(1SQa SYLX2eYSyild KAAG2NRI ljdzZ t AFAOFIGA2yacx
suitability for the post in question.

Seeking employment references is a separate matter from requiring police record checks, and this
policy does not apply to police record checks.

PoLicy

Giving references

The Uniorwill, in most casegrovide references for employees and-exployeesvhere this is
their wish However, there is no obligation ahe organisatiorto do so.

Requiring references

In the case of permaneand contractpositionsof greater than 6 months duration

As part of the recruitment and selection proceéke Unionrequests two referees from all applicants
and prospective employees, those two refereggmallybeing their current or immediately
previous employer andas far as practicad, second employer. If an applicant has not been
employed previouslyor is not dle to offer their previous employer as a referd¢ieey will be asked
to provide an academic and a character referee. References and othengkyment checks must
be deemed as satisfactory before a formal offer of employment can be made.
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In the case fbcasual, shorterm contracts up to 6 months in duratiaw volunteer positions

As part of the recruitment and selection proceke Unionmay, at the discretion of the selection
committee, request two referees from applicants but is not obligedltosq except in relation to
positions involving significant financial responsihility

AUTHORISATION

Secretary
AEU ACT Branch

86



Final version approved by Branch Execu¢j\i2 Novembef013

EMPLOYMENT REFERENCEOCEDURES

Procedures number PROC025 Version 001
Drafted by PM Approved byBranch 27 August2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

It shall be the responsibility of the Secretary to ensure that all members of staff and elected officials
who may be involved in recruitment processes and/or provision of reference checks are aware of
the policy and to monitor compliance with the policy.

It shall be the responsibility of each person involved in the recruitment presdssfollow these
procedures.

PROCEDURES

Giving references

References will be provided only to appropriate parties. Before providing a reference, the staff
member orelected official shoulderify the identity of the person requesting the reference. If in
doubt about the identity of the person requesting the referente staff member or elected official
shouldask for the request in writingrhe staff member shouldot give out any information to
partieswho do not have a legitimatédeed to knovi2

Written references shad S Of ST NX & YI NJ SR shtthdBogder page andghallbe 2 Y T A R &
sent to an appropriate individual in the organisation seeking theresfee.

In considering whether to give a reference, and in determining the content of any such reference,
referees must not discriminate on any grounds covered in relevant legisl&iomnent legislation
states that it is illegal to discriminate, victsei harass or vilify on the basis of:
A sex;
sexual harassment;
pregnancy;
potential pregnancy;
marital/domestic status;
disability;
race, colour, national extraction, social origin, descent, and ethnic, ethligious or
national origin;
age, compudory retirement;
family responsibilities, family status, status as a parent or carer;
racial vilification;
homosexual vilification;
HIV/AIDS vilification;
religious belief or activity;
political belief or activity;
physical features;
industrial acivity;
employer association activity;
trade union activity;

>y > > > D>
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breastfeeding;

sexuality;

transsexuality;

transgender;

profession, trade, occupation or calling;
medical record; and

criminal record

D> D> D> D> D>

Whenproviding referencestefereesshall
i take reasonable care;
1 provide information which is as far as possible true, accurate and fair, and which does
not give a misleading impression;
1 provide only honest opinions;
9 express opinions as opinions rather than statements of fact; and
T limit the information given to the employee's jetelated performance.

A staff membeor elected officiatan act as a personal referee for any individual. Howestet
NEFSNByOSa Ydzad 06S YIRS 2y (dwbnotegapeFahidnistSago SNDa 2 N
that the reference is being made in a personal capacity. On no account should a personal reference

be writen onli K S | MtlerReAddain any way suggest thatnionendorses the reference.

Requiring references

Where possible, references should be obtaimectly from the referee. Selection panels should

not rely on references provided by candidatesopen referencesaddressed?i 2 ¢ K2Y A G Y &
O 2 y O 3iMdgsheir authenticity and accuracy have been independently checked.

After the selectiorinterviews have been completed the selection panel:
1 will determine which, if any, candidate references need to be checked as per this policy
1 may, at its discretion, seek written references and/or telephone references.
1 Should, vhere telephone referenceare sought

U Consider the Reference Check Guidelines in Appendix A;

U Ensure they are speaking to the appropriate person in the organisation;

U0 Make it clear to the referee that they are making notes, that a copy of the notes may
be provided to the personiktS& NXBIljdzSad A4 yR (KI 0KS
disclosed,;

U Be sensitive that legal considerations may limit the amount of data/information a
referee is prepared to give; and

U Make clear notes of their conversation and place these on file at thesa
opportunity with the other material relating to the appointment.

1 Will ensure that opies of written references and tes of telephone references akept on
0 KS SYijferdoarelSie

1 May, i these references and any other appropriate fg@ployment checksare satisfactory,
formally offer the successful candidatee position.
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Related Documents

AEUACT Officer and Employee Enterprise Agreement2014
Discrimination Act 1991

Fair Work Act 2009

Sex Discrimination Act 1984

Affirmative Action Paty (POL0O05)

Eliminating Sexual Harassment Po(iepL023)

Equal Employment Opportunity PoligOL027)

Staff Recruitment PolicPOL055)
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AUTHORISATION

Secretary
AEU ACT Branch
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APPENDIX A

REFERENCE CHECK ElUNES

Reference checks is a selecttenhnique designed to confirm information obtained from a
OFYyRARIFI OGS o0& RA&AOdzaaAy3a GKS OFYRARIGSQa LISNF2N)YI

LRSItttz | YAYAYdzy 2F (G662 NBFSNBSa akKz2dZ R oS

employers).

Sometips for conducting a successful reference check are:

T

Plan your call in advance, but be flexible. The conversation may not proceed exactly as
planned. As with interviewing, reference checking gets easier with practice.

Introduce yourself immediately, staii your position with your organisation and explain the
purpose of your call. Ask if the referee is available for discussion, and if not, arrange to call
again later.

Be yourself. Relax and attempt to establish a rapport with the person to whom you're
speaking.

Mention that the candidate is one of several being considered for a position in your
organisation, and confirm the accuracy of the employment information provided by the
candidate (e.g. dates of employment, job duties and anything else that isarg)ev

Take notes as the referee speaks.

Tell the referee about the position for which the candidate is being considered. This makes
the exchange of relevant information easier.

Let the referee talk freely. As with interviewing, opended questions antbllow-up
statements will work best. Listen for obvious pauses and be ready to probe for further
information; if you reach a dead end with a particular topic, leave it and return later if
necessary.

Don't end the conversation until you have sufficient miation. Use summary statements
to clarify ambiguous answers. Finish your conversation by a%iagld you rehire this
applicant if you had the opportunitg?

Confirm that the referee is comfortable that the information disclosed is covered by the
FederalPrivacy Legislation.

Thank the referee for their help.
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ENVIRONMENTAL SUSNABILITYOLICY

Policy number POL026 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Unioraspiresto minimiseits impact on our environment and maximise the effective use of
resources. We strive to achieve this by increasing communication and awareness of our efforts in
accordance with this policy and fostering responsible environmental behaviour amsiaffst

electad officials and memberat all levels.

PURPOSE
ThisEnvironmental Sustainabili§olicy is intended tintegrate a philosophy of sustainable
developmentinto alll K S ! schivities @ndto establish and promote sourehvironmental

practice in our opergons.

PoLicy

The Uniorcommits itself to minimising its ipact on our environment through:

Providing a safe and healthful workplace

Being an environmentally responsible neighban our community;

Conserving natural resources by reusing and recycling

Using in our own operationsprocesses that do notdversely affect the environment;
Ensuingthe responsible use of energy throughout the organigatio

Participatngin efforts to improve environmeiat protection and understanding;
Using our owrprofessional expertisavhere possibleto assist in the development of
solutions to environmental problems;

Annually evaluatinghe implementation of this policy as part of its Annual Report;
Working with suppliers who promote sound environmental practiemd

Enhancing awareness among our enygles, elected officials, and membersducatingand
motivating them to act in an endnmentally responsible manner.

= =4 =4 =4 -4 -4 -9
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AUTHORISATION

Secretary
AEU ACT Branch
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ENVIRONMENAL SUSTAINABILIPROCEDURES

Procedures number PROC026 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It shall be the responsibility of th@ranch Executivie establish and maintain policies and
proceduresand to bring these procedures into effect

It shall be the responsibility of theecretarnto ensure implementation of these policies and
procedures.

PROCEDURES
In order to implement this policy the Uniamill:

1. Develop tear guidelines for staff, volunteers and users to adopt sound environmental work
practices, and adequate training will be provided to ensure these practices are carried out.

2. Act promptly and responsibly to correct incidents or conditiomattendanger health, safety,
or the environment. It will promptly report any such incidents to the relevant authorities
and inform affected parties as appropriate.

3. Where feasiblereuse and recycle materials, purchase recycled materials, and use reeyclabl
packaging and other materials.

4. Ensure that itsservices and products are safe, efficient in their use of energy, protective of
the environment, and able to be reused, recycled or disposed of safely.

5. Inits operations, minimesmaterials and energy userevent air, water, and other pollution,
and dispose of waste safely and responsibly.

6. Inits operationsconsene energyby improving energy efficiency and giving preference to
renewable over nofrenewable energy sources when feasible.

7. Where appropriate, utise its particular knowledge and experience to contribute to
environmentally sustainable techniquaschnology, knowledge and methods.

8. Meet or exceed all applicable government requiremdotsenvironmental sustainability in
its area of operation,

9. In order to continually improvdts environmental management system, annually evaluate
the implementation of this policy as part of its Annual Report;

10. Maintain an open athhonest dialoge with staff, elected officials and membeabout the
environmental, healt and safety performance @f operations and services.

11. Ensure that @ery employeeand elected officiais informed of and requestetb follow this
policy and to report any environmental, health, or safety concern to managestetitat
prompt actionmay ke taken

12. Include in its criteria for selection of suppliers and contractors their environmental
performance.

13. Consider ot invesingin companies whose business operations conflict with, or detract
from, theenvironmental objectives of this policy
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RELATEDOCUMENTS

1 Relevant government legislation and regulations
1 AEU ACT Bran@ode of EthicPolicy (POL001)

AUTHORISATION

Secretary
AEU ACT Branch
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EQUAL EMPLOYMENT OPRHUNITY POLICY

Policy number POL027 Version 001
Drafted by PM Approved byBranch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Uniorrecognises that Equal Employment Opportunity is a matter of employment obligation,
social justice and legal responsibililyalso recognises that prohibiting discriminatorylipes and
procedures is sound amagement practice.

This policy has been designed to facilitate the creation of a workplace culture that maximises
organisationaperformance through employment decisioriiese decisions will be based on real
business needs without regard to noelevant criteria or distinctions, and will ensure that all
decisions relating to employment issues are based on merit.

PURPOSE

This policy is designed to ensuhat the Unionpromotesa nondiscriminatory, EEO workplace and
complieswith all of its obligations unddhe relevant legislation andstown related policies.

DEFINITIONS

Piscriminatiodzonsists ofreating an individual with a particular attribute less favouralfigr an
individual without that attribute or with a different attribute under similar circumstandéesan also
involveseeking to impose a condition or requirement on a person with an attribute who does not or
cannot comply, while people without that aitrute do or can comply.

Equal Employment OpporturdifEEQO) consists efsuring that all employees are given equal access
to training, promotion, appointment or any other employment related issue without regard to any
factor not related to their competecy and ability to perform their duties.

Wictimisatiofhappens where an employee is treated harshly or subjected to any detriment because
they have made a complaint of discrimination or harassm¥idtimisation will also happen if a

person is subjectetb a detriment because they have furnished any information or evidence in
connection with a discrimination complaint.
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PoLicy

The Unionisan equal opportunity employer and will provide equality in employment for all people
employed or seekingmployment.

Every person will be given a fair and equitable chance to compete for appointment, promotion or
transfer, and to pursue their career as effectively as others.

Consistent with thisthe Unionwill not condone and regards as unfair, all formo$ unlawful
discrimination or vilificationincluding that which relates to:

gender,

pregnancy;

potential pregnancy;

marital/domestic status;

disability;

race, colour, national extraction, social origin, descent, and ethnic, etéigious or
nationd origin;

age

family responsibilities, family status, status as a parent or carer;
racialclassification

sexuality;

HIV/AIDS vilification;

religious belief or activity;

political belief or activity;

industrial activity;

employer association activity;

trade union activity;

physical features;

breastfeeding;

transsexuality;

transgender;

profession, trade, occupation or calling;

medical record; and

criminal record

=A =4 =4 =4 -8 =9
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In all caseso factors other tharperformance and @mpetence are to be used as the basis for
performance assessment, training and development opportunities and promotions.

AUTHORISATION

Secretary
AEU ACT Branch
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EQUAL EMPLOYMENT ORHUNITY PROCEDUR

Procedures number PROC027 Version 001
Draftedby PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility ahe Secretanto ensure that:
1 the Branch Executive and all employees aware of theiobligations, responsibiles and
rights in relation to gualemploymentopportunity;
the equalemploymentopportunity principles and legislatioare applied in the workplage
all decisions relating to appointment, promotion and career development are métieut
regard to any matters other than the individ@linherent ability to carry out the job
9 the Unionprovides an environment which encouragegual employment opportunitand
setsanexample by their own behawiv;
1 any matter which does not complyitiv the principles of equal employment opportunity are
identified and addressed as promptly and sensitively as possible
9 ongoing support and guidance is provided to all employees in relatiegualemployment
opportunity principles and practice
It is the responsibility of akmployees elected officialsand volunteersto ensure that:
1 they treat all colleagues anmdemberswith respect and professionalism without regard to
non-relevant criteria or distinctions

T
1

PROCEDURES

The Uniormust make all decisianrelating to appointment, promotion and career development
without regard to any matters, other than the individ@linherent ability to carry out the position.
Any concerns or queries should be directed to Branch Secretary

Employees who believe ¢y are being treated unfairly as a result of discrimination shaalide the
matter in accordance with the Dispute Avoidance/Settlement Procedures of the AEUACT Officer and
Employee Enterprise Agreement 262014 and the Staff Dispute Resolution Policy.

RBLATEDOCUMENTS
1 AEUACT Officer and Employee Enterprise Agreement2014
Discrimination Act 1991
Sex Discrimination Act 1984
Affirmative Action PolicfPOL005)
Eliminating Sexual Harassment Po(ie®L023)
1 Equal Employment Opportunity Poli@OL027)

AUTHORISATION

1
)l
1
)l

Secretary
AEU ACT Branch
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FAMILY FRIENDLY ROLI

Policy number POL028 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The Unions committed tofosteringflexibility in employment arrangements to achieve the optimum
balance between work and family respsibilities for all employees.

PURPOSE
Work flexibilities ensure that employees are able to balance work and family commitmaiiés w
taking into accounbrganisationaheeds.

PoLicy
The Unon will apply all work/life balance initiatives contained in the ACT DET Teaching Staff
Enterprise Agreement 2012014 and theAEUACT Officer and Employee Enterprise Agreement
2011-2014 including:

1 ParentalM aternity/bondingleave

1 Personal/Carer's/Family leave

1 Bereavement leave

1 Child care arrangements

1 Flexible working arrangements
Staff are encouraged to voice their opinior®oat the availability, accessibility and application of
flexiblework arrangements in the Union office

The Secretary and other supervisstould
1 become role models for flexibility, where possible accessing flexible work arrangements

themselves;
1 becone knowledgeable about the range of flexibility options available and how to manage
them;
91 have the practical skills and confidence to lead a team with different working arrangements;
9 track the career progression of staff who are working flexibly to engweg have access to
all training and other benefits and to ensure that they suffer no discrimination in
opportunities for promotion;
1 evaluate the outcomes of the arrangement and look for improvemeantsl
1 seek appropriate training if lacking in any oétskills necessary to properly administer this

program.

Documentingagreed familyfriendly provisions enables botthe Unionand its employees to have a
clear understanding of the available provisions and how they can be accessed.

AUTHORISATION

Secretary
AEU ACT Branch
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FAMILY FRIENDPROCEDURES

Procedures number PROC028 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It shall be the responsibility dfie Branch Secretaryp ensure that the procedures specified in this
policy are implemented appropriately.

PROCEDURES
Procedures and arrangements fall relevant leave arrangementscluding
1 parental/maternity/bondingleave,
1 personal/carer's/family leave,
1 bereavement leave,
9 child care arrangementsnd
9 flexible working arrangements
shall be as set out in the ACT DET Teaching Staff Enterprise Agreemef028khd the AEUACT
Officer and Employee Enterprise Agreath2011:-2014.

These industrial agreements take into account the minimum requirements dfigtienal
Employment Standards contained in tRair Work Act 2009

Documentation of procedures
The availableamily-friendly workplace provisions will liiscusedwith the employee at
commencement of the positigrand as requested or required thereafter

Anyprovisionds INESR o6& (GKS {SONBOINER G2 FLLXe& gAatft oS 1

As staff and organisational needs change over tineespecifidamily-friendly provisiongpplying
will be regularly reviewedy the relevant supervisor and the employee. The Secretary will also
ensure thatthe provisions remaigonsistent with applicable legislation and do not become
outdated or irrelevant to the employeor theUnion

RELATEDOCUMENTS
9 ACT DET Teaching Staff Enterprise Agreement2014
1 AEUACT Officer and Employee Enterprise Agreement2014
1 Fair Work Act 2009

AUTHORISATION

Secretary
AEU ACT Branch
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FINANCIAL MANAGEMEANDGOVERNANCEOLIC

Policy number POL029 Version 002
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
Financial management andgernance in théJnionis concerned withlthe systems and processes
that ensuee the overall direction, effectiveness, supésion and accountability of therganisation.

Branch Executiveembers subject to the control of Branch Countilke ultimate responsility for
the financial managemerand governance of thelnion

PURPOSE
This licy:
 is intended toclarify the content of thé y A 2 y Cbit cleblyafiefining the financial
management and governance roles and responsibilities of Branch Executive and the Branch
Secretary

9 incorporates theunderlying principle of open, transparent accountability into all aspetts
financial management angovernanceof the Union.

PoLicy

The Branch Executiig an elective, reprgentative, and collective body.

1 Iltiselective in that the determination oExecutivemembers is the prerogative of members
through the election process.

9 ltisrepresentative in that no member can be mandated by their constituency to adopt a
particular position if they do not believe it to be in thedbénterests of the UniorWhatever the
constituency of any membeall members are committed to actirgglflesslyand making
decisions and voting on governance decisions solely in theilierests of the Union

1 Iltiscollective in that while each member should put the point édw of their constituency, and
each member has the right to argue for their own point of view and to vote for that position,
once a collective decision has been tala®cutivenembers are required to support that
decision.

The function of theBranch Egcutive isto collectively ensure the delivery GfK S ! ghle@syt® &
set its strategic direction, and to uphold its values. Executiveshould collectively be responsible
and accountable for ensuring and monitoring that theionis performing well, is solvent, and is
complying with all its legal, financial, aathical obligations.
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The responsibilities of thExecutive, subject only to the control of Branch Council, include:

1 Compliance monitoring ensuring compliance with thebjects, purpose and values of the
Union as expressed in its rules and ensutiva the Unioncomplies with all relevant laws,
regulations and regulatory requirements

1 Organisational governanegsetting or approving policies, plans and budgets to achteese

objectives, and monitoring performance against them

Strategic planning reviewingand approving strategic direction and initiatives

Financial monitoring reviewingthe UnioMQ & 0 deR BuSiniess plamonitoring management

and financial performace to ensure the solvency, financial strength and good performance of

the Union

1 Financial reporting, consideringand approving annual financial statemeffts presentation to
Branch Councédnd required reports to government;

91 Delegationstructure ¢ setting and maintaining a framework of delegation and internal control

through a Delegation Register

Leadership monitoring monitoring the performance of the Branch Secretary

Succession and remuneration planninglanning for Branch Executive and Branchr&acy

succession, and determining remuneratin all staff

1 Riskmanagement; reviewing and monitoring the effectiveness of risk management and
compliance in théJnion agreeing or ratifying all policies and decisions on matters which might
createsignificant risk to the organisation, financial or otherwise

1 Dispute managemerg dealing with and managing conflicie accordance with the Union rules
and the Office Enterprise Agreemeiricluding conflicts arising betwedixecutivenembers,
staff, theSecretary or members

9 Social responsibility considering the social, ethical and environmental impact of all activities
and operations and ensuring that these are acceptable

1 Executivegperformance andompositiong evaluatingand improving the performancef the
Executive

= =

=a =4

Theresponsibility of thdBranch Secretary is to addrdsesy managemenand operational issues
within the direction and the policies laid down by the Branch Executive or Branch Council and in
accordance with the duties described inthelUB y Q& NMzf Sa s Ay Of dzRAy 3

1. Developing and implementinganagemenstrategies and makg recommendations to the
Executiveon significanstrategic initiatives

2. As a member of the Human Resource Committeaking recommendations for the
appointment ofstaff anddetermining terms of appointment

3. Overseeing the evaluation performance, and developing and maintaining succession plans

for staff

Developing the annual budget and managing-tiagay operationsithin the budget

5. Fulfilling the responsibilities as Chafrthe Finance Suommittee

Keeping the Executivend regulators informed abownydevelopments with a material

impactonii KS | pekanyakrdand

7. Managing dayto-day operations in accordance with agreed standards for social, ethical and
environmentd practices

»

o

100



Final version approved by Branch Execu¢j\i2 Novembef013

Involvement with operational matters

The Branch Executighould focus on the strategic direction and the core policies otihien, and,
other than through specifically appointed Committeagpid becoming involved in ddag-day
operational decisions. Where individuakecutivenembers do need to become involved in
operational matters, they should separate their strategic role (where they operate independently of
any direction) from their operational role (where they attthe direction of the Secretary or
Executive)

AUTHORSATION

Secretary
AEU ACT Branch

101



Final version approved by Branch Execu¢j\i2 Novembef013

FINANCIAL MANAGEMEAND GOVERNANCE

PROCEDURES
Procedures number PROC029 Version 002
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

It shall be the responsibility of tiBranch Executivand Branch Secretary to fulfileir respective

roles and responsibilities as described in the Finance Management and Governance Policy and to
monitor the implementation of these procedures.

