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7.	HUMAN RESOURCES
My Health Centre ensures current legislation is implemented in respect of workplace relations regulations and the decisions of Fair Work Australia.

7.1	Awards and Entitlements
This Centre complies with all its legal obligations towards its employees.  These include:
· provision of rates of pay, leave and other entitlements as set out in the relevant Award or workplace agreement
· a safe and healthy workplace
· equal opportunity and freedom from discrimination and harassment
· protection of employee and client privacy
· maintenance of appropriate staff records.
Additionally, this Centre  follows established procedures and policies for employment and management of staff, including:
· clear communication of expectations and standards, using position descriptions and job specifications as well as staff codes for conduct and presentation.
· recruitment procedures which are fair, thorough and facilitate selection of the best candidate.
· a formal induction procedure for all staff, to familiarise them with important procedures relating to client care, workplace health and safety, emergencies, confidentiality and conduct.
· regular feedback and opportunities for development through performance review.

Work conditions
	Hours 
	38 hours per week

	Leave entitlements
	12 month unpaid parental leave
4 weeks annual leave
10 days personal/compassionate leave or community service leave
Long service leave 

	Public holidays
	Paid day off

	Termination
	Up to 4 weeks’ notice of termination

	Nurses Award 2010, (Award code MA000034)  www.fairwork.gov.au.



7.2	Position Evaluation and Recruitment
Effective selection and management of staff is critical to the success of this Centre.  Our ability to care for clients and operate a successful business depends upon attracting, developing and retaining the right people.

 A job description is developed to clearly communicate the responsibilities and expectations of the position. A position description establishes the role of the employee within the organisation, documents the parameters of the responsibilities and duties associated with that position and forms the basis for evaluation and lines of accountability. 
  
Selection criteria are developed based on the job description.  The selection procedure is non-discriminatory, and all candidates are treated with courtesy and respect.  

The successful candidate is provided with a Letter of Offer of Employment prior to commencement, which is signed by both the candidate and the employer.  This ensures both parties have a clear understanding and a written record of the agreed terms and conditions of employment.  

7.3	Staff Employment Records 
We maintain staff employment records which comply with all legal and statutory obligations. These include:
· employment records
· payroll records
· currency records eg immunisations, training
· privacy and confidentiality
7.4	Staff Induction
My Health Centre has an induction program for all new staff which includes ongoing monitoring of progress in their new role.  To ensure staff and client  safety, new members of the team must be able to demonstrate knowledge of the key procedures in the Policy and Procedure Manual and key operating systems relevant to their role within the Centre by the end of the induction period. 
Every employee of this Centre  is aware of the privacy policy and has signed a privacy statement as part of their terms and conditions of employment.

7.5	Performance Review
Annual staff reviews are conducted to ensure continuing high levels of work performance and to assist in job enrichment.  The review is part of a continuous process of feedback to individual staff on their work performance. It is extended to include performance improvement and career development.

The relevant position description forms the basis for evaluation and lines of accountability. The performance review document, including comments concerning current progress and future goals, is signed by both parties, with a copy retained by the staff member. The original is filed in the Staff Record File.
. 
7.6	Disciplinary Process
The Centre  Manager has the day to day responsibility for ensuring that employees meet the required standards for work performance and conduct. Generally, the focus is on positive ways of motivating staff, including:
· communicating clearly what has to be done.
· setting joint goals or targets.
· coaching staff.
· resolving problems as they occur.
· providing informal feedback and counselling about poor performance.

7.7 Staff Code of Conduct  and Presentation
It is expected that all employees will behave in a courteous manner, which portrays the image of the Centre in a positive and professional way, while maintaining the levels of service and care which our clients expect. Any staff member who interacts with clients, other visitors or employees is expected to behave according to acceptable professional and social standards at all times.  

· All staff are required to be punctual when starting and finishing work each day.  

· The consumption of food or drink is not permitted at reception

· All staff maintain a clean, neat and tidy appearance and dress in a manner which is not likely to be offensive to the clients attending this Centre. Jewellery and makeup should not be excessive.

· Clothing should be ironed, clean and kept in good condition.

· Staff should maintain high levels of personal hygiene paying particular attention to excessive body odours and general cleanliness.

· All staff with long hair should have it tied back neatly. 


7.8	Equal Opportunity, Bullying and Harassment
My Health Centre  seeks to provide a working environment in which all employees are able to perform their duties without being subject to discrimination or inappropriate behaviour.  Our Centre complies with our legal obligations and has a range of policies and procedures to encourage Equal Opportunity and prevent discrimination, bullying and harassment. These include:
· a policy preventing bullying and harassment of any kind, including sexual harassment
· a procedure to deal with the personal threats of violence. 
· an anti-discrimination policy 
· a grievance procedure for complaints arising from breaches of these policies.  

Any employee who is subjected to bullying, harassment or intimidation by a fellow employee, manager or supervisor should notify the Centre Manager. All complaints of harassment will be promptly and confidentially investigated using the Centre’s grievance procedure. Any employee or manager who violates this policy will be subjected to disciplinary action.



7.9 Anti-discrimination Policy
This Centre does not discriminate on the basis of:
	· race (including colour, nationality and ethnic origin). 
· family status including marital status and responsibilities as a carer.
· sexual orientation and lawful sexual activity.
· age.
· gender and gender identity.
· physical features.
· political beliefs or activity.
· religious beliefs or activity.
· breastfeeding.
· impairment including physical, intellectual or psychiatric.
· pregnancy or potential pregnancy.
· political opinion or activity.
· criminal record.
· union membership or industrial activity.
· personal association with a person with any of the above characteristics.
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