PROCEDURES

Financial Management

The Branch Executive shall establish a Finance Committesistog of the President, the=Bretary,
the Business Manager and the Finance Officer.

The responsibilities of the Finance Committee are, subject to the control of Executive, to:
 ensurethati KS ! yA2yQa FAYLFIYyOS YIylI3aSy8&npan LINI OlAOS:
policies and meet the guiding principle of open, transparent accountability

9 oversee the annual audit
1 prepare an annual Business Plan that consists of:
U I NBLRNILI 2y GKS STFSOGA@SySaa 2F GKS | yAz
procedures
U the proposed annual budget
U a full financial risk assessment, including suggested action to mitigate the risks
identified and
U the proposed investment plan for the next 12 months.
1 ensure all financial legislative requirements are met
1 ensure that there are appropate internal control processes in place withiretbnion office

that will minimise the possibility of fraud occurring , particularly in regards to electronic
income and expendit& management, payments to creditors, debt collection and cash
handling.

TheSecretary shall Chair and convene the FinanceGRubmittee.
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Governance
The Branch Executiahall as part of its regular strategic planning process:
9 incorporate a full risk assessment (not just financial), including suggested action to mitigate
the riks identified
1 review of its own effectiveness in meeting its responsibilities.

Training

Asrequired by the Fair Work (Registered Organisations) Act 2009 all Branch Executive and Branch
Council members will undergo financial training as approved by#reeral Manager of the Fair

Work Commission.

The Secretary will ensure that this training occurs in the time frame required by the legislation.

RELATEDOCUMENTS

AEU ACT Branch Code of EtRickcy (POL001)

Access and Equity Poli@®OL004)

Audit Policy(POL007)

Branch Executive Dispute Resolution Policy (POL010)
Budget Planning Poli¢i?OL014)

Conflict of Interest PolicfPOL019)

Strategic Plaiolicy (POL056)

Transparency and AccountabilPplicy(POL058)

Union Delegations Poli¢i?OL060)

=4 =4 =8 =8 -8 -8 -8 -8 9

AUTHORISATND

Secretary
AEU ACT Branch

103



Final version approved by Branch Executj\i2 Novembef013

FINANCIAL TRANSAGNICARIPOLICY

Drafted by PM Approved byBranch 27 Augus2013
Executiveon
Responsible persor Scheduled review date May 2015
Business Manager

INTRODUCTION

The useof financial transaction cards, including credit and debit cards, is a major convenience for
the Urionand can, if properly managed, contribute to easier and more secure accounting of
expenses. To achieve these benefits a number of precautionary procedaea to be put in place.

PURPOSE
The purpose of this policy ts:
9 ensurethat Union transactions are carried out as efficiently as possible through the use of
credit cards and transaction cards as appropriate
1 guard against any possible abuse of Urtimmsaction cards

PoLicy

Transaction cards issued tioe Unionby a financial institutionincluding thoseheld in the name of

any staffor officers on behalf of the organisatiowijll only be used for those activities that are a

direct consequence of h O NRK 2 f RS N& Q Urifodzyt@iil Usewill besrhoditkrady” (1 K S
according to the procedures listed belodny use of the card inconsistent with this policy and these
procedures will be grounds for dismissal.

AUTHORISATION

Secretary
AEU ACT Branch
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FINANCIAL TRANSAGNICARBPROCEDURES

Procedure number PROCO030 Version 002
Drafted by PM Approved byBranch 27 Augus2013
Secretaryon
Responsible persot Scheduled review date May 2015
Business Manager

RESPONSIBILITIES
It is theresponsibility othe Secretaryo ensure that:
1 staffand Branch Executivaee aware of this policy;
1 anyknownbreaches of this policy are dealt with appropriately.

It is the respnsibility of all staff and Branch Executteeensure that their usage afredit cards
conforms to this policy.

PROCEDURES

Card Issue

Union financial transaction cards:

May only be issuetb the Secretarythe Finance Officer and the Business Manager
May be cancelled at any time by a decision of the Branch Executive

May be issad on a temporary basis and recoverdttavards

Will be issued to a specific person, who will remain personally accountable for the use of
the card.Cardholders will sigadeclaration to this effect

Must be used nly by the authorised signatory.

Will have ro more than one card issued per cardhaid

Will have credit limits as determined by the Finance Committee

1
T
T
1

=A =4 =4

/' F NRK2ft RSND&a wSalLRyaroAtAdAasSa
The Cardholder shall
1 Inall cases obtain and retain sufficient supporting documentation to validate the expense
(e.g. tax invoice) or shall in lieu provide a statutory declaration
1 Provide to the Finance Officeupporting documentatiorior the monthly statement from
the bank
1 Review the monthly statement for inaccuias (and report these to the Secretary or to the
Presiden}
1 Sign the monthly statement to verify that transactions have been made for official purposes
and the goods and services listed were received
1 Forward the papers to the authorised signatory for approval Rhesidentshdl authorise
the expenditue of the Secretary; the Secretasiall authorise the expenditure of all @h
cardholders)
1 Notify the bank and the Secretary (or in the case of the SecretfagyPresiden}
immediately if
0 The card is lost or stolen; and/or
0 Any unauthorised transactiois detected or suspected
Notify the Secretarand the banlof any change in name or contact details
Take adequate measures to ensure the security of the card.

= =
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1 Retumn the card to the Secretary or Presideit
0 The ardholder resigns
0 TheBranch Executivdetermines that there is no longer a need for the cardholder to
retain his or hecard or
o Thecard has been cancelled by the bank.

1 Be personally liable for any unauthorised transaction unless the card is lost, stolen or subject

to fraud on some part of third party.

The Cardholder shall not

1 Exceed any maximum limits set for tikardfrom time to time

I Obtain cash advances through tleard.

1 Use thecard for any activities that are not a direct consequence of their function within the
Union.
Authorise their own expenditure.
Jaim double allowances (i.e. request reimbursement for an expense already paid by the
card)

T
1

Card Expenditure

Thedt NR gAff 2yfeée 0SS dzaSR FT2NJ iK24S I OGAGAGASA

function within theUnion

Where coincident and/or private expenditure occurs on the same transaction (where, for example, a

person incurs a debt for persoralcohol consumptiomuring ahotel stay) the cardholder should
settle the private expense prior to charging the balanogtee Union cardWhere this is not possible

or practical the cardholder must ensure that the private expense is reimbursed to the Union no later

than when the next monthly statement is reconciled.

Where doubt exists as to whether or not an item is fumstielated, prior authorisation should be
obtained from theSecretary(or, in the case of th¢ S O NBdwh i, @néPresident).

ThedzA S 2F (GKS O2NLIR2 NI GS O NRexpresdy proEbSasASONGAA @SFa

R dzo A 2 dzaareyflefiiedzAkRuty goods or services that might bring the name ddmi@ninto
disrepute.

Card Misconduct

Whereve a breach in this policy is suspectdide Secretary (or President, if the breach is suspected
to have been done by the Secretarmglistfollow the processes contained in the Fraud Risk
Management Policy and Procedures.

RELATEDOCUMENTS
1 AEU ACT Bran@ode of EthicPolicy (POL001)
1 Financial Management and Governance PqiRyL029)

AUTHORISATION

Secretary
AEU ACT Branch
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FRAUD RISMANAGEMENT POLICY

Policy number POLO31 Version 002
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
Not-for-profit organisationssuch as Unionsye as liable to fraud as commercial organisations, and
effective prevention strategies need to be put in place and monitored.

PURPOSE
The purpose of this policy is
1. To ensure that all parties are aware of their responsibilities for identifying expogures
fraudulent activities and for establishing controls and procedures for preventing such fraudulent
activity and/or detecting such fraudulent activity when it occurs.
2. To provide guidance to stadihd Branch Executiwas to action which should be taken ere
they suspect any fraudulent activity.
3. To provide a clear statement to staiid Branch Executiferbidding any illegal activity,
including fraud for the benefit of thenion.
4. To provide assurance that any and all suspected fraudulent activity willlpenvestigated.

PoLicy
The Uniorwill not tolerate fraud in any aspect of its operations.

The Uniorwill investigate any suspected acts of fraud, misappropriation or other similar irregularity.
An objective and impatrtial investigation, as deenmedessary, will be conducted regardless of the
position, title, length of service or relationship with the organisation of any party who might be the
subject of such investigation.

Any fraud shall constitute grounds for dismisgaly serious case of frduwhether suspected or

proven, shall be reported to the policAny person reporting a frayer a suspected fraudhall
suffer no penalty in their employment.

AUTHORISATION

Secretary
AEU ACT Branch
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FRAUD RISK MANAGEMBERROCEDURES

Proceduresiumber PROCO031 Version 002
Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

TheBranch Executivlas ultimate responsibility for the prevention and detection of fraud tred
Finance Committe&s responsible for ensuring that appropriate and effective internal control
systems are in place.

TheSecretanyis responsible for investigating instancesraiud reported to them ananust ensure
that there are mechanisms in place withilre Union officeto:

1 Assess the risk of frayd

1 Educate employees about fraud prevention and detectiand

91 Facilitate the reporting of suspectddaudulent activities

TheBusiness Manager should be familiar with the types of improprieties that might occur and be
alert for any indications of such conduct.

All staff:
1 share in the responsibility for the prevention and detection of frauchi Wnion office
1 have theresponsihlity to report suspected fraud
1 who suspecfraudulent activity must immediately notify thBecretary or the President (if
the suspicion is abduhe actions of the Secretary)

PROCEDURES

Fraud prevention accounting procedures shall be incorpatat the | Y A Zogfi€ked relaingto
Cheque Signindggeimbursement of Expensédsinancial Transaction (credit and debit) Cards,
Acceptable Use of Computers, Acceptable Uséeatiicles Mobile Phonesand Office Equipment,
Management and Governangcand any other relevant policies.

All complaints of suspected fraudulent behaviomustbe reported to the Secretary. If the
suspected perpetrator is the Secretary then the complaint should be referred to the President.

Upon notification or discovery of a uexcted fraud, the Secretary (or President) will promptly
arrange to investigate the fraud. The Secretary (or President) will make every effort to keep the
investigation confidential; however, from time to time other members of the staff or Union
(includingBranch Executive) may need to be consulted in conjunction with the investigation.
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After an initial review and a determination that the suspected fraud warrants additional
investigation, the Secretary (or President) shall report the matter to the pfdiceriminal
investigation and to the Human Resource €dmmittee. Legal representatives may be involved in
the process, as deemed appropriate.

Once a suspected fraud is reported, immediate action will be taken to prevent the theft, alteration,
or destrwction of relevant records. Such actions include, but are not necessarily limited to, removing
the records and placing them in a secure location, limiting access to the location where the records
currently exist, and preventing the individual suspectedarhmitting the fraud from having access

to the records.

Any action taken by police shall be pursued independent of any employra&ted investigation
by theHuman Resource Stfbommittee.

If a police investigation finds the person to be guilty tfigranch Executive shall dismiss or remove
them from office on the grounds of gross misconduct.

If the Human Resource S@Wommittee finds the person guilty of misconduct then it will recommend
to Branch Executive an appropriate penalty, up to an includisiidsal or a charge of gross
misconduct.

The Union will also pursue every reasonable effort, including court ordered restitution, to obtain
recovery of the losses from the offender.

No employee or member of the Union, or person acting on behalf of tiierlin attempting to
comply with this policy by reporting an incident or participating in an investigation, shall:
9 be dismissed or threatened to be dismissed:;
9 be disciplined or suspended or threatened to be disciplined or suspended,;
1 be penalised or angther retribution imposed, or
1 be intimidated or coerced,

Violation of this section of the Policy will result in disciplinary action, up to and including dismissal.

If an allegation is made in good faith, but it is not confirmed by the investigationgtiamawill be
taken against the originator.
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RELATEDOCUMENTS

Acceptable Use of Computetsaternet and EmaiPolicy(POL002)

Acceptable Use dfehiclesMobile Phonesand Office Equipment Policy(POID03)
Cheque Signingnd Electronic Bankir@olicy(POL015)

Financial Transaction Cards Pol{®&0L030)

Reimbursement of Expensaad Payment of Allowancéolicy(POL049)

Staff Induction Policy (POL053)

Staff Recruitment PolidPOL055)

=4 =4 =4 =4 -4 -8 9

AUTHORISATION

Secretary
AEU ACT Branch
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FREQUENT FLYER POROLICY

Policy number POLO032 Version 002

Drafted by PM Approved by Branch 27 Augus2013
Executive on

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
When the Secretary of the Union and staff travel by air for business purposes and they are members
of a frequent flyers scheme they accumulate redeemable points.

PURPOSE
This policy clarifies the arrangements which are to apply for the use of desenulated frequent
flyer points.

PoLicy
When the Secretary and staff of the Union travel for Union business then:
9 A Union corporate account with Qantas and Virgin Air will be arranged
91 All bookings will be done through these corporate accounts
1 All frequent flyer points accumulated by each individuial recognition of the additional
work/life balance pressure such traveusesis permitted to use¢he points for personal
travel arrangements.
9 The Secretary will be entitled to membershipaof airline trael club (e.gQantas Clup

AUTHORISATION

Secretary
AEU ACT Branch
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FREQUENT FLYER PGRROCEDURES

Procedures number PROC032 Version 002
Drafted by PM Approved byBranch 27 Augus013
executiveon

Responsible person Business Manager Scheduledeview date May 2015

RESPONSIBILITIES
It shall be the responsibility of the Secretary to ensure that the procedures specified in this policy are
implemented appropriately.

PROCEDURES
The Secretary and staff wgenerallybe responsible for making themdividual airline bookings,
utilising the corporate accounts.

The Finance Officer will provide a copy of each corporate account statement to the relevant
individuals, so that they may know the amount of frequent flyer points which have been
accumulated.

The Secretary and staff will utilise thecumulatedrequent flyer points fotheir own personal
travel arrangements.

The Finance Officer will arrange for annual membershanadppropriate airline club (e.g. Qantas
Club)for the Secretary.

Anyissues with operation of the frequent flyer corporate accounts will be dealt with by the Finance
Committee.

RELATEDDOCUMENTS
1 Financial Management and Governance PqR§L029)
1 Faud Risk Management PoligOL031)

AUTHORISATION

Secretary
AEU ACT Brah
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INVESTMENT PLANNIRGLICY

Policy number POL33 Version 002
Drafted by PM Approved by Banch 27 Augusk013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Branch Executive is responsiblediosuring that the Union operates within a responsible,

sustainable financial framework and that the organisation has adequate resources to carry out its
G2N] @ ¢KS ! yAz2yQa Ly@gSadySyd tfly F2N¥a |y AYLRN

PURPOSE
This policy is designed to:
9 Direct the use of Union investment funds and
1 Determinell KS | fthre fiiddéal planning strategies to ensure the organisation is able
to maintain its operating budget and create growth.

PoLicy

TheExecutives responsibldor maintaining and extending the assets of thrion to provide for its
long-term financial vability. In its stewardship dfnancial assets, thExecutivehas adopted tis
policyto ensurethat any assets not required for the current operating budgél ne invested in
accordance withi K S ! Mvesgtnye@Ran

The purpose of thénvestmentPlanis to manage the cash assets not required for current operating
expenses so as to maximise the earnings of such asdeite retaining security and mininigj risks.

All interest and other earnings from such investments are depositediitdnion@operating
account and thus become part of the annual operating budget.

The Investment Plan should be designed to ensure that the Union:

will havefunds thatare utilised to achieve a balanced operating budget.
creates capital growth and generates income.

will have access to cash to cover current liabilities.

will have access to cash for establishing new projects.

will have access to cash for unforeseen exgsns

= =4 =4 =8 =9
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¢ KS | avestngeft®lan must conform to the following principles:

9 Priorities set in the Business Plan are to be adhered to.

I Investments are to be made with low to medium risk ventiytbat is, investments that

provide for security of capital over the medium to long term.

9 The Uniorwill only invest with reputable, established, provdimancial institutions.

1 100% ofany share portfolio will be invested with ethical investments.
Authorisation
Secretary

AEU ACT Branch

114



Final version approved by Branch Execu¢j\i2 Novembef013

INVESTMENT PLANNIREBOCEDURES

Procedures number PROCO033 Version 001

Drafted by PM Approved byBranch 27 Augus013
Executiveon

Responsible person Business Plan Scheduled review date May 2015

RESPONSIBILITIES

The Secretaryin consultation with thecinance Committegs responsible for recommending an
Investment Plan portfolio for consideration by tBeanch Executivie the context of the annual
Business Plan.

PROCEDURES

1 TheFinance Committewill investigateinvestment options and make recommendations to
the Executivein the form of an Investment Plan, as part of the annual BusinessTPian.
Investment Plan must conform to the principles laid out in jthg’ A AmyeQtaentFolicy.

9 The Uniorwill, if approprate, retain an independent investment consultant to provide
advice about investment opportunities and maintain a portfolio of investments.

1 The Finance Committegill annuallyreviewthe performance of the investment portfolio
and report to the Branch Exetive.

1 TheBusiness Managevill receive information about and keep track of the progress of all
investments, and report on the progrestthe investments to the Secretary, who will report
to the Executive.

1 The Investment Plan will be reviewed everymi@nths as part of the strategjgdanning for
the Business Plan.

RELATEDOCUMENTS
T 'yA2yQa ! yydzat . dzR3ASI
1T | YA 2y QaBusingsy Rlan
1 Budget PlaningPolicy(POL014)

AUTHORISATION

Secretary
AEU ACT Branch
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LEGISLATIVE COMPLEZANPOLICY

Policynumber POL034 Version 001

Drafted by PM Approved byBranch 27 Augus®013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The operations ofJnionare subject to a wide range of legal requirements, embodied in legislation,
regulations, licences, codes, guidelines and similar binding instruments. These {feltidee not
limited to):

1 WorkSafety legislation

1 Anti-discrimination legislation, includirthat relating toequal opportunity, racial

vilificationanddisability discrimination

i Taxation legislation

1 Privacy legislation

1 Industrial Relations legislation

PURPOSE
This document sets ownioMQ & LJ2 f Aplahce With ke I&W@ndthe governance structures,
responsibilities and processes that have been established to give effect to that policy.

PoLicy

The Unioris committed to the highest standards of integrity, fairness and ethical conduct, including
full compliance with all relevant legal requirements, and requires that éiirisich Executive and
Councimembers, officers (including iecretary, managers, employeegolunteersand

contractors acting on its behalf meet those same standards of intedigityyess and ethical

behaviour, including compliance with any legal requirement.

There is no circumstance under which it is acceptabl¢hi®iJnionor any of itsagentsto knowingly
and deliberately not comply with the law or to act unethically in the course of performing or
advancinghe UnioQa o0 dzaAy Saao

AUTHORISATION

Secretary
AEU ACT Branch
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LEGISLATIVE COMPLIANPROCEDURES

Procedure number PROC034 Version 001
Drafted by PM Approved by Branch 27 Augus013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

RESPONSIBILITIES
TheBranch Executiveill:
1 Review compliance management objectives and plans for legislative compliance.
1 Monitor compliance performance by way of periodic ragament reports and
assurances from the Secretary.

TheSecretarywill

1 Oversee the preparation by the Business Managdegslative compliance objectives
and plans for revie and consideration by the Branch Executive.

1 Monitor performance against legislative compliance objectives and plenasreport to
the Branch Executiven progress toward accomplishment of objectives

1 Where appropriate, delegate respondiby for compliance to stafivith responsibility
for particular sectionsf the legislative compliance objectives and plans

1 Oversee the performance afelegated staffn these matters, including

o0 conforming to and applyprelevant requirements of the within the
workplace

0 ensuring that systems and procedures established to make the poliegtiet
are operational;

0 ensuring that staff are trainednd havethe necessary knowledge and
understanding to perform their dutis in compliance with the policy and all
relevant requirements of the law

0 ensuring that significant compliance responsibilities and accountabilities are
included in position desiptions and performance reviews;

0 reporting and investigating any incidentaccurrence thought or known to
constitute abreach of any legal requirement; and

o0 designing and implementing system enhancements to correct weaknesses that
could result in a breach of such a requirement

1 Review and report annually to thBranch Executiven the effectiveness of the
management systems established to deliver legislative compliance
1 Analyse material breaches and identified compliance system weaknesses for systematic
trends and ensure that any adverse trends are addressed
Promote a culture okffective legislative compliance across tbeion.
Provide formal assurance to tHgranch Executivas to the state oEompliance of the
Union.

= =
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All staff, volunteers and contractorat all levelswill

1 Ensure that they are aware of any legatjuirements that apply to their work activities

and that they comply with them

1
1

Report all incidents of breaches of legal requirements
Where appropriate, suggest ways in which practices, systems and procedures could be

improved so as to reduce the likatiod of a breach occurring.

PROCEDURES

TheBranch Executiveill, at least once a year, feature as an agenda item tbeitaring of

compliance performance.

Legislative compliance objectives and plavil be prepared by the Business Manager, overseen by

the Secretary, approved by the Branch Executive, and held on file.

RELATEDOCUMENTS

1 LegislativeGomplianceObjectives andPlans

1 Relevant Legislation as detailed below:

ACT Legislation

Commonwealth Legislation

ACT Teacher Quality Institute Act 2010

AgeDiscrimination Act 2004

Holidays Act 1958

Copyright Act 1968 and Copyright Amendment (Dig
Agenda) Act 2000

Human Rights Act 2004

Disability Discrimination Act 1992

Payroll Tax Act 2011

Fair Work Act 2009 and Fair Work Amendment Act
2012

Workplace ldalth and Safety Act 2011

Fair Work (Registered Organisatipast 2009 and
Fair Work (Registered OrganisatipAasnendment Act
2012

Workers Compensation Act 1951

Income Tax Act 1986 and all other relevant tax
legislation

Working With Vulneable People Background
CheckinyjAct 2011

Paid Parental Leave Act 2010

Workplace Privacy Act 2011

Privacy Act 1988

Racial Discrimination Act 1975

Safety, Rehabilitation and Compensation Act 1988
amended)

Sex Discrimination Act 1984

Work, Health and Safetct 2011

Workplace Gender Equality Act 2012

AUTHORISATION

Secretary
AEUACT Branch
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MEDIA RELATIONS POYLI

Policy number POL035 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

Local and national media are vital partners in achieving the goals of the Union. In order to maximise
the advantages of media presentation and minimise the risks of media misrepresentation it is
necessary to establish guidelines for how media contactdbwitionducted.

The intention of this policy is to establish a framework for achieving an effective working
relationship with the media. The Union welcomes the opportunity to talk to the media and, through
them, to debate issues in the public arena.

In dealing with the media, the Secretary, Branch Executive and Council members, staff and members
should be conscious that they may be seen as representatives of the Union and should therefore:
1 Follow the details of this policy and
1 Avoid making comments or pcipating in photo opportunities that may damage the
reputation ofUnion.

PURPOSE

The Uniorworks with the media in order to

advocate for the goals of the organisation

promote the work of the organisation

inform the public of the details of the organigan

assist in fundraising for causes supported by the organisation

=A =4 =4 =4

In order to ensure that these purposes can be fulfilled, the Union rules stipulate that the chief public
spokesperson for the Union is at all times the Secretary.

The media themselvesale a vital role to play on behalf of the community in holdimg Union to
account for its policies and actions. It is important that they have access to the Secretary and to
background information to assist them in this role.

To balance this, thelnionmust have the capacity to defend itself from any unfounded criticism, and
will ensure that the public are properly informed of all the relevant facts (if necessary using other
channels of communication)

It is the responsibility of the Secretary @éasure that effective media relations are maintained in
order to achieve the purposes listed above.
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PoLicy
The Unioroperates on the values of

1 Honesty The Unionwill never knowingly mislead the public, medmembersor staff on an

iISsue or news story.

1 TransparencyThe Unionwill promote openness and accessibility in our dealings with the
media, whilst complying with the law and maintaining confidentiality when appropriate.
Clarity: All communications with the media will be written in plain English
Balance Information provided to the media bihe Unionwill as far as possible be objective,
balanced, accurate, informative and timely.

1
1

The Uniorshould seek to establish and maintain a good and open relationship with the nitedia.
important thatthe organisatiorworks with the media to communicate important public information
messages about its work and its goals

Contact with the media concerniraqy significant matter in the name of or on behaltioé Union
should only be made by the Secretantloeir nominee. If this is not possible then another official or
employee may be a spokesperson for the Union provided they have:
9 if possible,consulted theSecretary or else sought guidance from the most senior staff or
Branch Executive member available
9 the required expertise to speak on the issue under discussion
I some experience in media relatians

AUTHORISATION

Secretary
AEUACT Branch
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MEDIA RELATIONS PEEODORES

Procedures number PROC035 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
The Secretary, as per the Union rules, shall be the chief spokesperson for the Union and coordinate
all relationships with the media.

Whereinformation or public comment is requested or required, the Secretary shall perform that
task or else determine the most appropriate person to respond.

The Secretary, Branch Executive and stafstnot disclose confidential Union information,
including nembership matters, to any media source.

PROCEDURES

It should always be made absolutely clear whether the views put forward regarding any issue
relating tothe Unionare those of the organisation or of an individual. At all times consideration
should be gien as to how thénformation being providednay affect the reputation othe Union.

TheSecretanyis responsible for:

o0 Producingand updainga list of key contacts for distribution to local press and radio and TV
stations. The&Secretarycan also be comicted for preliminary discussions on any story or if a
journalist or researcher is unsure who to approach for a comment.

o oordinatingall media conferences fahe Union.Such conferences mdoe videotaped by

the Union.

Authorising all media releases fra the Unionandfor placingthem on theUnion¥ website.

Beinginvolved in any approaches to the media to feattme UnioQa ¢ 2 NJ @

0 Receiving and coordinating a response to pfiraaches from albcal ornational press,
radio or TV stations or specstlipress.

[olNe]

All staff and Branch Executive members are responsible for:

o Providingadvice (preferably before the issue becomes public knowletigthle Secretarypn
anypotential mediaissues that are likely to be complex or contentious or to be sustained for
any length of time.

o Ensuring that no photos of membemmployees, or studentshallbe released to the public
viaadvertising, news medianternet, or by any other meansyithout the approval of the
Secretarywho shall satisfy themselves that thimionQ Brivacy Blicy has been observed.

o Notifyingthe Secretaryof any approach by the med&nd providngthe name of the
reporter or writer and the media outlet they represent.

Any filming or tapingy the mediaon the UniorQ @roperty or ofii K S | pfdceedimse.g.at

Branch Executive, Council or Mass meetimgslubject to prior permission of tHeecretary or the
relevant meeting.
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Every effort should be made to assisetmedia in their inquiries. Where media queries involve
requests for information that will require substantial staff work to produce, such work must be
authorised by theSecretarylt will usually be necessary to provide information in addition to that
which is requested in order to set the facts and figures in context. Requests for detailed information
of this nature, whether from the local or national media, should be referred tdSeretary.

The Uniorreserves the right to withhold certain sensitivdormation concerning, say, commercial
transactiors or governmental negotiationdny such information will be clearly labelled and clearly
notified to relevant staff.

If any unauthorised releases of confidential information do occur, an investigatibtake place to

establish who was responsible and appropriate action will be taken.

RELATEDOCUMENTS
A Branch Executiv€onfidentiality PolicgPOL009)
A Privacy PolicgPOL045)
A Transparency and Accountability Pol{ByDL058)

AUTHORISATION

Secretary
AEUACT Branch
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MEMBERDISPUTE RESOLUTRIDLICY

Policy number POL036 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
Open communication anfitedback are regarded as essential elements for the operation of the
Union.

Members are encouraged to raise any issues or concerns that they may have about the operation of
the Union at the earliest opportunity through the processes detailed in thisypolic

PURPOSE
The purpose of this document is to provide an appropriate and timely avenue through which
members can resolve any disputes about the operation of the Union.

PoLicy
The Uniorwill establish procedures that meet the requirements of the Brambs, to promote fast
and efficient resolution of disputes raised by members.

LfEf F2NXIEf F@SydzSa F2N) KIYyRfAy3a 2F INASOlIyOSa
be taken into account in determining the appropriate steps and actions.

No member will be intimidated or unfairly treated in any respect if they utilise this policy to resolve
an issue.

A copy of this policy and procedures will be placed on the Union website.

AUTHORISATION

Secretary
AEUACT Branch
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MEMBERDISPUTE RESOLUTRIROCEDURES

Procedures number PROC036 Version 001
Drafted by PM Approved by Branch 27 Augus2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility ofecretarnyto ensure that:
9 All actions taken to resolve the dispute are done with due consideration given to the
ramifications for the individual, as well as the Union in general,
The relevant rules of the Union are adhered to;
Any dispute is handled in the most appriate manner at the earliest opportunity;
Any member who raises a dispute is treated fairly and with no threat of intimidation;
All members are made aware of the processes for resolving disputes by placing this policy
and procedures on the Union website

= =4 =4 =4

It isthe responsibility ofhe member to ensure that:
1 They attempt to resolve any dispute in good faith through, as far as possible, internal
processes at the earliest opportunity.

PROCEDURES
Dispute Resolution
Disputes about the operation of the Umianay fall into one of the following categories:
1. Dispute about Union policy or decision
2. Dispute about treatment of a member by Union officer/employee
3. Dispute about Union election
4. Dispute about a member breaching the ACT Federal Branch Rules or actirsf) agktioision
of Branch Council or Executive

The following procedures will be followed for each category of dispute:

Dispute about Union Policy or Decision
Any member who wishes to dispute a policy or decision endorsed by either Branch Executive or
Branch Council may do so, in accordance with RuleR&terral of Decisions to General Meetings,
by:
1 Gaining the signatures of at least 5% of the members on a petition requesting a general
meeting of all members
1 Having this petition signed and receivedthg Secretary within 30 days of the decision
being made.

Once received the Secretary must call the general meeting within 30 days.

The general meeting may refer the decision of Branch Council or Branch Executive to a secret ballot
of all financial membey, with the outcome being binding on all members.
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Dispute about treatment of a member by Union officer/employee

A member who has a dispute about the treatment they have received by a Union officer or
employee should raise the matter directly with thatrpen as a first step towards resolution. The
two parties should discuss the matter openly and work together to achieve a desired outcome.

If this is not appropriate or is unsuccessful the member may raise the dispute with the Secretary. If
the dispute iswith the Secretary, then it may be raised with the President.

The Secretary or President should then take the following action:
1 clarify the issue to ensure they fully understand the concerns of the parties and diagnose the

problem.

offer to convene a meatg between the parties with a view to resolving the dispute.

offer all parties the opportunity to have an independent witness at any meeting.

inform the parties that they are to maintain confidentiality at all times.

ensure that the meeting is conducteéunl a fair, objective manner.

if deemed necessary, provide the parties with a written summary of the meeting and

clarification of the next steps to be taken.

=A =4 =4 =4 =4

If the matter is not resolved and the member wishes to pursue it, the Secretary or President will
determine the appropriate process to be followed (e.g. elimination of bullying procedure, office
dispute avoidance/settlement procedure, elimination of sexual harassment procedure, referral to
police)

Dispute dout Union Election

Anymember who has dispute about the conduct of an election for a position within the Union
should raise the matter with the relevant Returning Officer for the election.

Subiject to the provisions of thHeair Work (Registered Organisations) Act 2@0@ ACT Federal
Branch Rle 6 B (d), the decision of the Returning Officer shall be final.

Dispute about a member breaching the ACT Federal Branch Rules or acting against a decision of
Branch Council or Executive
Any member who wishes to raise an allegation that another membsgikhawingly committed a
breach of the ACT Federal Branch Rules or willingly acted in a manner contrary to a decision of
Council or Executive must do so in accordance with ACT Federal Branch RrildeE3Committee
and Rule 14 Dismissal from Office.
Inaccordance with those rules:

1 A financial member can only instigate the allegation by putting it in writing to the Rules

Committee.

1 The Rules Committee consists of four people appointed by Branch Council. These people are

not permitted to be members of Exetive.
1 The Rules Committee shall collect evidence following the principles of natural justice and
provide Branch Executive with a confidential report
Any decision of Branch Executive may be appealed to Branch Council.
A member of Branch Council or Brance&utive cannot be dismissed from their office
unless that member has been found guilty of misappropriation of funds, substantial breach

=a =4

of the ACT Federal Branch Rules, gross misbehaviour, gross neglect of duty or has ceased to

be eligible to hold office.
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Related Documents

ACT Federal Branch Rules

Affirmative Action Policy (POL005)
Anti-Discrimination Polic(POL006)

Elimination ofBullying PolicyPOL022)
Elimination of Sexual Harassment Po(ie®L023)
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AUTHORISATION

Secretary
AEUACT Branch
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MEMBERSHIPEE®OLICY

Policy number POL037 Version 001
Drafted by PM Approved by Branch  September2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
Feceral Rule 11 of the AEU authassthe ACT Brandcbouncil to determine entrance fees,
subscriptions, levies and fines for members. ACT Federal Branch Rule 31 gives Branch Executive all
the powers of Branch Council, subject to the authority of Branch Council to amend or reverse a
decision of Branch Execusi.

Federal Rule 12 requires members to pay all their subscriptions, levies and fines in order to be a
financial member.

PURPOSE

The purpose of this policy is to explain the process by which all entrance fees, subscriptions, levies
and fines will be setind by which members may seek to have such unpaid amounts waived in order
that they may remain financial members.

PoLicy
The Branch Executive will recommend to Branch Council the amount eh#&iayce fees,
subscriptions, levies and fines for members.

These recommendations will be made at the time the annual budget is presented to Branch Council
or at such other time as may be necessary.

Any member may seek the approval of Branch Executive to waive in full or part their unpaid
entrance fees, subscriptienlevies and fines.

AUTHORISATION

Secretary
AEUACT Branch
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MEMBERSHIPEE®PROCEDURES

Procedures number PROC037 Version 001
Drafted by PM Approved by Branch  Septembe013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

It is the responsibility of th€ A y I YOS / 2YYAGGSS (2 AyOfdzRS Ay GKS
or such other time as may be necessary, a recommendation to Branch Executive on the amount of

any entrance fees, subscriptions, levies and fines payable by members.

It is the responsillity of Branch Executive to make a recommendation to Branch Council at the time
of presenting the Annual Budget, or such other time as may be necessary, on the amaont of
entrance fees, subscriptions, levies and fines.

It isthe responsibility ofll members to ensure that they pay all entrance fees, subscriptions, levies
and fines determined by Branch Council.

PROCEDURES

Finance Committee

TheCAYyl yOS [/ 2YYAGGUSS Attt AyOftdzZRS Ay GKS ! yAzyQa
may be necessary,racommendation to Branch Executive on the amount of any entrance fees,
subscriptions, levieand fines payable by members.

Branch Executive
Branch Executive will:
1 make a recommendation to Branch Council at the time of presenting the Annual Budget, or
such other time as may be necessary, on the amouangkntrance fees, subscriptions,
levies and fines payable by members
1 consider any request by a member to waivéLih or part any amount of unpaid entrance
fees, subscriptions, levies and fines.

Union Industrial Staff
In assisting any member who wishes to request their unpaid fees to be waived, Union industrial staff
will first:
1 offer the member free financial adsé through State Super Financial Services
1 advise the member of the range of low cost and discount options they may access through
their union membership (e.g. TMB, ME Bank, THF, Union Shopper)
1 advise the member of their ability to apply for a Teacher Weltapan

If the member still wishes to request a waiver then Union industrial staff will assist the member to

prepare a written submission to Branch Executive, explaining the nature of their special
circumstances.
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Related Documents

AEUFederal Rules

ACTFederal Branch Rules
BudgetPlanningPolicy(POL014)

Donations and’eacher Welfare Fundkcy (POL021)
Membership Services PolilyOL038)
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AUTHORISATION

Secretary
AEUACT Branch
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MEMBERSHISBERVICHZOLICY

Policy number POL0O38 Version 001
Draftedby PM Approved by Branch  September2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Union is able to provide its services to members because of their strong belief in solidarity. An
essential elemendf this is their preparedness to join the Union and stay within it through good and
bad times.

PURPOSE
The purpose of this policy is to explain the process by which the services to members will be
determined and how they may access those services.

PoLicy

The Branch Executive, on the recommendation of the Branch Secretary, will, as required, determine
the range of services to be provided to members and the basis on which they may access those
services.

In recognition of theprinciple of solidarity, peoplesho wish tojoin the Unionand requestassistance
with mattersthat areestablishedo haveoccurred prior to the persojoining the Uniorwill not be

allowed to access any Unicupportfor those matters until they have paidipfront an entrance fee
equivalent to three months of their normal Union subscriptions calculated at the time of joining.

This entrance fee will not be required if:

1 The person is in their first three months of employment within public education in the ACT,;
or

1 Branch Executive appros@ waiver based on the membguwtting forward a case for
exceptional circumstances. In considering this case Branch Executive will take
intoaccounti KS  YSYo SNDa LIS NE 2hé impact@ftHeIdatrer dnithey O S &
broader Union membershipn an ugent situation the Branch Secretary may approve a
waiver on the condition that, if Branch Executive does not approve the waf\vtr next
meetingthen the entrance fee must be paid.

AUTHORISATION

Secretary
AEUACT Branch
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MEMBERSHIBERVICEHFIRROCEDURES

Procedures number PROCO038 Version 001
Drafted by PM Approved by Branch  September2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility of thBranch Secretary to recommend to Branch Executive when appropriate,
the range of services that the Union will provide to members.

It is the responsibility of Branch Executive to determine the range of services to be provided to
members based on the recanendation of the Branch Secretary and to provide the minutes of that
decision to Branch Council.

It isthe responsibility oBranch Council to review the decision of Branch Executive if it so wishes.

PROCEDURES
Branch Secretary
TheBranch Secretary will:
1 recommend to Branch Executive when appropriate, the range of services thatrion will
provide to members
1 present to Branch Executive any request by a member to waiveritrance fee othree
monthQa & dzo & ONMJ LJG A 2 ybaford\tlei] ah asEBsRny $ubpoid Br a hiattér R
that occurred prior to them joining the UnioAlternatively in an urgent situation the Branch
Secretary may approve a waiver on the condition that, if Branch Executive does not approve
the waiver at its next meeting then thentrance fee must be paid.

Branch Executive
Branch Executive will:
1 determine the range of services to be provided to members based on the recommendation
of the Branch Secretaandprovide the minutes othat decision to Branch Council
1 determine any requst to waive the entrance fee referred to above, takintp account the
YSYoSND&a LISNE2YIf OANDdzyaidlyoSa FyR (GKS AYLI
membership

Related Documents
T AEUFederal Rules
1 ACT Federal Branch Rules

AUTHORISATION

Secretary
AEUACT Branch
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OFFICERS PROFESSIONA/ELOPMEROLICY

Policy number POLOS Version 001
Drafted by PM Approved byBranch  September2013
Executiveon
Responsible persor Business Manager Scheduled review date May 2015
INTRODUCTION

The Unioracknowledges that professional development for its officers on Branch Council and

Branch Executive is integral to their personal satisfaction as elected officials and is critical to the
FOKAS@SYSyid 2F GKS ! yAzyQa 20 2&dalitydsprogragh® O2 y Ay
and services.

The Union is, as far as is feasible within its available resources, committed to providing its officers
with the opportunity to equitably access professional development which will seek to develop skills,
knowledgeand attributes that enable them to better perform their roles.

PURPOSE
The purpose of this policy is
1 to encourage and support officers in their elected role through the provision of appropriate
professional development;
1 to provide administrativgguidelines to facilitate fairness and equity in the provision of
professional development for officers.

PoLicy

Necessanpfficer professional development

Where the Exedive decides that it is necessdigr an officer, including the Branch Secretary, to
acquire a particular skill, to learn specific material, or to acquire specific qualifications in order for
them to carry out the duties attached to their elected position, the Union will be fully responsible for
all costs incurred in acquiring that skiiat learning, or that qualification, and the officer will, where
necessary, be given permission to attend any such course within working hours.

If the officer is employed by the ACT government then the Secretary will, where necessary, seek
permissionfrom their employer for paid or unpaid leave to attend any such course within working
hours. Should the leave be unpaid Branch Executive will offer to cover the cost of the lost salary.

Necessaryfficer professional development included &hining of dficers requiredunder any
applicable legislatiore[g.Financial Management training under tRair Work (Registered
Organisations) Act 2009].

The cost of all necessary officer professional developmenbedllocated against the budget line
item of Executive/Branch Council Professional Development.

However necessary officer professional development does not include union business such as
activities in which the Union requires officer participation as a necessary part of the work of the
Union. E.g.attendance at AEU Federal Conference and Federal Executive or at National TAFE
Council or Executive) The cost of these union business activities will be allocated from line items as
determined by the Secretary.
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The Branch Executive may approve expendifaraecessary fficer professional development
beyond the budget allocation for Executive/Branch Council Professional Development orbg-case
case basis.

Agreedofficer professional development

Any officer may request that Branch Executive agreepmaosal for professional development so
that the person may better perform their elected role. These proposals must include all costs
requested to be met by the Union.

As far as possible, these proposals will be put to the Branch Executive in timerfotdtbe
O2y&ARSNBR a LINILG 2F GKS | yAz2yQa !yydzZf {GNI (GS:
implemented in accordance with that approved plan and as costethfibre line item of

Executive/Branch Council Professional Developmeitiin the Annwal Budget.

The Branch Executive may approve expenditure for agreed officer professional development,

beyond the budget allocation for Executive/Branch Council Professional Development org-case
case basis.

AUTHORISATION

Secretary
AEU ACT Branch
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OFFICERS PROFESSIONA/ELOPMENT

PROCEDURES

Procedures number PRO®39 Version 001
Drafted by PM Approved byBranch  September2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It shall be theresponsibility of the Branch Executive to:
1 determine what professional developmentriscessary foany Union officer
9 consider any proposal for professional development put forward by a Union odfincer
determine whether to agree with it or not
f incorporak allnecessary YR ' ye& | INBSR LINRPFSaarzylf RS@St 2
Strategic Plan and Annual Budget.

PROCEDURES

Proposals from the Branch Secretary

The Branch Secretary will be encouraged as part of geFformance review process to take an
activerole in their own ongoing professional and career development and to apply their learning to
its most effective use.

Any proposal by the Secretary for any change in their existing conditions of employment (hours of
work, taking of leave, use of equipmemtc.) to facilitate thaiprofessional development witle
considered by the Branch Executive subject to
1 the overall training needs and priorities of the organisation;
1 satisfactory assurances from the Secretangl Presidenthat the business of the Uoin can
be carried on satisfactorily in those circumstances; and
1 equity in the provision of such facilitation between the Secretary and employees.

Any such agreement will be fully documented inth& ONB G | NE Q& LISNBR2YYy St FAf S

Proposals from other Officers

Any proposals from other officers (i.e. members of Branch Executive or Branch Council) must be
submitted in writing to the Secretary for inclusion on the agenda of the next Branch Executive
meeting.

RELATEDOCUMENTS
1 Fair Work (Registered OrganisatioAg} 2009
1 Budget Planning Policy (POL014)
i Strategic PlaRolicy(POLO056)

AUTHORISATION

Secretary
AEU ACT Branch
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OCCUPATIONAL HEAIAND SAFETY:

FIRST AIPOLICY

Policy number POL@0 Version 001
Drafted by PM Approved byBranch  September2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

First aid is an important aspect wbrkplacesafety. In recognition of thighe Unionis committed to
providingsuitably trained Fst Aid Officers, togethewith first aid facilities to administefirst aid
treatment.

This policy applies to all employees, volunteers, and contractors of the Union and to visitors.

PURPOSE
The purpose of this document is to explain how the Unidhestablish first aidacilities and
services for the organisation.

DEFINITIONS
Firstaid is the provision of emergency treatment for people suffering injury or illness at work.

Firstaid facilitiesrefer to the first aid kit and/or first aid room.

PoLicy

The Unioris commited to providing a safe and healthy work environment for employees,
volunteers, contractors and visitor$.will endeavour to povide appropriate and adequat@t aid
treatment in the event of a person sustaining a woekated injury or illness.

The Whionwill systematically identify causes of work injury and wlated iliness and assess the
risk of work injuries and workelated illness occurring.he appropriatdirst aid facilities and training
will be determined, evaluated and provided.

TheUnionwill meetfirst aid legislative requirements as a minimum standard.

The Uniorwill give all designated First Aid Officers the opportunity to be vaccinated against
Hepatitis B.

The Union will give the Secretary and all employees the opportunite tealocinated against the flu
each year.

Firstaid facilities will be maintained on a regular basis.

AUTHORISATION

Secretary
AEU ACT Branch
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OCCUPATIONAL HEAIAND SAFETY:

FIRST AIPROCEDURES

Procedures number PRO®40 Version 001
Drafted by PM Approved byBranch  September2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

It isthe responsibilityof the Secretaryo ensure that:
1 adequate and appropriatérst aid facilities are provided
1 appropriate and adequate training is arranged tiwp First Aid Officers
9 First Aid OfficelQraining is upto-date andtheir certificates current.

It is the responsibility oFirst Aid Officerto:
9 inspect and maintainifist aid facilities
1 in the caseof awork injuryor work-relatediliness,assess if medical assistance is
required
1 administer appropriatdirst aid in accordance with their training
I maintainfirst aid records as outlined in this procedure
1 maintain confidentiality with regard to inforation obtained as part of their role

PROCEDURES

First Aid Officers

The Secretarghould determine whiclemployeesare interested in beingrained as one of
the two officeFirst Aid Offices.

The appropriatenanager orsupervisor will then arrange training feine First Aid Officers.
A copy of the First Aid Officgpualifications igo be kepton their personnel file.

Thename, photograph and extension numberadifFirst Aid Officers is to be located next to
the first ad facilities.

First aid room

The Secretanthrough discussions with thidealth andSafety Representae and in
accordance with anjegal requirements, will determine whether or not a first aid room is
required.

Wherea first aid room isdeemed neessaryijt isto be located at pointconvenientwithin
the officeand where there is a significant risk of an injury occurring.

The frst aid room must be identified with a sign hung directly aboV¥ée sign must have a

white cross on a green backgralihe sign must be Australian Standard Compliant
(AS1319).
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First aid kit

Thecontents of the ifrst aid kit must be protected from dust and damage, and be kept in a
container which clearly identifies the contents and purpoBee container must be easily
recognisabldfor example, a white cross on a green background prominently displayed on
the outsidg and should not be locked.

The following items should bacluded, as a minimunin a basidirst aid kit:
1 emergency services telephone numbers and adskgs
1 name, photograph and telephone number of First Aid Officers (should be displayed

on the outside of kit)

basic first aid notes

individually wrapped sterile adhesive dressing

sterile eye pads

sterile covering for serious wounds

triangular bandages

safety pins

small medium and largsterile unmedicated wound dressing

adhesive tapge

elastic or crepe bandages

scissors

disposable latex gloves

approved resuscitation face mask fitted with avay valve

eye wash (oncenly use container) & guidaamotes

disposable face masks

protective eye glasses

RA&LR A&l f &huloacBivlbghddl SR | WR Q
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Thefirst aid kit, and, where appropriatefirst aid room, must be inspected byne ofthe First
Aid Officesevery month.Thefirst aid facilitieschecklist must be completed and filed by the
First Aid Officer following each inspection.

The First Aid Officer must notify tiBusines$anager if stock needs to be replenishathe
Business Managewill ensure the stock is ordered, delivered and giteethe First Aid
Officer to restock the facilities.

First aid treatment
If a person requirefirst aid treatment the nearest First Aid Officer must be contacted to
administersuchtreatment.

The First Aid Officer must record the following information:
name and location of person;

type of injury, if known;

assistance provided (as below);

urgency of matter; and

determination if another First Aid Officer is required

=A =4 =4 =4 =9
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The First Aid Officer will attend to the injured or ill person and provide assistancthiyat
consider the most appropriate. First Aid Officers must only provide assistance in accordance
with their training.

Where an injury is of a more serious nature and requires the person to be referred to a
doctor or taken to hospital, the First Aid @#r will determine the appropriate transport.
The First Aid Officer will ask tBek/A Y 2 dzZNB R Banader dmugesisbito arrange
the transport.

First aid records

When using suppliesom the frstaidkA G G K S Kitff GAINE (2 21 AR MtddiThe 6 S 02 Y
log book is to be kept inside thHast aid kit. The following details must be entered into the

log:

date and time

name of injured persaon

nature of injury/illness

treatment provided

supplies used

name of attending First Aid Officer.

=A =4 =4 =8 -8 =9

The Fist Aid Officeland/or aHealth and Safety Representatinist record details of all
injuriesusing annjury/IncidentReportForm

The First Aid Officeand/or aHealth andSafety Representativ@ust complete an Incieht
Report Form and file isending a copy to thBecretary

RELATEIDOCUMENTS
1 Work Health and Safety Act 2011
1 OH&S Incident andnjury Reporting PolicfPOID41)
1 OH&S Risk Management Poli¢i?OL042)

AUTHORISATION

Secretary
AEU ACT Branch
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APPENDIA

INJURY/INCIDENT/NEAMRSS REPORT FORM

This form is to be used to report all injuries, illnesses, or near misses, whether an injury occurred or not, and to
document the investigation into the accidents by the Health and Safety representative involved.

Please complete within 24 hours of the acciderif.the accident caused, or could have caused, serious injury

or property damage, please contact thgecretaryimmediately.

SECTION A0 BE COMPLETELPBERSON INVOLMBDbyHealth andSafety Representativié workeris
incapacitated)
PERSON INVOLVED IN ACCIDENT/INC(PE3Je print

Title Surname First Name Date of Birth
(please tickptaff  Volunteer Contractor Visitor/ Other Male Female
Department Position Contact telephone number

DETAILS OF THE INJURMCIDENT NEAR MISS (tick appropriate box)
Date injury/incident/near miss occurred:/ /.

Time injury/incident/near miss occurred: am/pm
Location where injury/incident occurred (please print):

PARTOF BODY AFFECTELLK APPROPRIATEWHRRS)

Head Trunk Internal Arm Hand Leg Foot
eye neck heart left left left left
ear hip lungs right right right right
nose chest systemic shoulder thumb knee great

toe
mouth stomach upper fingers lower other
arm leg toes

Teeth groin elbow palm ankle

face back forearm thigh

skull multiple wrist upper

leg
not applicable

Nature of Injury(tick appropriate answers)

abrasion puncture heart sprain burn traumatic
attack shock

bruise laceration hearing strain scald electric shock
loss

fracture amputation foreign hernia rash psychosocial
body

concussion bite minor cuts allergy chemical
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Aggravation of previous injury or medical condition.
not applicable

Type of hcident which caused Injurftick appropriate answers)

striking against stumbling lifting pushing ingestion
struck by slipping bending pulling absorption
caught in tripping twisting jumping inhalation
stepping on falling stress motor vehicle needlestick

other: describe
not applicable

Agency ofinjury/iliness/near misgqtick)

Vehicle Buildings Mobile Plant Structures
Power tools Furniture Other tools Surfaces
Animal/lnsect Heat Stress Materials Sunburn
Biological agent Chemicals Equipment Stress
Objects lonising radiation Other

not applicable

If reporting an incident or near miss, please describe how this occurred:

SECTION BO BE COMPLETED BYHEA.TH ANBAFETREPRESENTATIVE AND THE PERSON INVOLVED
WITHIN 48 HRS

This is an extremely important section as the aim of the accident/incideat missinvestigation is to identify
preventative action that will avoid recurrence of a similar accident.

Probable cause or causes iofjury/ incident/near miss(tick appropriate answers)

inadequate fault of plant or equipment poor storage weather
instruction

inadequate equipment unavailable poor access terrain
workspace

assistance unavailable lack of attention incorrect method work practices

Describe how théncidentoccurred:
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PREVENTION OF ACCIDENOIDENT/NEAR MIBECURRENCE
Describe what action is planned or has been takeprivent a recurrenceof the accident, based on the key
contributing factorgPlease print)

(Immediate)

(Long Term)

SECTION C:

Signed by Supervisor { dzZLISNIDA & 2 N a
name

Signed by Person Involved Signed byH&SR
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APPENDIX

1 FIRST AID KIT INSPEIN CHECKLIST

T First Aid Kit Number: 9 First Aid Kit Location:

QUANTITY USEL

FIRST AID Kl QUANTITY SINCE LAST
PRODUCT QUANTITY REMAINING INSPECTION
Packet of 50 individually wrapped adhesive
strips

Sterile eye pads

Sterile coverings for serious wounds

Triangular bandages

Safety pins

Small sterilaun-medicated wound dressings

Medium sterile uamedicated wound dressings

Large sterile urmedicated wound dressings

Roll adhesive tape, 1.25cm wide

Crepe bandages

Elastic bandages

Scissors

Pair disposablgloves

Resuscitation mask

Pair tweezers

Small bottles of sterile eyewash solution

Alcohol swabs

Hand towels

First aid booklet

1. Emergency services telephone numbers and telephone numbers and addresses posted next to the fii
kit: Ye<P@ No@

2. Name, photograph and telephone number of First Aid Officers posted on the outside of the First Aid k
Yesz Nazz
Inspectioncompleted by: Date:
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APPENDIX

FIRST AID KIT LOGBOO

This log is to be completed for all incidents in the workplace

Date | Time Injured Nature Of Treatment Supplies | Attending | Injury/
Person Injury/lliness Provided Used First Aid | Incident

Officer | ForM

Number
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OCCUPATIONAL HEAIAND SAFETY:

INCIDENT AND INJUREPORTINBOLICY

Policy number POL0O41 Version 001
Drafted by PM Approved byBranch  September2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Uniorrecognises that the health and safety of its employees is a priority and that if accidents or
incidentsdo occur, they should be reported. Incidents should be investigated to ensure that the
possibility of recurrence or further risk is minimised.

The Uniorunderstandghe importance of incident reporting and investigation and has developed
hazard inspection, hazard reporting and maintenance programs to minimise the workplace accidents
or dangerous occurrences.

This policy applies to all employees, volunteem)tractors and visitors under the control of the
Union.

PURPOSE
This policy has been developed to ensure thatmiplyees, volunteers and contractanaderstand
the processes to be taken in the enteof a dangerous occurrence, accident or notifiablgdent.

DEFINITION

Incidentrefers to anyevent which causes or could have caused injury, illness, damage to plant,
equipment, vehicles, property, material, or the environment or public alarm.

It also includes losses of containment, fire, explosion-c@mpliance with environmental
regulatory requirements, vehicle incidents and-sitie incidents.

Notifiable incidentas the same meaning as contained in YWerk Health and Safety Act 2011

PoLicy
The Uniorcommits to preventing workplace accidertsd minimising dangerous occurrences and
will endeavour to achieve a zero accident rate.

The Uniorwill:
1 Provide a mechanism for reporting accidents, incidents, wethkted illness and dangerous
occurrences
1 Investigate accidents to determine tleot causewith the objective of preventing a
recurrence
1 Ohbtain statistical information about the accident or incidents
1 Meetlegislative requirements famotifiable incidentsin accordance with th&/orkplace

Health and Safety Act 2011.
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All accidents or incidentat result in an injury or workelated illness during the course of work
must immediately be reported to thelealth and Safety Representative and First Aid Officer.

Any dangerous occurrence which has the potential to result in injury or damage to propest be
reported in the same manner as an accident.

In the event of aotifiable incidentthe Unionmustensurethat ACT WorkCoveés notified and that a
full investigation is undertaken tdetermine the rat cause.

The most appropriate correctivaction will be taken to ensure the incident does not recur

AUTHORISATION

Secretary
AEU ACT Branch
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OCCUPATIONAL HEAIAND SAFETY PROCEDJR

INCIDENT AND INJUREPORTING

Drafted by PM Approved byBranch September2013
Executiveon

Responsible person  Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility ofhe Secretanto ensurethat:
91 the Health and Safety Representative is notified of all dangevoasrrences;
1 staff are aware and understand the principles of incident and accident reporting and
investigation;
9 Allincidents and accidents that result in or have the potential to result in injury or damage
are investigated and, where necessary, correctv preventative action is taken;
1 All matters relating to employee/volunteer welfare are dealt with in the most appropriate
and timely manner.

It is the responsibility odll employees, including volunteers or contractais ensure that:
1 Accidents and &zards are reported to the Secretary at the earliest opportunity;
1 All requirements and obligations under théork Health and Safety Act 20&fe complied
with.

It is the responsibility of thélealth and Safety Representatitgefulfill their functions un@r Section
68 of theWork Health and Safety Act 2011

PROCEDURES
All accidents or incidents that resutt &n injury or illness at wonkiust be reported to the Health
and Safety Representative within 24 hours of the incident occurring

Any workplace addent or incident angerous occurrengevhich has thgotentialto result in injury
or damage to property must be reported in the same manner as an incident or accident thasresult
in injury or damage.

Immediate actions

All injuries and illnesses must lassessed by a qualified First Aid Officer to determine whether
medical treatent is required. The relevantipervisor must advise thBecretarnof all injuries or
illnesses.

If medical treatment is required, the y 2 dzNB Rsupeiishiindsy edsure that suitable
arrangements are made for ngport to a doctor or hospitalt must be noted that:
1 All eye injuries (including foreign objects between the eye and eye lid which is not dirt or
dust particles) must be referred to a doctor or hdap
1 When injury or illness involves a chemical, a Material Safety Data Sheet and other
information which may have been prepared for such incidents must accompany the injured
person to the doctor or hospital.
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TheHealth and Safety Representatiraist benotified immediately in the event of any incident
which occurs.

All injuriesresulting inlostwork time must be reported to thédealth and Safety Representative
within 24 hours.

The following documents must be completed for all incidents and injumesving employees,
volunteers,agency staff, contractors, visitors or the general public:

1 TheAccidentincidentReport Forn{see Appendix Af First Aid Policy);

1 Incident notification agppropriate to ACT WorkCover.

A copy of thecompletedincident rgport form must be retained and filed by thdealth and Safety
Representative

If the incident/injury results in &/orker@ Compensation claimthe following forms need to be
completed:
T 22N]SNRa /2YLISyaldAazy F2N¥ FTNRBY (GKS SYLX 2eSS
f 22NJ SNR& / 2mlssyitkeletiplogey T 2

All claims for compensation must be accompanied with an appropriate medical certificate for time
lost.

Ensure copies of all documents are keptibk S SYLX 28 SSQa LISNER2Yyy St FAfS

TheHealth and Safety Representatiwdl ensure thatan appropriate incident investigation for all
lost time injuries and major incidents is conducted and reported toSberetary.

Each accident or incident must be investigated in consultation wittSexetaryto ensure that
corrective or preventative@ion is taken as appropriate.

In the event of a death
Advise Emergency Services on 000. If an incident results in a, theatite of the incidentnustnot
be disturbed until:

1 aninspector arrives at the site of the incident; or

9 an inspector directstherwise at the time of notification.

The above does not apply if the disturbance to the site is for the purpose of:
1 protecting the health and safety of any person; or
1 aiding an injured person involved in an incident; or
9 taking essential action to makbé scene safe or to prevent a further occurrence of an
incident.
Advise theHealth and Safety Representativemediately.

TheHealth and Safety Representatmal advise the Secretary immediately
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RELATEDOCUMENTS
1 Work Health and Safety Act 2011
I OH&SFirst Aid PolicyPOL040)
1 OH&SRisk Management Poli¢i?OL042)

AUTHORISATION

Secretary
AEU ACT Branch
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OHS RISK MANAGEMHENOLICY

Policy number POLO2 Version 001
Drafted by PM Approved byBranch ~ September2013
Executiveon

Responsiblperson Business Manager Scheduled review date May 2015

INTRODUCTION
The Uniorwill endeavair to minimise the risk any particular operation poses to our organisation,
our staff, our members or the general public.

PURPOSE
The purpose of this document is identify applicable OHS risks and to enable risk management
procedures to be satisfactorily identified, organised and maintained.

DEFINITIONS
OHS Risis the probability that an occasion will arise that presenghgsical or emotional danger to
our staff, our members or the general public

PoLicy

The Uniorhasa duty to provide a safe workplader its staff and a safe environment for its
members and the general public to visihe Uniorwill put procedures in gice that will as far as
possible ensure that risks are minimised and their consequences averted.

AUTHORISATION

Secretary
AEU ACT Branch
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OHS RISK MANAGEMHENWROCEDURES

Procedures number PROCQ Version 001
Drafted by PM Approved bySecretary September2013
on

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

It is the responsibility of the Branch Executive, with the assistance of the Secretary and the Health
and Safety Representative, to carry out OHS risk management analyses of the organisation, and to
take appropriate measures.

It is the responsibility athe Secretarnto ensure that:

9 Staff are aware of their right to request that a Health and Safety Representative be elected;

9 effective risk management procedures are in place, applicable to all relevant areas;

1 risk management procedures are reviewed regiytar

1 recommendations arising out of the risk management process are evaluated and, if
necessary, implemented; and

T SYLX288SSa IINB gl NB 2F Fft FLIWIXAOFoES NRa{a |
procedures.

It is the responsibility ahe Healthand Safety Representative bring to the attention of the
Secretary any risk management issues they consider necessary.

It is the responsibility of aditaffto ensure thathey:
T INB FFEYAEAINI gAGK GKS !'yAzyQa NARa]l YIFylF3aSYSyl
1 observe thoseisk management procedures; and
9 inform the Secretary if they become aware of any risk not covered by existing procedures.

PROCEDURES
Managing Risk
The Secretary will nominate appropriate staff in the office to carry out risk assessment exercises.

Thisshould involve:
9 identifying the risks attached to every element of their operation and the likelihood of that
risk eventuating
1 identifying practices to avert those risks;
1 identifying practices to mitigate the effects of those risks; and
9 recording thoseisks, those precautions and those remedies in the form of a single checklist
for the whole office.
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Risk Management Checklists
The Secretary will ensure that

1 the risk management checklist is available to staff;

1 the risk management checklist is reviewed by the Union at least once a year to ensure that
no risks have been overlooked and appropriate steps to mitigate the identified risks are
taking place;

9 acurrent copy of the risk management checklistatd by the Business Manager inRisk
Management Register.

RELATEDOCUMENTS
1 Work Health and Safety Act 2011
1 OH&SFirst Aid PolicyPOL040)
I OH&SIncident andnjury Reporting PolicfPOL041)

AUTHORISATION

Secretary
AEU ACT Branch
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PERFORMANGEANAGEMENPOLICY

Policy number POL043 Version 001
Drafted by PM Approved byBranch  September2013
Executiveon
Responsible persor Business Manager Scheduled review date May 2015
INTRODUCTION

The Branch Secretary and all employees are required, in accordance with Cldtisiea?iting
Quality Performance in the AEU Office of the AEUACT Officer and Employee Enterprise Agreement
20112014, to develop an annual work plan, in consultation with tkajervisor.

The annual work plaprocess has been designed to provide a vital link between teA 2 y Q &
Strategic Planits vision and guiding principles, and individstaff members It is alsalesignedo
ensure that goals and objectives flow from ttog of the organisation to the personal objectives of
each individual.

PURPOSE

The purpose of this policy is to ensure that a cstesit approach is followed faronductingannual
work plansand that jobrelated skill and knowledge, and employee compeier and behaviours,
are evaluated and compared against set standardslmdnobjectives.

PoLicy

During the first month of y S Y Litatntnéh&@ent in a roler at the time of the annual
review, supervisorsill work with the employee talevelop aVork Plan TheWork Planwill cover
each of the points raised in Clause 27.3 of the enterprise agreement, including a plan for
professional learning and developmeamttraining activities

/| 2Y&ARSNY GA2Y aKz2dzZ R | f dermoaerdojeditey. (12 GKS AYRAJA
The normal period that an annual Work Plan will cover is from 1 January to 31 December each year.
Supervisorsvill review their Work Plan with each employee by Week 2 Term 3 each year. This is to

ensure that any costs associated witletplan are provided to the Secretary in time for

consideration in the Annual Budget for the following year.

At least twoassessmerstand discussiosiof performance will be carried out throughout the course
of the annual Work Plabetweensupervisorsandeach of their employees

AUTHORISATION

Secretary
AEU ACT Branch

152



Final version approved by Branch Execu¢j\i2 Novembef013

PERFORMANGEANAGEMENPROCEDURES

Procedures number PROC043 Version 001

Drafted by PM Approved byBranch  September2013
Executiveon

Responsible person Business Manager Scheduledeview date May 2015

RESPONSIBILITIES
It is the responsibility afhe Secretaryo ensure that supervisors
9 familiarise themselves with the performance management system objectives
procedures;
1 are givernongoing development ahe skills that araequired to effectively conduct
performance reviews
1 are giverongoing support and guidance with performance management issues
9 carry out their responsibilities according to this palicy
It is the responsibility ofmployeesto:
91 participate openly and hagstly in planning and assessing their own performance objectives
and receivingdedback from their Supervisor.

It is the responsibility ahe Supervisoro:

1 corntinually review and refine the performanceamagement systerto ensure itwill support
the adiievement ofti K S | ghfe@iwes) @nd which will fairly and consistently evaluate
each individua® performance against these objectiyes

1 ensure that alemployeesare aware of their responsibilities in the performance
management process

It is the reponsibility of the President to conduct the performance review process with the
Secretary.

PROCEDURES

Annual Work Plan

TheAnnual WorlPlan is designed to provide the opportunity to establish targets which provide a
challenge to employees and which canrbeiewed and modified in response to employee
achievements.

TheSupervisor concerned wdkvelop aVork Plantogetherwith the employee within the first
month of an emjppyee commencing or during the annualiew processTheWorkPlanis to be
updatedduring every annual performanceview or as required throughout the course of the
calendaryear.
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Employees should initially draft their owlork Plan based on an agreed templadéad then arrange

a discussion with theiBupervisoso that the Plan can be agreed and finalised. If a situation occurs in
which agreementannot be reachedooth the employee and th8upervisoshould attach a memo
outlining their position, and forward thé/ork Plan to theSecretanfor a final decision.

TheWork Planwill:

9 identify goals andrioritiesfor the followingl2-month calendarperiod. It is each
{ dzLJS Ns@espoisiNility to ensure that these are in line withthg A 2y Qa { G N>F 6§ S3A O
and the job description for each positioBactpriority should haveSMART goals (Specific,
measurable, attainable/agreed upon, realistic/relevant, and timddumented, taallow
accurate assessment;

1 include proposed professional learniagd development or trainingctivities for the year.
TheSupervisor angmployeeshould consider what skills, knowledge and competencies are
required to achieve thgoals and prioritiesutlined in theWork Plan, an@utline the
AYRAGARIZ f Qa OoNRIR OFNSSNJ RANBOGARyaénthd yR RS G

Annud Review
Supervisorsvill review their Work Plan with each employee by Week 2 Term 3 each year.

As part of the Anual Work Plan review:
 theSupervisov dza i NBPASgs (KS SYLX ahe &HReeperinddaidez NY | y OS
goals and priorities;
1 The Secrety will be provided a draft of the proposed WoPlan prior to it being finaksl to
enable their input if they wish;
1 The final Work Plan will be securely stored by the Supervisor with a copy given to the
individual.

Link to Annual Increments

The AnualWork Plan eview processnay belinked to theannual increment process where staff are
able to access salary increments. For relevant positions the increment process that applies to
teacher and support staff within the ACT Directorate of Education andifigawill also apply within
the Union office.

RELATEDOCUMENTS
1 AEUACT Officer and Employee Enterprise Agreement2014
1 ACT DET Teaching Staff Enterprise Agreement2014
9 Staff Professional Development Pol{®\OL054)

AUTHORISATION

Secretary
AEUACT Branch

154



Final version approved by Branch Executj\i2 Novembef013

POLICIEAND PROCEDUREGSLICY

Policy number POL044 Version 001
Drafted by PM Approved byBranch ~ September2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Union needs a cleprocess for creating, approving and implementing policy. Policy documents
should be based on a uniform template, and policy documents should be gathered together as a
policy manual

PURPOSE
The purpose of this policy is to:
1 Lay down a template for all fioies and procedures;
9 outline a standard procedure for policies and procedures to be taken from their first drafts
through to implementation;
9 provide for changes over time to policies and procedures that are immaterial, in that they do
not affect the intet or substance of the policy and/or are administrative in nature and/or
involve the updating of documents and titlemnd to

9 illustrate a typical usage of the template.

PoLicy
The overall objectives of the Union are as defined in the AEU FederaldRdld®e ACT Federal
Branch Rules.

t2f AOASasY gKAOK NB RSAAIYSR (2 a®-NigecidioksS | yA2Yy(
are informed by deliberation and consultation, must be ap@d by the Branch ExecutivEhe

Branch Executive may delegdtethe Secretary responsibility for designing procedures to put those

policies into effect.

Branch Council, in accordance with ACT Federal Branch Rule 8Artay amend or reverse the
decision by Branch Executive to approve the policy

AUTHORISADN

Secretary
AEUACT Branch
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POLICY AND PROCED®/ RROCEDURES

Procedures number PROC044 Version 001
Drafted by PM Approved byBranch  September2013
Executiveon

Responsible person Business Manager Scheduled review date 2015

RESPONSIBILITIES

TheBusiness Manager is responsible for ensuring that proper procedures for the development,
consultation, acceptance, recording, reviewing and implementation of everyypakcdesigned and
adhered to.

PROCEDURES

The Branch Council, Branch Executive,atiiveor Councicommittee, the Secretary or Union
employees will identify the need for a policy document, or for the revision of an existing policy
document, and the Branch Executive will then, if they consider it necessary, identify an author or
authors.

The author/s will consult with interested members, relevant staff, and gresdknowledgeable in the
area.Consultation may take the form of casual conversations, formal meetings, policy development
workshops, email forums, etc.

The draft policyshould be circulated to Branch Council, Branch ExecutigeéJaion employees for
comment.

The author/s will consider any feedback received and will create a final draft for presentation to the
Branch Executive.

The Branch Executive will accept the pgplidefer it, reject it, return it to the authors for
amendment, or assign revision to other authors.

Following acceptance by the Branch Executive:
1 the policy shall be added to the Policy Manual as Version 1. All subsequent revisions shall be
numbered acordingly (e.g. Version 2, Version 3, etc.
9 acopy of the policy will be provided to the next Branch Council meeting as part of the
minutes of that Branch Executive meeting.

The Branch Secretary may make changes over time to policies and proceduree tinatnaterial,
in that they do not affect the intent or substance of the policy and/or are administrative in nature
and/or involve the updating of documents and titles

Policy and Procedure Format
All policy documents will adhere to a standard policy template (which this document is based on),
and so will have the saméf 2 2 {  hsyhi® dGEUNSrit. Q

The format of the policy template will include the following headings:
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Heading

Definition

Policy Number

Each policy document hasuaique number, starting at 00This is referred to
in the contents page of the policy manual.

Policy Name

A few unique words that describe the general subject matter of the policy.

Version Number

When a policy ibeing drafted, its Version Number ¥ n nOn€2 passed at a
Dax AG 0S02Y SFalowng sthedlukey or dthrerrewiSions, this
number increases by one.

Drafted By

The person, group of people, subcommittets., that drafted the policyThese
people may be contacted prior to any future changes being made, or regar
any confusion around the original intent of the policy.

Passed by the
Branch Executive
on:

This is the date that the Branch Executive approved the policy.

Responsible
Person:

TheBusiness Manager is responsible for the overall management of all pol

Scheduled review
date:

The date set by the Branch Executive for review of the policy. Normally thig
occur in May of the year in which new Branch Executive elections wiklde h
or whenever the Branch Executive detenes that a need has ariseReviews
must follow the same development procedure as new policy proposals.

Introduction Background information on why this policy exists.
Purpose What this policy seeks to achieve.
Definitions When appropriate specific definitions of terms used within the policy may b
inserted.
The actual content of the policy; the details of the position held by the Unio
. on the topic.
Policy

A policy documeninay include several sdfieadings under this topic,
depending on the complexity of the policy matter.

Responsibilities

Identifies who is responsible for adhering to, implementing, and monitoring
relevant aspects of the policy or procedure.

Procedures Outlines how the policy is implemented on a dayday basis.
Identifies any other documents that are relewaor important to the policy.
While all written material within the organisation is related in one way or
Related another, there willoften be particular documents that should be reiad
Documents conjunction with the policyExamples may include other policies, legislation
aS0GA2ya 2F NBtSGlIyd GSEGdLVLE (KRot!
all policy documents will have RelatBdbcuments.
o Certifies that the policy has been through all necessary procedures and is 1
Authorisation

in force.
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RELATEIDOCUMENTS
1 All Policies
9 ACT Federal Branch Rules

AUTHORISATION

Secretary
AEUACT Branch
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PRIVACY POLICY

Policy number POL0S Version 001
Drafted by PM Approved byBranch ~ September2013
Executiveon
Responsible persor Business Manager Scheduled review date May 2013
INTRODUCTION

The Unionis committed to protecting the privacy of personal information which the organisation
collects, holds and administers. Personal information is information which directly or indirectly
identifies a person.

PURPOSE
The purpose of this document is to provide a frameworkifi@ Uniondealing with privacy
considerations.

PoLicy

The Uniorcolects and administers a range of personal information for the purposegeting its
objectives.The organisatioiis committed to protecting the privacy of personal information it
collects, holds and administers.

The Uniorrecognises the essential rigbt individuals to have their information administered in
ways which they would reasonably expegtrotected on one hand, and madeaassible to them on
the other.These privacy values are reflected in and supported by our core values and philosophies.

The Unionis bound by laws which impose specific obligations when it comes to handling
information. The organisatiohas adopted the following principles contained as minimum standards
in relation to handling personal information.

The Uniorwill
1 Collect mly information which the organisation requires for its primary function;
1 Ensure thamembersare informed as to why we collect the information and how we
administer the information gathered;
1 Use and disclose personal information only for our primary fionstor a directly related
LJdzN1J2 8SS 2NJ F2NJ I y20KSNJ LJzN1LI2AS A GK (GKS LISNJ
9 Store personal information securely, protecting it from unauthorised access; and
1 Providememberswith access to their own information, and the right to seek its correctio

AUTHORISATION

Secretary
AEU ACTrBnch
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PRIVACY PROCEDURES

Procedures number PROC® Version 002
Drafted by PM Approved byBranch  September2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES

The Branch Executive responsible fodeveloping, adopting and reviewittlgis policy.

The Business Managisrresponsible for th implementation of this policy, fanonitoring changes in
Privacy legislatiorand foradvising on the need teeviewor revsethis policy as and when the need
arises.

PROCEDURES
Collection
The Uniorwill:
1 Only collect information that is necessary for the performance and primary funcfitire
Union
1 Notify members through its websitgbout why we collect the information and how it is
administered.
1 Notify members through its websitehat this information is accessible to them.

Use and Disclosure
The Uniorwill:
T Only use or disclose information for the primary purpose for which itaedlected or a
directly related secondary purpose.
1 For other useghe Unionwill obtain consent from the affected person.

Data Quality
The Uniorwill:
9 Take reasonable steps to ensure the informatiba Unioncollecsis accurate, complete,
up-to-date,and rekvant to the functions iperforms.

Data Security and Retention

The Uniorwill:
I Safeguard the informationolleced and store against misuse, loss, unauiked access and
modification.

1 Only destroy records in accordance with theionQ BecorddVianagement Policy

Openness
The Uniorwill:
1 Ensuremembersare aware othis Privacy Policy and its purposes.
f Make this information freely available in relevant publications and orltherQa @S0 aA G S @

Access and Correction
The Uniorwill:
1 Ensurendividuals have a right to seek access to information held about them and to correct
it if it is inaccurate, incomplete, misleading or nottopdate.
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Anonymity
The Uniorwill:
1 Givemembersthe option of not identifying themselves when completing evéluaforms
or opinionsurveys about the conduct of the Union.

Making information available to other organisations
The Uniorcan
1 Only releasegpersonal information about apersanA G K G KIF i LISNE2y Qa
personal information to be released, the person comsgt must sign a release form.
1 Release information to third parties where it is requested by the person concerned.

RELATEDOCUMENTS
1 Branch Executiv€onfidetiality Policy(POL009)
1 Email Retention and Storage Policy (POL024)
1 EmploymentReferences PoligPOL025)
1 Records Management PoliOL048)

AUTHORISATION

Secretary
AEU ACT Branch
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PURCHASING, PROCUEEW AND LEASIN®LICY

Policy number POLO& Version 001
Drafted by PM Approved byBranch  September2013
Executiveon
Responsible persor Business Manager Scheduled review date May 2013
INTRODUCTION

The Unioris committed toensuing that all its financial management processes are ethical,
accountable and transparent.

Branch Executive members, subject to the control of Branch Council, take ultimate responsibility for
the financial management and governance of the Union.

PURPOSE
This policy:
1 Isintended toclearly definghe financial managemermirocesses associated with
purchasing, procurement and leasing.
1 Incorporates the underlying principle of open, transparent accountability into all aspects of
financial management and governance of the Union.

PoLicy
All major purbasing, procurement and leasing decisions made by the Union will:
f 6S dzyRSNIIF 1Sy FT2NJ GKS o0SySTAG 2F (GKS dzyA2yC
f  be made in accordance withtheg/h 2 y Qa 2 0 2 S QllyA AIKES odeyar 2aySiE 2Nt
strategic and operational plans and budget)
1 representthe best value for goods and services procured andctirapetitivemarket
rate for any lease.

AUTHORISATION

Secretary
AEU ACTrBnch
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PURCHASING, PROCUEEW AND LEASINNROCEDURE

Procedures number PROCO8 Version 001
Drafted by PM Approved byBranch  September2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
The Branch Executive responsible fodeveloping, adopting and reviewittlgis policy.In particular
it is responsible for determining a list of preferred suppliers.

The Branch Secretaiy responsible for ta implementation of this policgnd foradvising on the
need toreviewor revisethis policy as and when the need arises.

PROCEDURES

Purchasing

All payments for purchases made by cheque or electronic banking ragureligiblesignatures in

f AYyS 4 A KCheépteSigning anél KleRtfonic Banking Pdliayible signatories are the
Secretary, President, Vié&residentsand employees of the Branch specifically authorised by Branch
Executive to do so.

TheBranch Executive will determirgelist of preferred suppliers, which should be referred to when
making purchasing decisions. Generally speakivegUnionwill select the lowest cost optiofor any
particular purchase. déivever, this will be weighed against the best interests of members and the
union, such that a higher quote may be accepted if that service provider offers a better overall deal
or a better grvice to members.
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Procurement

The A2y Qa LINRPOdZNBYSy(d Nz S& INB |a F2ft26ayY

Value of Goods/Services

Procurement Rules

Up to $1,000

Oral quotations may be obtained for purchases up to $1,@0@ritten record
of all quotes must be kept. It is not mdatory to obtain more than one
guotation for purchases up tol$000;however the purchase should still
represent value for money. All such purchases must be authorised in line
GKS ''yAz2yQa [/ KSI|dzSa {A3IyAy3a FyR 9
Trarsaction Cards Policy.

Greater than$1,00@nd up
to $5,000

Written quotations for purchases must be obtained in writing.
Although it is not mandatory to obtain three quotations for purchases less
than $5,000, those authorised to approve expenditure messatisfied, and
be able to justify, that

1 the recommended supplier is price competitive for the particular

requirement and/or

91 the specific purchase proposal is to the best advantage of the uni
whilst having regard to such factors:
as standard of servic
quality of product
proximity to requirement
delivery times
convenience

9 cost of acquisition.
Regardless of the number of quotations obtained, the quotations obtained
must be in line with the market value of such goods or services.

=4 =4 —a —a 2

Greater than$5,000

For purchases greater than $5,0@0e Union will seek at leashree

quotations, which should be invited in writing. This may be, if appropriate,

part of a publicly advertised tendg@rocessor through a closed tender

process with the union inviting fmal quotations from the preferred supplier

list.

The following supporting documentation shall be maintained in respect to

each transaction:

a) delegated authority to submit the goods or services to tender/quotatio

b) details of for whom, where and why goodsservices are required, in lin
gAGK G(KS dzyA2yQa aidN)»GS3Iesx o6dzR3

c) alist of those asked to submit a quotation

d) a copy of the written request for quotation

e) copies of quotations obtained

f) criteria used for selecting those asked to submit a @tion

g) if fewer than threequotations obtained, reasons why

h) full explanation/justificationfecommendation fo acceptance of the
quotation. This recommendation shall address all specified selection
criteria.
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Leasing
Any proposal$or the leasing by or from the Union will be developed by the Branch Secretary in

consultation with the Finance Committee. All such proposals must be endorsed by the Branch Executive
prior to being entered into.

RELATEDOCUMENTS

1 AEU ACT Bran@ode of FicsPolicy(POL001)

1 Cheque Signing and Electronic Banking Policy (POL015)
1 Financial Management and Governaritaicy(POL029)

9 Financial Transaction Card PolieYDL030)

AUTHORISATION

Secretary
AEU ACT Branch
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RECEIVING GIFTS ANDSPITALITROLICY

Policy number POLOZ Version 001
Drafted by PM Approved by Branch  September2013
Executiveon
Responsible persor Business Manager Scheduled review date May 2015
INTRODUCTION

The Unioris committed to ensring that its decisionmakingprocesses are above reproach. As such,
while it is acknowledged that thecceptance ofjifts and hospitalitys at times in the interests of the
members, it is necessary that there are transparent procedures in plaagler to avoid any
perception that hS  dzy’ A 2 y Qndakirlg Bracasdes @oyld be influenced by this.

PURPOSE

The purpose of this policy isto&mdzNB G K| i G KS Iprgtéceed/andits iN@ytitdiginoti A 2 y A
undermined by a perception that the union is not impartladoes this byspeling out under what

circumstances gifts and hospitality may be accepted and the procedures to follow if this occurs.

PoLicy
This policy applie® all employees and officers of the Union.
WDATFGA | ViRclule8 A LA G f AG@Q
9 all hospitality in the form of freer discounted accommodatiomeals, or
entertainment, including tickets to events
1 any loans, gifts or money
1 any other material benefit.
The Uniorpermits officers and employees to acceyifts orhospitality onlyin accordance with this
policy and procedures

An individual must declineng gift or offer of hospitality, regardless of its valukthere is a
reasonable belief that it is being provided in order to secure a particular benefit or to inflileace

| Y A 2¢CQadnrmaking around a particular issue, or where it could be perceived by a reasonable
person that the giving of this gifir hospitalitymay hae this effect on union decisiemaking.

In considering whether to accept or reject a giftoffer of hosptality, the individual must consult
with the Secretary (or if it is the Secretary, with the President)

AUTHORISATION

Secretary
AEUACT Branch
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RECEIVING GIFTS ANDSPITALITMROCEDURES

Procedures number PROCOA Version 001
Drafted by PM Approved byBranch ~ Septembe013
Executiveon

Responsible person Business Manager Scheduled review date May 2015
RESPONSIBILITIES
It is the responsibility ahe Secretanto ensure that:
9 Union officers and employees are aware of this policy;
9 Anybreaches of this policy coming to their attention are dealt with appropriately

It is the responsibility of the Business Manager to ensure that the Gifts and Hospitality register is
kept, maintained and updated.

It is the responsibility odill Union offcers and employee® ensure that theireceiving of any gifts
or hospitalityconformsto this policy.

PROCEDURES

Register of Gifts and Hospitality

All hospitality or giftsn excess of $100 which are received by employees or dffioethe course of
their dutiesmust beentered onto aregister ofgifts and hospitality(Appendix A)

No employee or officemay accept a gift or any hospitality excess of $10flom any employer or
representative of an employer with whom the union is engaged in barggioeinwhom the union
seeks to bargain or otherwise organise.

The Gifts and Hospitality Registeto be kept, maintained and updated by tigusiness Manager
and a copy must be forwarded to tlénance Committeas soon as practicable after the register i
updated.

The register is alstm be placed on the agenda of the Branch Executive as a standing item and
reported upon by the Finance Committee at least once per year or as it deems necessary.

Individualsare not required tareport giftsor hospitalily in the following circumstances:

1 hospitality or gifts valued at less th&100. However, if the value of the gift or hospitality is
unknown it should be entered on the register.

1 routine flight arrangements that have been paid for by the union tesults in a seat
upgrade or other additional services provided by the airline in the normal course of business

7 YSIEa 2N Y2RSaG SydSNIFAYYSyd GKFG A& LINEOAR!
engagemaet, attendance at a conferena@ charity even
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Subjest to a decision of the Branch Executitiee Unionmay require any gift that is deemed to be in
breach of this policy to be returnedr the officer oremployeeto reimburse the value of thgift or
hospitality received.

RELATEDOCUMENTS
1 AEWCT Officer and Engylee Enterprise Agreement 202014
1 AEU ACT Branch Code of Ethics Policy (POL001)
1 Reimbursement of Expenses and Payment of Allowances Feldy049)

AUTHORISATION

Secretary
AEU ACT Branch
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APPENDIX A
Hospitality and Gifts Register
Recipient name| Gift/benefit Estimated value of . Reason for
Date . - . i Received from| . )
and position description gift/benefit gift/benefit
Declaration

| confirm that | have disclosed all hospitality and gifts received by me. | understand thayit is
responsibility to disclose any additional gifts or hospitality received in future, as soon as practicable.
WSOALIASYyGQa aAiadayl G4dz2NBY

.dzaAAySaa alyl3aISNRa aA3ylFGdzNBY Quuguueuueeeueyyy gy

Date:
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RECORDS MANAGEMBMNILICY

Policy number POL048 Version 002
Drafted by PM Approved by Branch 12 Novembef013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
In order for the Union to run efficiently and to meet certain legislative requirements (e.g. taxation
and industrial laws) it is necessary for the Union to have effective record management processes.

PURPOSE
The purpose ofhis policy is to ensure that the Union has effective record management processes in
place.

DEFINITIONS

¢ KS S NohasthsE@enmeRidg as definedSection 9 of th@erritory Records Act 2002

WY NBO2NRI AY oNAGGSYZ StSOGNRYAO 2N lFye 20KSNI 7
entitled to control, kept as a record of its activities, whether it was created or received by the
F3Syde Qo

PoLicy

The Union must have effective procesdo create, maintain, store, update and disposéof
records in order to fulfiits legislative requirements and to ensure that the Union is managed
efficiently.

Records are created/aR 1 SLJ0 | & S @A RiBcyodsS actifies dnl tBanshoyishagdy Q &
can be stored and managed in any format (e.g. paper, videmtoghaph, microfilm, electronically

The storage of relevant email records will be done in accordance with thé Eetaintion and
Storage Policy.

AUTHORISATION

Secretary
AEU ACBranch
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RECORDS MANAGEMBNROCEDURES

Procedures number PROC048 Version 002
Drafted by PM Approved by Branch 12 Novembef013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It shall be theresponsibility of the Secretary to monitor the implementation of this policy.

The Business Manager shall be responsible for creating, maintaining, storing, updating and disposing
of all necessary records.

Employees shall be responsible for adhering t@ealord management processes put in place by the
Business Manager.

PROCEDURES
The Business Manager will ensure there are effective processes in place foatlagement of all
necessary Union records.

In particular these processes must comply withedidlative compliance requirements of the Union.

The Business Manager will conduct an annual review of these processes and provide a written report
to the Secretary, in accordance with the Legislative Compliance Policy.

Union Record Categories
For thepurpose of determining the appropriate disposal action, all Union records will be classified
into the following categories:

Advice
The activities associated with offering opinions as to an action or judgement. Includes the
process of advising.

Agreements

The processes associated with the establishment, maintenance, review and negotiation of
agreements (other than industrial agreements for AEU members) to which the AEU ACT Branch is
legally bound. Includes records associated with prepaaimd) settlingagreements/contracts

such as memoranda of understanding (MOU), deeds, leases, licences and mortgages.

Appeals (Decisions)
The activities involved in the process of appeals against decisions by application to a higher
authority.

Audit

The activitiesassociated with officially checking financial, quality assurance and operational
records to ensure they have been kept and maintained in accordance with agreed or legislated
standards and correctly record the events, processes and business of the Uaispénified

period. Includes compliance audits, financial audits, operational audits, recordkeeping audits,
skills audits, system audits and quality assurance audits.
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Awards

The process within the Fair Work Commission of creating and varying ModernsAwiaich
underpin theindustrial agreements that appliés AEU memberdncludes all files in the AEU
ACT Branch File List underBnion Awards (other than Compliance file, B48)

Campaigns

The activities associated with the development and implementadioall industrial (other than
enterprise bargaining)professionabnd social justiceampaigns in which the Union is involved
either alone or in collaboration with othégnions ororganisations.

Committees

The activities associated with the establishimyeappointment of members, terms of reference,
proceedings, minutes of meetings, reports, agendas, etc. of commjtteegwsand task forces
both internal and external to the Uniomcludes all files in the AEU ACT Branch File List ilnder
ACT Educain Working Parties/Reviews etc.

Compliance

The activities associated with complying with mandatory or optional accountability, fiscal, legal,
regulatory or quality standards or requirements. Includempliance with legislationyith

national andnternational standagls, suchas the ISO 9000 series and whthir Work Act

processes for rule changes and elections.

Contracting out
The activities involved in managing the performance of work or the provision of goods and
services by an external contttac, vendor or consultant, or by using external bureau services.

Disputes

The process of handling any industrial or professional dispute between the AEU ACT Branch and
the Territory as the employer of all AEU members or the Federal government as a key
stakeholder in public education.

Employee Records
The documenting of the employment relationship and history of staff within the AEU ACT

NI yYOK® LG AyOfdzZRSa Fff AYyF2NNIGA2Y y2N¥Iffe T2d
salary, allowances, leavaken etc.

Enterprise Bargaining

The process where AEU ACT Branch members negotiate increased pay or other benefits with
their employers in exchange for implementation of working arrangements that improve the
performance of the agency. Includes activittessociated with establishing and implementing an
enterprise agreement under théair Work Act 2009

Financial Records

The documenting of all financial activities and financial mamege of the AEU ACT Branch. It
includes all files in the AEU ACT Branch Finance Figmdiahy otherecords pertaining to
income and expenditure, taxation matters, asset management, budgets, audited financial
statements etc.
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Government Department®©rganisations/Political Parties

The documenting of all general correspondence to and from all ACT and Federal Government
Departmentsincludes all files in the AEU ACT Branch File List @daovermment

Departments (FederglC- ACT Governmer{pther than Committeeor Industrial and

Professional Matterdiles)and G- Organisations, Political Parties

Grievances

The activities associated with the handling and resolution of grievances raised by either AEU
members or Union employees about the operation of the AEU ACT Branch. Inudunditing
complaints over perceived discrimination, or those arising over work environment, work
organisation or distribution, peers, supervisors or subordinates. Also includes complaints
regarding the provision of access to opportunities such as traieipgpment, promotion, or
higher duties.

Industrial and Professional Matters

Theactivities associated with therlibnQ i&volvement in any industrial (other than enterprise
bargaining or campaigns) or professional matter on behalf of its members. Indlifies in the
AEU ACT Brah File List unddg- Staffing Classifications, Appoingmts, Transfer and
Promotion,F- Working Conditions and HEducational and General Issues (other than Research
matters).

Insurance

The process of taking out premiurttscover loss or damage to property or premises, and to

O2@SNJ Odzaii2YSNABA FyR aidlFF¥F 3FAyad Ayadz2NE 2N RSI
premises or whilst engaged during employment. It includes the provision by the AEU ACT Branch

of Journey Covensurance for its members and Professional Liability Insurance for its staff and

Branch Executive.

Meetings

The activities associated with regular or ad hoc gatherings held to formulate, discuss, update or
resolve issues and matters pertaining to the og@n of the Union. Includes staff meetings,
arrangemerns, agenda, taking of minutexc. Excludes committee meetings.

Membership Records

The activities associated with the handling of any matters concerning individual members-or Sub
Branches of member#ncludes all files in the AEU ACT Branch File List of Individual Members
and SubBranches

Other Unions/Organisations

The activities undertaken by other Unions or organisations. Includes services those bodies
provide, correspondence to and from thobedies and minutes of meetings of those bodies (e.g
UnionsACT CounciBlsolncludes all files in the AEU ACT Branch File List énd@ther
Unions/Services

Planning

The process of formulating ways in which objectives can be achieved. Includes deteymof
services, needs and solutions to those needs.
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Policies and Procedures

The activities associated with developing and establishing decisions, directions and precedents
which act as a reference for future decision making, as the basis from thieidlnion's

operating procedures are determinelhcludes the AEU ACT Branch Policy and Procedures
Manual and all industrial and professional policies determined by the Union.

Property Management
The activities associated with the efficient managemerdlbproperty avned by the AEU ACT
Branch. mcludes management of rental property owned by the Branch.

Reporting

The processes associated with initiating or providing a formal response to a situation or request
(either internal, external or as a requiremtsof Union policies, regulation, or legislation, e.g.
Annual Report). Includes statistics and returns.

Research

The activities involved in investigating or enquiring into a subject or area of interest in order to
discover facts, principles, etc. Used tgpport development oEampaignsprojects, standards,
guidelines, etc. and Union activities in general. Includes following up enquiries relating to
programs, projects, working papers, literature searches, etc.

Record Management Disposal Action
The disposiaction required for each of these categories is as contained in the Record
Management Disposal Schedule at Appendix A.

RELATEIDOCUMENTS
1 Email Retention and Storage Pol{yDL024)
1 Legislative Compliance Poli®&0OL034)

AUTHORISATION

Secretary
AEUACBranch
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APPENDIX A
RECORD MANAGEMENT DISPOSAL SCHEDULE

*NBY

' viSaa

20KSNBAAS

&0 (SR XforigdctSDisposa? AbiSthe2 T D dzA R
Territory Records (Records Disposal Schedulgustrial Relations Records) Approval 2011 No.1

RECORD RECORD CATEGORY DESCRIPTION | DISPOSAL SOURCE OF
CATEGORY ACTION GUIDANCE/
AUTHORITY
Advice Written advice provided to Branch Archive *NB
Executive or Branch Council and associat| permanently
working papers that affects significant
change and/or relates to controversial
matters
Written advice provided to Branch Destroy 5 years | *NB
Executive or Branch Council and associat| after action
working papers that pertain to less completed
important matters
Agreements Final version of agreements and any Destroy 7 years| Territory
associated working documents made after Records
relating to financial management (e.g. expiry or other | (Records
property rental agreements, termination of | Disposal
credit card contracts, AEU ACT Officer an| agreement Schedule
Employee Enterprise Agreement). Financial
Management
Records)
Approval 2011
No.1
Records documenting cases covering Destroy 5 years| *NB
awards and agreements where the after action
Branch had little or no input. completed
Appeals Records documenting applsamade to the | Archive *NB
central arbitration or determining body permanently
against a decision or an order where the
AEU ACT Branch is a major participant in
negotiations and/or proceedings
Records documenting appeals against a | Destroy 2 years| *NB
decision or an ordewhere the AEU ACT | after action
Branch had little or no input into the completed
negotiations.
Audit Records documentintipe planning and Destroy 10 *NB and
conduct of internal and external audits years after Territory
action Records
completed, if (Records
audit required | Disposal
significant Schedule
changes. Financial
Otherwise Management
destroy after 5 | Records)
years. Approval 2011
No.1
Awards Records documenting cases covering Archive *NB
awards heard or certified by the central permanently

arbitration or determining body (e.g. Fair
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Work Commission) where the AEU ACT
Branch is a majgparticipant in
negotiations anébr proceedings. Includes
arbitrated variations and consent variation
to an award.

Campaigns Records documenting®h ! y A 2 y Q& Archive Consigent with
involvement in ACT, national or permanently Enterprise
international campaigns to promote Bargainingn
industrial (other than enterprise *NB
bargaining), professional or social justice
issues.

Records documentingampaigns Destroy5 years | Consistent with
undertaken by other Unions or after action *NB
organisations with little if any involvement| completed

by the Union.

Committees Records of high levatternal and external | Archive *NB
committees, boards, institutes, et(e.g permanently
Branch Executive, Branch Council, ETD
Consultative Committee, Teacher Quality
Institute Board, Joint Council etcljcludes:

w R2O0dzySyida Sadalof A

committee

w F3ASYyRI a

w YAydziSa

w NB LR NI &

w NBO2YYSyRIGAZ2Y A

w adzZLlL2 NI Ay 3 R2 Odzy S
briefingand discussion papers.

Records of other committees (such as Destroy 10 *NB
Human Resource Committee and Finance years after
formed toconsider matters of a more action
routine nature. Includes: completed
w R20dzySyida Saidloft A

committee

w FAYLFE @GSNBRAZ2YyAa 27

wreports

w NBO2YYSyRIGAZ2Y A

w adzZLLI2 NI AYy3 R2Odzy§

briefing papers

Compliance wSO2NRa R2O0dzYSy d Ay 3 Destroy 7 years| *NB
compliance with mandatory or optional after action
standards or with statutory requirements | completed
(e.g. election of officers)

Records documenting Union breaches of | Archive *NB

any legislative compliance obligations permanently

Records documenting any changes to the| Archive Consistent with
ACT Federal Branch Rules permanently *NB

Contracting Out| Records documenting contract Destroy 7 years| *NB
management of Union activities. after
Includes: completion or
w YAydziSa 2F YSSiaAy other
stakeholders termination of
w LISNF2NXIyOS | yR 9 agreementor
reports contract

Disputes Records documenting the management ol Destroy 6 years| *NB
Union industrial and professional disputes after action
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with the ACT Government and/or the completed
Federal government
Employee Records documentindie employment Destroy 7 Fair Work Act
Records relationship and history of staff within the | years 2009 s 535 and
AEU ACT branch, other than those after Fair Work
specifically referred to below. Includes: employment Regulations
1 Appointment letter/contract terminates 2009, Ch3, Part
1 Salary and allowances 3-6, SubDivision
1 Higher duties 1
1 Leave taken
1 Termination documents
1 Other records required to be kept
under theFair Work Act 200and
its regulations
Records documenting the payment of Destroy 7 Fair Work Act
employees' salaries. Includes: years 2009, s 535 and
w GFEFGA2Y RSOt I NI { after Fair Work
w INRdzL] OSNIAFAOI (3 employment Regulations
w LI &@NRfft RSRdzO0 A 2y terminates 2009, Ch3, Part
w NBO2NRA& NXft I GAy3 | (Howevernote | 3-6, SubDivision
overpayments that the ACT 1
w RSRdzOGA2ya G2 al { government [Territory
debt provision is Records (Record
w SYLX2&S8S LJ & KA &I Destroy75 Disposal
years after date | Schedule
of birth of Personnel
employee or 7 | Records)
years Approval 2011
after last action,| No.J]
whichever is
later)
Records of Recruitment Panels. Includes:| Destroy 1 year | Territory
1 Job advertisement after Records
1 Employee applications recruitment (Records
f Referee reports completed Disposal
f  Job descriptions Schedule
f Panel recommendations Personnel
Records)
Approval 2011
No.1
Enterprise Records documenting negotiation, Archive *NB
Bargaining establishment and implementation of permanently

Enterprise Agreements made under the
Fair Work Act 2009ncludes:

w YyS3I20GAlLGA2ya GAGK
government agency representatives

w NBEO2NRa R20dzyYSy A

2T Fye YSYOoSNDRa ol ¢
w RN} Fd F3INBSYSyila
w fAFAA2Y 6AGK GKS
F3Sy0é o6AdPSd / KAST
w aAyAadmgNalt YS

w NBO2NRA& (2 &dzLiLiz N

the Fair Work Commission Registry

w OSNIATASR O2LMSa
a2

w YAydziSa I yR | & q
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consultative

committee meetings considering
issues relating to the implementation of
enterprise greements.

Records documenting negotiations,
establishment and implementation of othe
industrial relations

agreements (e.g. ACT Government MOU

Archive
permanently

*NB

Records documenting the taking of
industrial action (e.gstrikes, bans,
lockouts, geslows, workto-rule).
Includes:

w Y2UGATFTAOLIGAZ2Y A (2
General

w fAFAAZ2Y GAGK
w RA & Ondeatigs ang &
conferences between parties
w KSIFENAy3Ia 0SF2NB |
commissions or tribunal@.g.

Fair Work Commission)

w KSIFENRAy3Ia o60STF2NB
w O02YYdzyAOFGA2ya oA

iKS

Archive
permanently

*NB

Financial
Records

All records documenting the financial
activities and financial management of the
AEU ACT branch, other than those
spedfically referred to below.

Destroy 7
years
after last action

Corporations
Act, s9 and s286

Records documenting taxation matters. | Destroy 5 years| Income Tax
Includes: after last action | Assessment Act
1 assessment of Fringe Benefits Tg 1936(s262A,
(FBT) and Capital Gains Tax (CGT) s160, s22U)
1 assessment and payment of FBT Tax
Goods Assessment Act
and ServiceFax (GST), including 1986
business activity statements and Taxation
tax invoices Administration
f requests for exemption Act(s70)
Final version ohgreements and any Destroy 7 years| Territory
associated working documents made after Records
relating to financial management (e.g. expiry or other | (Records
property rental agreements;redit card termination of Disposal
contracts, AEU ACT Officer and Employe¢ agreemen Schedule
Enterprise Agreement). Financial
Management
Records)
Approval 2011
No.1
Records documenting the valuation of Archive As above
significant assets owned by the AEU ACT| permanently
Branch (e.g. property)
Delegations of power ttnion staff to Destroy 10 As above
authorise financial activities and years after
transactions or take administrative action | delegation

related to financiahctivities €.9.
delegation to approvexpenditure or
appointment of a person to countersign

cheques).

supeseded or
action
completed
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Final versions of the AEU ACT Branch
financial statementsincludes:
1 annual budget
1 audited financial statements
1 working papers.

Archive
permanently

As above

Government Records documenting general Destroy 5 years| Consistent with
Departments/O | correspondence from all ACT and Federa| after action *NB
rganisations/Po | Government departments, external completed
litical Parties organisations and political parties
Grievances Records documentinigoth member or Destroy 6 years | *NB
Unionemployee grievances arabmplaints | after action
about the operation of the AEU ACT Bran{ completed
Industrial and | Records documenting the Union Destroy 6 years| Consistent with
Professional involvement in any industrial or after action *NB
Matters professional matter associated Wiits completed
members
Insurance Insurance policies Destroy 7 years| *NB
after policy
expires
Records documenting the annual renewal| Destroy 1 year | *NB
of insurance policies. after action
completed
Meetings Final version of minutes and supporting | Destroy 6 years| *NB
documents tabled at internal meetings of | after action
the Union é.g.weekly consultative completed
meetingswith staff)
Membership Records documenting any request for Destroy 6 years| Conforms with
Records assistancdrom the AEU ACT Branch by | after action Disposal Action
individual members or Union Stlranches.| completed for Grievances
and Disputes
*NB
Records documenting the granting of AEU Archive Current practice
life membership and certificates of permanently

appreciation and commendation

Other Unions/

Records documentintipe activities

Destroy 5 years

Consistent with

Sewices undertaken by other Unions or after action "NB
organisations. Includes services those completed
bodies provide, correspondence to and
from those bodies and minutes of
meetings of those bodie®(g.
UnionsACT Council)
Planning Final versions of plans relating to the Destroy 5 years| *NB
operation of the Union, ACT Government | after
and relevant agencies plan is
superseded
Working papers used to develop all Destroy 1 year | *NB
Union plans. Includes: after adoption
w 62NJAy3 LI LISNAE of final plan
w RNIFdO LI Fya
w NBLRNIA FylFfeaay3d
w 02YYSyiGa NBOSAODSH
sources.
Policies and Records documenting the development | Archive *NB
Procedures FYyR SaidlotAaKYSyid 2 permanently

and professional policies. Includes:
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w LR2fAOE LINRLRALT &

w NBaSHNOK LI LISNEH

w NBadzZ Ga 2F O2yadz

w adzLJL2 NI Ay 3 NB L2 N

w YI22NJ RN} Fia

w FAY décumeitd. A O&

Records documenting comments made by Destroy 3 years| *NB

the Union on external policies and after start of

procedures. policy
commented
upon

Approved version of the administrative Destroy 7 years| Territory

policies and procedures containadthin after financial Records

the AEU ACT Branch Policy and Procedu| management (Records

Manual. policies and/or | Disposal
procedures are | Schaule-
superseded Financial

Management

Destroy 5 years| Records)

after all other
policies and/or

Approval 2011
No.1

procedures are | *NB
superseded
Property Records documenting the management o] Destroy 7 years| Based on
Management all property and equipment owned, leased after action retention of
or rented by the AEU ACT Branch completed financial records
under s9 and
5286 of the
Corporations Act
Reporting Final versions of formal reports Archive Current practice
made to all Union members (e gnnual permanently
Report)
Research Records documenting detailedsearch Archive Current practice
carried out by the Uniolr on behalf of the | permanently

Union.
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REIMBURSEMENT ANDYRAENT OF ALLOWANCEH

POLICY
Policy number POL0% Version 002
Drafted by PM Approved by Branch  September2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
Union officers, staff or membersay on occasian
1 be required to pay out of their own pockets expenses consequent on their employonent
that are necessary for the Uniokinder certain circumstanceas outlined in this policy,
these may be reimbursed by thénion
9 receive an allowance, such as for travel or use of their own vehicle for Union business.

PURPOSE
The purpose of this policy is spell outunder what circumstances:
1 reimbursement of expensanay occuion behalf ofthe Unionand the process for doing so
and
1 payment of allowances made.

PoLicy
The Uniorwill reimburse expenses incurrdry Union officers, staff and membens behalf ofthe
Unionor in the courseéJnionbusinessso long as such expenses are:

(1) Reasonable and

(2) Authorised.

Reimbursement of reasonable but unauthorised expenses may be made@ngatiabasis at the
discretion of the Secretary (or if it is for the Secretary nthy the Branch Executive) in exceptional
circumstances only.

Personsncurring authorised expenditur®r reimbursemenimust, wherever possiblegreceive
retain and producereceipts, invoices, vouchers, tickets, or other evidence of such expenditure.

The Union will pay all allowances as are provided for within the proeesito this policy and the
AEWCT Officer and Employee Enterprise Agreement-2014, or its replacement agreement.

AUTHORISATION

Secretary
AEUACT Branch
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REIMBURSEMENT ARBYMENT OF ALLOWAN

PROCEDURES

Procedures number PROCQ3 Version 002
Drafted by PM Approved bySecretary September2013
on

Responsible person Business Manager Scheduled review date May 2015
RESPONSIBILITIES
It is the responsibility ahe Secretaryo ensure that:
9 Union officers, staff and members are aware of this policy;
1 Any breaches of this policy coming to their attention are dealt with appropriately.

It is the responsibility odll Union officers, staff and membets ensure that their applications for
reimbursementof expenses and payment of allowanaasform to this policy.

PROCEDURES

Prohibited reimbursements

The Uniorwill not makereimbursanentsfor

Unauthorised expenses, other than in exceptional circuntstan
Expenses claimed lan employee as a tax deduction
Expenses normally recovedatdfrom a third party

Expenses that are not incurred for business purposes

Annual card fees oate payment interest opersonalcredit cards
Parking, traffic, or other fies and penalties

items of a personal nature charged to a hotel account.

=A =4 =4 =4 -8 -8 -9

Reimbursement procedures for up to $100

Prior to spending personal monep to the value of $100 for Union business for which iftent is

to seek reimbursement, all Union offiee staff and members must gain the authorisation of the
Secretary, the Business Manager or the Lead Organiser. (or the President, if the person seeking the
authorisation is the Secretary) This would notipée done verbally or by email exchange.

Personsncurring authorised expenditure on presentation of receipts to the Business Manager, the
Finance Officer or the Receptionist will receive a cash reimbursement from Petty Cash.

Reimbursement procedurefor over $100

Prior to spending personal moneyer the value of $10€r Union business for which the intent is
to seek reimbursement, all Union officers, staflamembers must gain the authoaon of the
Secretary. (or the President.tife person seeking the authodson is the Secretary) Thisowld
normally be done in writinge(g.email exchange).

Personsgncurring authorised expenditure must submit requests for reimbursement tdSbheretary

(or President) on the Reimbursement Claionrf (seeAppendixA) describing the natur and
purpose of he expensesThe completed form must be signed by ttlaimant
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Attached to this claim form the claimantust present all relevant original receipts, invoices,
vouchers, tickets, or other evidence of such expenditure when seeking reimbursement. Whlere su
evidence is for any reason lackjistatutory declarations may be sought.

The Secretary i®sponsible for determining if the expenses being claimed are reasonable given the
circumstances, anthe Finance Officer is responsili making the paymentfathe reimbursement
through the normal pay systemnsuring they are charged against the appropriate account, and that
any requirements under the Fringe Benefits Tax legislation have been met.

Claims that have not been properly prepared, autkedi or sipported by adequate documentation
will be returned to the claimant and the reasons will be given for not processing the claim.

Urgent payments outside of the normal pay system will not normally occur but may be approved in
extraordinary circumstances ltlge Business Manager.

Childcare costs reimbursement
Union officers, staff and members will be reimbursasl provided fowithin the AEWACT Officer and
Employee Enterprise Agreement 202214, or its replacement agreemeifior childcare costs
where Unon business necessitates:

9 childcare beyond the time that normal child care arrangements conclude or

9 additional childcare arrangements to be made.

Travel allowance

9 Union officers, staff ashmembers travelling on authoed Union business will receive a

daily/overnight travel allowance at the rate set by the AEU Federal Office

9 Prior to travelling, the Travel Allowance form at Appelimust be completed and

authorised by the Secretary (or the President, if it is for the Secretary)

1 Payment for the travehllowance may be authorised for the day before and/or after the
Union business, if it is considered necessary to ensure that the person is able to properly
participate in the Union business
The travel allowance will cover all accommodation, meal and intadexpenses
Advance payment may be claimed on the Travel Allowance form for necessary additional
expenses such as airport parkitigghe expenditure isfor whatever reasonnotincurred
then any advance payments made, or any unspent portion of suameyaig, must be
returned.

f When OO2YY2RI A2y A& [ekE & leRtBgRo whdm they divénbidy? v Q &
or a gift as compensation or as a sign of appreciatioa rélevantovernighttravel

allowance will still apply.

= =4

Travel Bookings

1 Unionofficers, staff ad members travelling on authoasd Union business will hatile
most direct and economical mode of travel available, caerandy all of the circumstances,
booked and paid for on their behalf by the Union. The Finance Officer will ektablis
appropriate corporate accounts to enable these bookings to occur.

9 Union officers, staff anthembers travelling on authors Union business must péyr
additional costs incurred by taking indirect routes or maldtgpovers for personal reasons

9 Trip carellation insuranceavill be paid for by the Unian
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 Useoft LIS Mlvrevghela foiinterstate work-related traveé must be approved prior to
the travel by the SecretanOnly if this approval is given by the Secretarymileage
allowance be paid. @emwise the Secretary will provide an alternative arrangement..(e.g
hire of a rental car, payment of an air fare)

Motor Vehicle Allowance
 Useofd yA2y 27FTFAOSNAE Q@I vhicle H@inio®busdnidsryaiaydoibya Q
basiswill bereimbursed by way of an alhclusive mileage allowangcas provided fowithin
the AELACT Officer and Employee Enterprise Agreement 2004, or its replacement
agreement.
1 The recording of the mileage travelled will be done in accordance with the prpoegsied
for within the same office enterprise agreement
1 Reimbursement will only be given for distances travelled on Union business. This means:
U Travel between the AEU Office and home is not reimbursed
U Travel between anothednionworkplace locationd.g the Directorate, a school, a
CIT campuser UnionsACTand home is not reimbursed
U Travel between the AEU Office and another Union workplace is reimbursed
U Travel between one Union workplace and another Union workplace is reimbursed.

Meal Allowance
1 Union officers, staff and membewgll, when no meal is provided by the Union and they
work over a meal time after the end of ordinary duty for the dag/paid the meal
allowance, as provided favithin the AEWACT Officer and Employee Enterprise Agreement
2011-2014, or its replacement agreement.

Provision of hospitality

9 The Branch Secretary, as providedvdthin the AEWACT Officer and Employee Enterprise
Agreement 20122014, or its replacement agreementijll be provided with a corporate
credit cardfor hospitality expenses incurred in the coursdJsfionbusiness

1 Appropriate hospitalityexpensesnclude

U Payment forevents hosted or sponsored for the purpose of promoting UniorQ2 &
work or enhancing its image,

U food and beverage costbat are relatd to the transaction obUnionbusiness

U reasonable transport costs to attend events or meetings for Union business.

1 Industrial staff will be provided with a Liaison Account allocation, as providedttun the
AEWCT Officer and Employee Enterprise Agreet 20112014, or its replacement
agreement. Expenditure from this allocation, up to the maximum amount may be by either
advance payment or reimbursement.

Advance Payments of up to $100

Advance payments of up to $100 may be approved by the SecretarButfiness Manager or the

Lead Organiseand will be given from Petty Cash.

The Finance Officer, Business Manager or Receptionist will arrange for a petty cash voucher to be
filled out and signed by the person receiving the petty cash. That personasssion as possible

after spending the petty cash advance paympréasent all relevant original receipts, invoices,
vouchers, tickets, or other evidence of such expenditifréne expenditure isfor whatever reason

not incurred then any advance paymemsde, or any unspent portion of such payments, must be
returned.

184



Final version approved by Branch Execu¢j\i2 Novembef013

Advance Payment®ver $100

Advancepaymentsof over $100may be authorisedby the Secretary (or if it is for the Secretary, by

the Presidenthere appropriate. Such paymenisll be appra SR G KNR dzZaK (G KS WhiKSN
section of the Travel Allowance Form amil be subtracted from the amount of any later

reimbursementslif expenditure isfor whatever reasonnotincurred then any advance payments

made, or any unspent portion of suchywmaents, must be returned.

RELATEIDOCUMENTS
1 AEWACT Officer and Employee Enterprise Agreement 2004, or its replacement
agreement.
9 Acceptable Use of Vehiclgdobile Phonesind Office Equipmerfolicy(POL003)
9 Financial Transactions Card Po{ie®pL030)
1 Fraud Risk Management Pol(&OL031)

AUTHORISATION

Secretary
AEU ACT Branch
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APPENDIX A

EXPENSES REIMBURSYEMEORM

Name:

Please Print out and Attach Documentation (e.g. receipts)

Details Date
Expense
Incurred

Activity

Total Cost

Notes

Less any Advance
Payments

Total to be Reimbursed:

Signature of Claimant:

Date Submitted:

Authorised by (Name):

Signature of Authorising Officer:

Office Use Only:

Claim Permitted? (Circle) Yes/ No.
If no, state reason:

Date Reimbursed:
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APPENDIX B:
TRAVEL ALLOWANCE FORM

AUSTRALIAM EDUCATION UMION
AT OFFECE

P Do M
M, 44T 256

MOVEMENT REQUISITION AMD TRAVEL ALLOWAMCE CLAIM

PLAME: BRAMCHASEHOOL: o s L _Taday's Darhe: LGS
&SCTIVITY GETAILS: = ‘Waf¥abkonfol &~ DATES:
VERLJE:
AODRESS-
| by BatE: daple B SH0LKD L} E000 $
| DvERNICHT RaTE: Swdney afmght @ STTO0 § 220,00 §
| Wehourne ofmght & S50 3 Fa Tt} §
Jr— afrught & SO0 Y 23000 3
Enmbherra afright & S330 00 3 L2000 ¥
Aruizsde afright & 430000 i 200,00 5
[ nfraght £ 230 00 3 200D ¥
impar fright & 400 ) i 20000 §
Perth frght o 23000 3 200 1
AR ALLC, £
L Ly §..
OTHER EXPEMSES:
U8 TOTAL: §
LESS ACTUAL EXPEMNSES PAID:
TOTALS: ]
Truecl Rosuirimests:
Ohetward Tourney
Prafrrd darbme: 0 AR R R e e e fa s
Fram: R To
Dipertuee Time windew: ARPIE i gt o
Hameward Joummey
Fromi Te:
DucgrTuce Time wisdie: Trewel Dooled:
OTTiedr"s Sighinare:
APFROVED! DaATE: L
CHEQUE MO./PROCESS MO [DATE PAIL £07
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SOCIAL MEDIROLICY

Policy number POL 050 Version 001
Drafted by PM Approved by Branch  October 2013
Executiveon
Responsible persor Business Manager Scheduled review date May 2015
INTRODUCTION

TheUnionembraces social media as an important toolédogagement with memberand
recognissthat social media conversation is important for union campaigns &oeavinto the future.

The Uniorsupportsthe right of allemployeesand officersto explore and participate in social media,
but in doing so expects themo usesound judgenent, common sense and adhere to all relevant
Unionpolicies

PURPOSE

The purpose of this document is poovide guidance as to tHe Y A Zxyp€rtations on how
employees and officers ate participate in the online social med#nd social networkingpece;
both whenthey are paricipating personally, as well asen acting on behalf of thenion.

DEFINITIONS
For the purpose of this policy the following definitions apply:

Confidential Informatiomeans internal Unioinformation or opinionnot publiclyavailable,
including informatiomoted as confidential andot intended for public distribution.

Personal Informatiomeans any sensitive information or opinion about an individual that may
violate the privacy of others and/or cause injury.

SensitivdnformationA y Of dzZRS&a> odzi A& y20 tAYAUGSR (22 Ay T2NY
- Racial or cultural origin,

- Political opinion,

- Membership of a political association,

- Religious beliefs or affiliations,

- Philosophical beliefs,

- Membership 6a professional or trade association or trade union,

- Sexual preferences or practices,

- Criminal record; or

- Health

where the identity of the person is apparent or can reasonably be found out from that information
or opinion.
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Socal networking andsocial Mediaites means, but is not limited to:

- Social networking websites e.g. Facebook, MySpace, LinkedIn

- Video and photo sharing websites e.g. Flickr, YouTube

- Micro-blogging websites e.g. Twitter

- Web blogs e.g. corporate blogs, personal blogkldogs hosted by media publicatiosisch as
NewsCorp and Fairfax press

- Forums and discussion boards e.g. Whirlpool, Yahoo! Groups and Google Groups

- Online encyclopaedias e.g. Wikipedia; and

- Any other websites that allow users to use simple pulsigshools.

PoLiy

Officers and employees who are authorised to contribute to social networking and social media sites

on behalf of the Union must adhere bK S LIN2 OS&aasSa O2y Gl AySR Ay GKS U
section of the procedures for this policy.

Officers and employees who access social networking and social media sites for their personal use at
work or outside work and refer directly or indirectly to the Union or to Union related issues, must
adheretoli KS LINE OS & & S a Pe@angl $sWillyKS Rv SATYS NIBy/&Sxtdh dfthe | YA 2 Y Q
procedures for this policy.

Officers and employees who access social networking and social media sites for their personal use at
work or outside workwvhere the employee makes no referenceth@ Union or Union related issues,

must adhere tdi KS LINE OS & & S & Pe@and](d S\ y2SAR( K2/dzii KvESsBiondfy OS G 2
the procedures for this policy.

AUTHORISATION

Secretary
AEU ACT Branch
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SOCIAL MEDIRROCEDURES

Procedures number PROC050 Version 001
Drafted by PM Approved byBranch ~ October 2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
The Secretary is responsible for ensuring all employees and officers are awarepolittyis

All employees and officers are responsible for adhering to the principles and procedures contained
in this policy.

PROCEDURES

Authorised Contributor

The Secretary will determine which employee or officer is authorised to contribute to Union socia
networking or social media sites or to make official Union comments on other sites.

Any authorised contributor must adhere to the following principles:
1. Sites that are hosted or run by the Union must:
f F20dza 2y G2LA0a (KIG kNB NBfIFIGSR G2 GKS
reflect Union policy on any issue
be sensitive about controversial issues
add value by providing worthwhile information and perspective
use content, images and language that will maintain or enhance the reputation of the
Union.
2. The citing or referenoig of members must only be done with their approval, with a link back
to the source, if possible.
3. All copyright requirements must be met.

1
1
T
1

Personal Use Wth Reference tathe Union

Officers and employees who access social networking and social mediisttesir personal use at
work or outside work and refer directly or indirectly to the Union or to Union related issues, must
adhere to the following principles:

1. Follow all relevantnion policies, including th&cceptable UsefdComputers, Internet and
Email Policy when using Union property to participate in the social media or networking
sites.

2. Do not disclose confidential information, personal information or sensitive information
concerning Union employees, officers, members, tenants or businesses hiith the
Union has dealings.

3. Use content, images and language that will maintain or enhance the reputation of the
Union.

4. Do not post anything that is false, misleading, obscene, defamatory, profane, discriminatory,
libellous, threatenimy, harassingabusiveor embarrassing to another person or entity
(including other groups or businesses related to Union activity).
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5.

Any posts on social media or social networking sites that refer directly or indirectly to the
Union or to Union related issues must leneistent with Union policy and/or values. If in

doubt seek the advice of the Setary prior to making the post.

Make it clear that your opinions are your own and do not necessarily reflect the views of
Union. For this reason, Union employees and offieétls personal blogs that mention

Union or Union related issues should include the following disclaimer in a visually prominent
place on their blog:

Whe views expressed on this [blog/website] are my own and do not necessarily reflect the
views of the AEID

Identify yourself as an employee or officer, as failing to do so could be misleading to readers
or viewers. Whenever you are blogging about Unielated topics or providing feedback
relevant to the Union or to other blogs or forums, identify yourselddsion employee or
officer.

Personal Use whout Reference tothe Union

If an employee or officer is representing him/herself as an individual, with no connection or
reference to the Union, then the Union would normally have no reason or right to dosrtgssocial
media or social networking contribution to which this individual participates.

However, even in these circumstances the Union does have a right to expect officers and employees
to adhere to the following principles:

1. Follow all relevantnionpolicies, including thécceptable UsefdComputers, Internet and
EmailPolicy when using Union property to participate in the social media or networking
sites.

2. Do not postanything, whichmay directly or indirectly bring the Union into disrepute.

RELATE DOCUMENTS

1 Acceptable use of Computers, Internet and Email PgHEL002)

1 Copyright PolicyPOL020)

1 Media Relations #licy (POL035)

AUTHORISATION

Secretary
AEU ACT Branch
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SPONSORSHIP POLICY

Policy number POLG1 Version 002
Drafted by PM Approved byBranch ~ October 2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
TheBranch Executive @mmitted toensuring that its financial arrangements are carried out in an
ethical manner.

PURPOSE

The purpose of this policy is to establish the framework and guidelines for the creation of productive
partnerships betweethe Unionandthe private sector, i.e. sponsorship alliances with corporations,
foundations, individualand other nongovernment oganistions.

A sponsorship is about relationship building aah bea powerful way to build and strengthen
partnershipslt is recogrsed that such alliances can provide important financial and marketing
support to potential partners ahe Unionwhile at the same time generate additional revenues to
supportthe Uniors mission and mandate.

PoLicy
The fundamental principles that shaplee UnionQ @lationships with sponsorare;

1. Sponsorship ofhe Unionor of any symposium, project, program or eventchbl the Union
will not entitle any sponsor to influence any decision of the organisation.

2. The Union will not enter into any alliance or partnership with any corporation or
organisation where the association with the prospective partner or acceptanceof th
sponsorship would jeopardise the financial, legal or moral integrity of the Ubriaaversely
impact upon the Union's standing and reputation in the community. All gambling, tobacco
and alcohol sponsorships are prohibited.

3. The Union will accept sponsiips as an additional source of revenue generation provided
that all sponsorship alliances are developed and maintained within the regulations
embodied in this sponsorship policy.

4. All sponsorship alliances or partnerships must be consistent with othdimgxidnion
policies.

AUTHORISATION

Secretary
AEU ACT Branch
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SPONSORSHIP PROCHEBJR

Procedures number PROCBH1L Version 002
Drafted by PM Approved byBranch ~ October 2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
TheBranch Executivis responsible for theevelopmentand review of this policy.

AllBranch Executive members and st@fé responsible for adhering to this policy.

PROCEDURES
The Secretary or thetelegatewill negotiate d sponsorshipsincluding the level dinandal
commitment from the sponsor.

All sponsorship relationshipsvolvingthe Unionmust beapproved by the Branch Executiaed
recorded in their minutes.

Sponsorship over $500 will be embodied in written contractual agreements bettireednionand
the sponsorship partner (See Appendix A).

RELATEIDOCUMENTS
1 AEU ACT Bran@ode of EthicRolicy (POL001)
9 Union Delegations Poli¢?OL060)

AUTHORISATION

Secetary
AEU ACT Branch
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APPENDIX

SPONSORSHIP CONTRACHTTERS OF AGREEMEMMDELINES

Sponsorship contracts and letters of agreeminblving the Union should normaligclude the
following clauses:

1. Description of the Sponsorship Allianc&hecontract will contain a comprehensive
description of the item, project or event around which the sponsorship alliance is
constructed, including a list of obligations for both parties. Obligations of the parties in
market research or sponsorship analysili ng explicitly itemised in the contract. (See also
item 7 below.)

2. Terms of Agreementthe dates for commencement and conclusion of sponsorship alliances
mug be included in the contract.

3. Key PersonnelThe contract will include the names of the indivitRitom both parties
primarily responsible for the sponsorship, and to whom issues regarding the contract are to
be referred.

4. [AYAGEFOA2ya 2y | yR | LILINE @IThe f@dldvingickasse ImiasS 2 ¥
the use of our name by the sponsor indgisn internal and external promotion and
advertising as per the negotiated arrangementeither party, in any situation, whether
within or outside the parameters of the sponsorship, shall be deemed to be the spokesperson
for, or the representative, of thether partydThe accepted use of tHeniors word mark,
logo or crest must be stipulated in all contracts and agreements.

5. Exclusivity The Uniormay wish to offer outright or industry exclusivity to a sponsor, or the
sponsor may request such exclusivitighin the sponsorship alliance. Where relevant, the
following statement regarding exclusivity will be included in the contiditte Unioragrees
that [Name of Sponsor] shall be the sole and exclusive sponsor of [Name of Initiative] for the
term of this greementQ

6. Financial Terms and Schedule of Paymeritke total value and payment schedule of the
sponsorship agreement between the parties will be cleaténtified in the contract.

7. Obligations of the Parties to Each OthéFrhe obligations of the partiege dependent upon
the form of the alliance and will be determined on an individual basis. Responsibility for any
market research or program or evaluation duties, reporting, and approvals will be specified
in the contract, along with specific criteria angethodologies for the evaluation of the
sponsorship.

8. Breach of ContractThe contract should stipulate what shall occur in the case of a breach of
contract; for exampletPrior to initiating formal notification of breach of contract, the parties
will undetake all appropriate and reasonable efforts to resolve the matter. Should these
efforts not prove successful, either party may notify the other of breach of contract in
writing, sent by mail or courier, return receipt requested. Such notification wikkst@
written response by a specific date. Nmympliance will constitute cause for dissolution of
the contractQ

9. Right to Discontinue the Sponsored Program or Evériie contract shall ensutée Union
reserves the right teancel the sponsorship shoutttcumstances dictate; for example:

When circumstances beyond the contrott@ Unionforce the cancellation or substitution
of a sponsored event or projetiie Unionreserves the right to cancel without finding itself
financially liable or in breach abntractQ
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STAFBISPUTE RESOLUTIQNLIEY

Policy number POLO052 Version 001
Drafted by PM Approved byBranch ~ October 2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The Uniorencourages itemployees to resolve any issues or concerns that they may have at the
earliest opportunity with each other or, failing that, their immediate supervisor.

The preferred process involves employees resolving issues to their satisfaction internally, without
feeling they have to refer to external organisations or to authorities for assistance.

PURPOSE

The purpose of this document is to provide an avenue through which all employees can, in
accordance with Clause 1@ispute Avoidance/Settlement Procedurediod AEUACT Officer and
Employee Enterprise Agreeme2@11-2014 resolve disputes about matters arising in the
workplace.

PoLicy
The Uniorwill establish procedures to promote fast and efficient resolution of workplace disputes.

No employee will be intindiated or unfairly treated in any respect if they utilise this Policy to resolve
an issue.

This Policy applies to permaneantd part-time paid employeeand to volunteer workers.

AUTHORISATION

Secretary
AEU ACT Branch
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STAFBISPUTE RESOLUTRROCEDURES

Procedures number PROC052 Version 001
Drafted by PM Approved byBranch ~ October 2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility of the Secretary agpervisorso ensure that:
1 They identify, prevent and address potential problems before they become formal
grievances;
1 They are aware of, and are committed to the principles of communicating and information
sharing with their employees;
1 All decisions relating to empyment practices are made with consideration given to the
ramifications for the individual, as well as the organisation in general;
1 Any dispute is handled in the most appropriate manner at the earliest opportunity;
1 All employees are treated fairly and witht fear of intimidation.
It isthe responsibility oemployeesto ensure that:
1 They attempt in good faith to resolve any disputes at the earliest opportunity.

PROCEDURES

Employment Practices

The Secretary and supervisors should be aware of the posaibifications of their actions when
dealing with employee issues. They must ensure that all employees are treated with fairness,
equality and respect.

If there are any doubts or queries in relation to how to deal with a particular set of circumstances,
supervisors should discuss the matter with the Secretary.

Dispute Resolution
In the event there is a dispute the parties shomdet and discuss the mattewith a view to
resolvingthe disputewithin 14 days after the mattecomes to the attention of allfahe parties.

Where it cannot be resolved at this levilien any party may take the dispute to the Branch

Secretary. If the dispute is with the Branch Secretary, then the party may take it to the Branch
President.
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In attempting to resolve the disput@formally, the Secretary or President should:

T OKSO1l F2NJOtFNARFAOIGAZ2Y 2F (GKS AadaadsS G2 Syadz

concern

1 offer all parties the opportunity to have an independent witness at any meeting about the
dispute
if more than o person is preserdt any meetingegablish the role of each person
outline the process that is to be followed
enaire that the manner in which anyeeting is conducte@ conducive to maintaining
positiveworking relationships, angrovides a fair, objetive and independent analysis of the
situation.
9 Advise all partieso maintain complete confidentiality at all times
1 Seek a mutually acceptable outcome for all parties

= =4 =4

If appropriate, the Secretary or Presidemitl seek agreement from the parties &mgage in
mediation through an agreed external person. Any costs associated with the appointment of a

mediator will be met by the Union.

A member of the Unioran be a mediator, but may not be a memhdro is a party to the dispute.
The parties to the dpute must, in good faith, attempt to &&e the dispute by mediation.

The mediator, in conducting the mediation, must
(f) give the parties to the mediation process every opportunity to be heard; and
(g) allow due consideration by all parties of any written statement submitted by any party; and

(h) ensure that natural justice is accorded to the parties to the dispute throughout the

mediation process
() not determine the disputgbut seek a mutually acceptabletoame for all parties

() ensure that the mediation is confidential and without prejudice.

If the dispute is not settled informally through the actions of the Secretary, President or mediator,
then any of the parties may refer the matter to the Fair Work @assion.

RELATEDOCUMENTS
1 AEUACT Officer and Employee Enterprise Agreement2014
1 Anti-Discrimination PolicPOL006)
1 Branch Executive Dispute Resolution PqR®L010)
1 Elimination ofBullying PolicyPOL022)

AUTHORISATION

Secretary
AEU ACT Branch
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STAFF INDUCTION ROLI

Policy number POLO53 Version 001
Drafted by PM Approved by Branch  October 2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Unionis committed to inducting all new employees, volunteers and contractors into the
organisation, in order to ensure that they have a smooth integration into their role and become
operationally competent.

Inductionprograms, which are well planned, conduttend evaluatedwill enable new employees
to learn about the organisation, its culture and the requirements of their role.

PURPOSE
The purpose of this document is to ensure that new employees, volunteers and contractors have a
smooth transition into theorganisation and their roles.

PoLicy
All employeegincluding contractors, casuals, volunteers and temporary stafifpe inducted into
the Union in a manner asedcribed in the procedures thaccompany this policy document.

AUTHORISATION

Secretay
AEU ACT Branch
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STAFF INDUCTION PEOORES

Procedures number PROCO053 Version 001
Drafted by PM Approved by Branch  October 2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It isthe responsibilityof the Secretaryo ensure thathe Business Manager arranges:for
1 allnew employees participate in an induction program

It is the responsibility of th8usiness Managé¢o ensure that:
1 Aninduction kit (electronic or hard copy) is deveddpcontaining relevant documents,
including the office enterprisagreement and the Policy andoeedures Manual;
1 Theinductionkit is kept upto-date withrelevant information;
9 The quality of the induction process is maintairetd
9 The induction prograns conducted.

PROCEDURES

TheBusiness Managenust schedule all new employees to attendiaduction on their first dayf
employment, nominating the area where the induction will be conducted and emgall necessary
resources are available.

In casswherethe Business Manager cannot induct a new employleey must arrange for an
appropriatesupervisorto carry out the task.

An appropriate amount of time and expenditure should be used to ensure the communication of
required information, such as Occatipnal Health & Safety requirements, duties to be undertaken,
dealing withclients/customers, physical layout of tiste, etc. This will ensure that employees can
work safely and represent therganisationeffectively.

The Business Managshould tailorthe induction program to suit the needs of the employee(s)
being inducted angrovidethe appropriate information to the new employee(s).

The Business Managshouldl & & A 3y whoWM Beip indubtIbe new employee during the
first two weeks of emloyment. The mentor should provide support, give advice on matters arising,
answer questions informally, give practical tips, introduce staff, be involved in giving feedback, etc.

The Business Managera NB alLl2yaiof S T2 N T2 fidndudirdy yhafirstmeeki K S
and month as indicated on the Induction Checkigte Appendix A).

The Business Managsihould work hrough an Induction Checkliiir each new employee, ticking

each item as it is addressed and crossingthose items notpplicable They should esure that the
newemployee and the appropriateupervisorsign the Induction Checklist on completion.
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Follow Up
TheBusiness Manageshould ensure that each employee completes an Induction Evaluation within

three weeks of completing the Induction and forward this to Becretary.

RELATEIDOCUMENTS
1 AEUACT Officer and Employee Enterprise Agreement2014
1 AEU ACT Branch Policy and Procedures Manual

AUTHORISATION

Secretary
AEU ACT Branch

200



Final version approved by Branch Execu¢j\i2 Novembef013

APPENDIX A

RECRUITMME INDUCTION CHECHLI

Employee Name:
Date of Commencement:
Position:

Employment Type: FulFTimeA PartTimeA VolunteerA ContractorA
(tick appropriate box)

WELCOME
Welcome new starter to the organisation.
Provide copies of:

1 AEUACT Officer and Employee Enterprise Agreement2014

1 AEU ACT Branch Policy and Procedures Manual, in particular highlagh@ugupational
Health and SafgtPolicies and processes, including (but not limited to) fire safety, incident
reporting, and sexual harassment policies and procedures

1 Rules of AEU ACT Branch and AEU Federal Rules

INTRODUCTION
Provide an overview of the organisation, including:
I Mission
1 Size
1 Organisational structure
1 Services provided
1 Introduce employee

CONDITIONS OF EMPLOYMENT
Provide:

9 Position description

1 Relationship of job to other jobs within the organisation
91 Leave entitlements

1 Remuneration and superannuation

1 Professional image

1 Training and development

WORKPLACE ENVIRONMENT
Conduct office tour, including:
o Toilets
o Tearoom/canteen
o First aid facilities
0 Car Parkingiublic transport
o0 Noticeboards
Provide overview of local area:
0 Local shops/facilities
0 Public transport
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Introduce newemployee to:
0 Managers and Supervisors

o0 Other employees
o Occupational health and safety representative
o First aider
o Fire warden
MENTOR

Assign a person to act as mentor for the next two weeks
Name of Mentor:

EVALUATION
Distribute Induction Evaluation for the employee to complete within three weeks.

CONFIRMATION OF COMPLETED INDUCTION

Employee Name:

Employee Signature:

Date:

Manager/Supervisor Name

Manager/Supervisor Signature:

Date:

202



Final version approved by Branch Executj\i2 Novembef013

STAFPROFESSIONAL DEVBRMENT POLICY

Policy number POL054 Version 001
Drafted by PM Approved by Branch  October 2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION

The Union is committed to providing a supportive and rewarding environment for employees and
recognises that the quality, responsiveness, and professionalism of its staff are linked to the further
development of their skills and competencies.

PURPOSE
Thepurpose of this policy is
1 to balance the needs of staff for professional development and the need of the Union to
have staff with the necessary skills and qualifications to effectively implement its Strategic
Plan and campaign priorities.
i to encourage ad support employees in their professional and career development as part
of their employment with the Union;
1 to provide administrative guidelines to facilitate fairness and equity in the provision of
professional development to staff.

PoLicy

Necessary priessional development

Where the Secretary decides that, in accordance with paragraph 28.1(a) of ClauRm2&sional
Development of the ABACT Officer and Employee Enterprise Agreement 2014, it is necessary

for the effective operation of the UnioBffice for a staff member to acquire a particular skill, to

learn specific material, or to acquire specific qualifications the Union will be fully responsible for all
costs incurred in acquiring that skill, that learning, or that qualification, and tfé rsiember shall,
where necessary, be given permission to attend any such course within working hours.

Necessary professional development includes all training of staff required under any applicable
legislation g.g.Financial Management training unddretFair Work (Registered Organisations) Act
2009.

The cost of all necessary professional developmenbeiflllocated against the budget line item of
Office Professional Development.

However necessary professional development does not include uniginess such as activities in

which the Union requires employee part|C|pat|on as a necessary part of the work of the ng)n (

I uusyRI yoOS |4 19! CSRSNIf /2yFSNByOSsz GKS '9! cC
CSRSNIf LyRdza l'hg\t}\ﬂhef coshoF theseQuBidnMusine¥sA&ivities will be allocated

from line items as determined by the Secretary.

daTy

The Secretary may approve expenditure for necessary staff professional development, beyond the
budget allocation for Office Professional Bpment on a casby-case basis.
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Agreed staff professional development

In accordance with Clause 2Enhancing Quality Performance in the AEU Office and Clause 28
Professional Development tie AEIACT Officer and Employee Enterprise Agreer2@itl-2014,

all staff will include in their Annual Work Plan their proposed professional learning and development
or training activities agreed with their supervisor.

Where these agreed activities, in accordance with paragraph 28.1(a) of ClauBea?8sional
Development, are to provide opportunities for longer term career development for the individual
the Union will, at the discretion of the Secretary, endeavour to facilitate such activities through
A determining which costs will be met by the Union
A permitting any rearrangement of working hours that would assist such development
A LISNY¥AGGAY3 ye dzaS o0& GKS LISNaR2Y 2F GKS ! yA2)
that development
A permitting any annual leave or unpaid leave arrangements that wossisain that
development
A granting up to two days study leave as necessary to attend examinations.

The Secretary may approve expenditure for agreed staff professional development beyond the
budget allocation for Office Professional Development on a-bgsmse basis.

AUTHORISATION

Secretary
AEU ACT Branch
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STAFIPROFESSIONAL DEVERMIENT PROCEDURE

Procedures number PRO®54 Version 001
Drafted by PM Approved byBranch ~ October 2013
Executiveon

Responsible person Business Manager Scheduled reviewlate May 2015

RESPONSIBILITIES
It shall be the responsibility ¢fie Branch Executive to authoeishe incorporation of all necessary
FYR Fyeé |3INBSR aidlFF LINRPFSaarzylt RS@OSt2LIYSyd Ay

It shall be the respasibility of the Secretary to advise staff of all necessary professional
development relevant to their position.

It shall be the responsibility of supervisors to negotiate with staffeed professional development
opportunities, taking into account theeeds of the individual as well as the Union, particularly as

AAAAA
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PROCEDURES
Employees shall be encouraged as part of the Annual Work Plan to take an active role in their own
ongoing professional and caredevelopment and to apply their learning to its most effective use.

Any proposal by an employee for any change in their existing conditions of employment (hours of
work, taking of leave, use of equipment, etc.) to facilitate their professional developwit e
considered by the Secretary subject to
f GKS 20SNIff GNIXAYyAy3d ySSRA FYR LINA2NRGASa 27
Strategic Plan;
T alFdAa¥FlIOG2NE aa&ddz2N» yOSa FTNRBY GKFG LISNE2Y QA A&«
caried on satisfactorily in those circumstances; and
1 equity in the provision of such facilitation between employees.

lye &dz2OK FaINBSYSyld 6Aff 0S8 Fdfte R20dzYSydSR Ay

All other procedures are as contained in Clause R7fhancing Quality Performance in the AEU
Office and Clause 28rofessional Development of the ABGT Officer and Employee Enterprise
Agreement 20122014.

RELATEDOCUMENTS
1 AEUACT Officer and Employee Enterprise Agreement2014
1 Performance ManagemeiRolicy (POL043)
9 Staff Recruitment PoligpOL055)
9 Strategic Plan Poli¢OL056)

AUTHORISATION

Secretary
AEU ACT Branch
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STAFF RECRUITMENTIRY

Policy number POLO55 Version 002
Drafted by PM Approved by Branch  October 2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
The success dlfie Union relies on its ability to attract the best staff and volunteers available.

Recruitment methods must be fair, efficient, and effective.

PURPOSE
The Staff Recruitment Policy has been established to erteer&lnionhasthe opportunity to attract
the best available statind volunteerdor all vacant positionsThis policy relates to employment of
all appointed staff and volunteers and must be agglso as to comply with Clause 2Employment
Arrangements and Clause 3%election Process of the AEUACT Officer and Employee Enterprise
Agreement 20122014. It does not apply to:

1 the election of any Union officer, including the Branch Secretary; or

9 the arrangement for internal higher duties.

PoLicy

Toa dzLJLI2 NI (G KS | OKA SE&tvSwelrecaiise iheiBportagté & ghplaying the
most suitable aplicant for all vacant positions and of avoiding any conflict of interest between
people hotling an elected office within the Union and appointed staff.

The Uniorwill ensure it has the mostpportunity to attract the best available staff by advertising all
vacant remunerated pasons and volunteer vacancies to the most appropriate fields aoetance
with the Staff Recruitment Procedures.

lff NBONHZA GYSYyUd FyR aStSOUGAZ2Yy LIN®DOStReNSa YR RSC
providing equal opportunity by assessing all potential candidates according to their skills,

knowledge, qualificdons and capabilities. No regard will be given to factors such as age, gender,
marital status, race, religion, physical impairment or political opinions.

AUTHORISATION

Secretary
AEUACT Branch
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STAFF RECRUITMENDERDURES

Procedures number PRO®55 Version 002
Drafted by PM Approved by Branch  October 2013
Executiveon

Responsible person Business Manager Scheduled review date May 2015

RESPONSIBILITIES
It is the responsibility of the Secretary to implement this policy and to monit@eitformance.

It is the responsibility ahe members of the Human Resource Committee to ensure that:
1 They are familiar with the recruitment policies and procedures, and that they follow them
accordingly;
1 All roles have current position descriptions that specify role requirements and selection
criteria.

It is the responsibility afhe members of the TAFE Council to ensure that:
1 They are familiar with the recruitment policies and procedures, and that fibléyw them
accordingly.

PROCEDURES

Pre-Recruitment Activities

When it becomes necessary to recruit for a position, the Secretary should refer to the position
description to establish the requirements for the position, and the key selection criteridor t
position.

If no position description, including the selection criteria, exists for the current position, or if it

requires revising, this is the responsibility of the Secretary, in consultatitmtiatHuman Resource
Committee.Once the new or revigkposition description has been draftettte Branch Executive
mustapproveitL ¥ G KS RdziASa 2F GKS LRaAdGA2y | NB NBf Il (SR
view of TAFE Council will, if time permts sough prior to the approval of Branch Executive

Where the position description is for a new role, the Secretargonsultation with the Human

Resource Committewill evaluate the position and draw up a new position description, including the
selection criteria. The Branch Executive prior to anyuigment action must then approve this
R20dzySyidao LF (GKS RdziASa 2F (GKS LRaAGA2Y | NB NBf |
TAFE Council Wilf time permits, be sougtprior to the approval of Branch Executive.

All position descriptions st include a note that states in the event that an existing member of
Branch Executive or Branch Council becomes the successful applicant, to avoid any conflict of
interest:
9 for a position that is longer than for two school/TAFE terms (or a semesterpthey
required to resign from their office prior to commencing employment with the Union
9 for a position that is up to two school/TAFE terms (or a semester) they are required to
request a leave of absence from their office for the duration of their employmath the
Union.
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Internal Advertising
All vacancies will be advertised internally, except where the Secretary considetsdahaisition is
of such a specialised nature, and appropriate skills are not available within the Union.

Internaladvertisements should include the following:
9 Position description, including selection criteria;
1 Closing date for applications.

All internal applicants should forward a current copy of their application, together with covering
letter, to the Secretary.

Internal applicants who possess the required skills, qualifications andnetated experience, as
specified in the internal advertisement, will be interviewed for the position in accordance with the
procedures detailed below unde€onducting Interviews.

External Advertising
Where a position cannot be filled internally or where the Secretary decides to conduct concurrent
internal and external recruitment campaigns, the available position will be advertised externally.

All such positions will be advertid through relevant networks, on relevant websites, and through
relevant newspapersfenedia.

Volunteer positions will be advertised as widely as deemed reasonable.

All advertisements must be approved by the Secretary and, if the cost exceeds the dlloodtget,
by the Branch Executive.

Use of Recruitment Consultants
Where deemed appropriate by Branch Executive, external recruitment consultants may be used for
recruitment purposes.
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Screening Applicants
If a recruitment consultant has been engaged to recruit for a position, they will be responsible for
screening the applicants.

Applications must be screened agst the position description so that assessments can be made of
their suitability for the specific role. Applicants who are assessed as suitable will then be selected for
interview.

Where appropriate, but particularly in positions of financial respotigitir in dealing with

vulnerable clients, police checks may be arranged. Police checks shall be arranged only with the
consent of the applicant concerned; however, if consent is refused this shall be taken into
consideration in the selection process.

WSTSNBYOSa aKIff 08 &2dAK{ EmpldmediREden@sPolicg a4 SG 2 ¢
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Previous employers and referees will be contacted, and transcripts, qualifications, publications and
other certification or documentation will be validated.

Any checks that may form part of the selection process must be conducted prior to issuing an offer
of employment.

Conducting Interviews

A panel of at least three membersonsistingf the Secretary, the managand one membeof the
Human Resource Committee will conduct the sHisting and interview process for all positions
other than those associated with the TAFE membership.

Those positions associated with the TAFE membership will be-ltedt and interviewed by a
panel of at least three membeygonsisting of the Secretary, the TAFE Vice president or another
memberof TAFE Coun@hd one member of the Human Resoe Committee or the manager

If an applicant is a related party as defined in Har Work (RegistedeOrganisations) Act 204@.g.

a family member, work associate or friend) of any member of the Human Resource Committee or
TAFE Council, then the panel will be selected accordingly to protect the integrity of the process. If
any member of the panel findkat they are assessing an applicant who is a related party, they shall
declare this to the Human Resources Committee or TAFE Council as an interest, who will make a
decision about their involvement on the panel.

Offer of Employment

Once the interview preess is finalised, the Human Resources Committee or TAFE Council will make
a report to Branch Executive that includes a recommendation for the outcome of the selection
process.

If the position being selected is any of the Branch Executive Officer, Rrafésy | £ k 2 2 YSY Q& h F 1
the School Organisers or the TAFE Organiser positions then the Secretary will ensure that the
processes outlined in Clause 33election Process are implemented.

For all other positions the Secretary will make a verbal offeh&successful applicant. If the verbal
offer is accepted then the Secretary will prepare a written letter of offer for the successful applicant.

A standard letter of offer will be used for all offers of employment, and will confirm the start date,
salary(if any), position and the terms and conditions of employment pertaining to the employee.

If the successful applicant is an existing member of Branch Executive or Branch Council the letter of
offer will include a statement that the offer is contingent:
i for a position that is longer than for two school/TAFE terms (or a semester), on them
resigning from their office prior to commencing employment with the Union
9 for a position that is up to two school/TAFE terms (or a semester), on them requesting a
leaveof absence from their office for the duration of their employment with the Union.

hyOS G(KS {SONBGIFNER KFa NBOSAGSR GKS | LLX AOFyidQa
position, all unsuccessful applicants will be notified. If an external recruitment agency has been
used, the Secretary is to notify the agency, which willfgdtie unsuccessful applicants.
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Records and Correspondence
All contact regarding the position is to be directed through receptiith all applications marked
W/ 2 y T AdRbaddiesded t@the Secretary.

Basic records of the recruitment process &yde maintained. Records should include information
Fo2dzi LI2aAGA2Y RSAONALIIAZ2Ya aSyidz LI AOFGA2Yya
contact numbers), a list of applicants shbsted and interviewed, and a record that applicants have

been notified of outcomes.

Letters/emails of acknowledgment should be posted to all applicants prior to the-Bsing of final
suitable applicants.

Applicants who do not meet the key selection criteria and are not suitable to be-sted for an
interview should be sent a written letter advising them that their application has been unsuccessful.

At the conclusion of the recruitment process, all applications will be filed for five years in the Staff
Recruitment File.

Power of Branch Executive
Nothing within this policy prevents Branch Executive from exercising its powers under the Federal
ACT Branch Rules to:
1 extend the contract of an existing employee
1 determine the period of a contract to be shorter or longer than the normal three year
period
9 create additional or new positions within the Union
9 restructure existing positions within the Union
if it believes it is in the best interest of the Union to do so.

RELATEDOCUMENTS

Federal ACT Branch Rules

AEUACT Officer and Employee Enterptigeeement 2012014
Conflict of Interest PolicfPOL019)

Employment References Poli@OL025)

Staff Induction PolicgPOL053)

=A =4 =4 =8 =4

AUTHORISATION

Secretary
AEUACT Branch
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STRATEGIC PLRNLICY

Policy number POLB6 Version 001
Drafted by PM Approved byBranch ~ October2013
Executiveon

Responsible persor Business Manager Scheduled review date May 2015

INTRODUCTION
In order for the objectives of the Union to be met it is important for the activities of the Union to be
prioritised. A key way of doirthis is through a strategic plan.

PURPOSE
The purpose of this document is detail the processes through which Branch Executive will identify
GKS !'yA2yQa LINAR2NRGe T OGAGAGASAD

PoLicy
¢KS . NIyOK 9ESOdziA@S 6Aft ARShthekr@aionanHS ' yA2Y Q&
implementation of a Strategic Plan. This Strategic Plan will:
1 Cover a period of time as determined by Branch Executive
9 Include a full risk management analysis
9 Detail the specific actions to be done, in order of priority and the ressuneeded to
achieve them.

AUTHORISATION

Secretary
AEU ACT Branch
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STRATEGIC PLRROCEDURES

Procedures number PROC056 Version 001
Drafted by PM Approved byBranch ~ October2013
Executiveon

Responsible person Business Manager Scheduled reviewlate May 2015

RESPONSIBILITIES
It is the responsibility of the Branch Executive to develop and monitor the implementation of a
Union Strategic Plan.

It is the responsibility of th&ecretary to ensure that the Strategic Plan is effectively implemented.

z A

It is the responsibilityof afl G F FF (2 | aaArad GKS { SONBGFNE (2 STFS
Strategic Plan.

PROCEDURES
Branch Executive will develop the Union Strategic Plan by:
1 Reviewing the current Strategic Plan six months prior to its expiratio
9 Calling a special meeting or meetings of Executive solely for the purpose of discussing and
finalising a new Strategic Plan
1 Inviting staff to give input about the new Strategic Plan
91 Determining the period of time the Strategic Plan will cover
1 Submittingthe proposed Strategic Plan for approval by Branch Council

Branch Executive will monitor the implementation of the Strategic Plan by receiving a report from
the Secretary at least once each school semester.

The Secretary will effectively implement the&egic Plan by:

Allocating the specific actions in the plan to appropriate staff

Providing staff with sufficient resources to achieve the actions

Regularly discussing progress towards achieving the actions at industrial staff meetings
Reporting to BrancExecutive on the achievement of the specific actions at least once each
school semester.

= =4 =4 =

RELATEDOCUMENTS
1 AEU ACT Branch Code of EtRickcy (POLO001)
1 Budget Plannin@olicy (POL0)4
1 Financial Management and Governar{fE®L029)

AUTHORISATION

Secretary
AEU ACT Branch
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