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Purpose of this handbook 

This Employee Handbook is supplied to provide employees with details of working conditions, benefits and 

relevant organisational policies and procedures. The information contained within should give you the basic 

guidance and foundation to understand our aims and goals.  

We hope this will empower you to reach your potential within our business, maximising the benefit to all parties.  

The Youth Express Employee Handbook should answer most questions regarding policies and procedures within 

our business. It is essential that you understand and comply with all the provisions of this Handbook.  

Youth Express Association Inc reserves the right to modify, revise or supplement policies and portions of this 

Handbook as appropriate. Employees will be notified in writing of any such changes to the Employee Handbook as 

they occur.  

 

Julie Eldridge  

CEO 
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Employee Welcome  

We welcome you to Youth Express. Youth Express considers the employment of every individual to be an 

important factor in the constant growth and development of our service.  

As an employee of Youth Express we hope that you will be an enthusiastic and valuable member of our team. At 

Youth Express we endeavour to supply all our employees with optimal working conditions, ongoing support and 

focused direction. Combined with your co-operation, this should deliver positive results, opportunities and benefits 

to everyone within our organisation.  

Our employees are the most valuable resource available to us and we encourage the innovative and distinctive ideas 

that come with staff contribution. The following Handbook is intended as a guide to make you feel as comfortable 

as possible in your position.  

While we cannot answer all your questions, familiarising yourself with the contents of this Handbook will clarify 

basic policies and procedures and should act as a primary step in learning about and working with our people and 

our organisation.  

We trust that your experience at Youth Express will be fulfilling and enjoyable. On behalf of the management and 

Youth Express we would like to welcome you to our team and wish you every success in your future achievements.  

Julie Eldridge  

CEO 
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Organisational Chart  

Induction  

Youth Express is focused on providing an environment where you will become part of a team and excel in your 

work. We believe that every employee‟s contribution is valuable and actively encourage staff involvement. It is an 

important part of every new and existing staff member‟s development and training to familiarise themselves with 

Youth Express‟ working environment.  

As part of training at Youth Express we will support each employee through the induction process with the 

assistance of a supervisor or the most suitable member of your team. This person will help familiarise you with our 

workplace.  

During the induction process you will be shown around the premises and introduced to fellow co-workers. Any 

rules, policies and procedures that you need to follow will be outlined at this stage. You will also need to fill out 

various forms to begin a personal file. These will include banking details, tax and superannuation details as well as 

any other relevant information.  

You will be given on the job opportunities to familiarise yourself with your position. We will ensure that you have 

a clear idea of your responsibilities and enable you to fulfil your duties without problems. It is our responsibility to 

ensure that you are trained in the safest and most efficient way to perform your job.  

Depending on the position you may be given documentation outlining the duties involved in your employment. 

Your supervisor will be able to help you with any questions regarding your employment.  

Probationary Employment  

You will undergo a probationary period of employment. The purpose of the probationary period is to enable us to 

ascertain our suitability and capability to work together. During the probationary period either of us has the right to 

terminate the employment for any reason without explanation and without any repercussions.  

In the case of disagreement between us, conditions of termination or separation are outlined in your letter of 

employment or workplace agreement.  

The length of the probationary period may vary according to the position. Your letter of employment or workplace 

agreement outlines the duration of the probationary period and the conditions that apply. The probationary period 

may be reasonably extended by the employer. You will be notified if the probationary period is to be extended and 

the reasons for doing so.  

At the end of the probationary period you will be advised of and on what basis any continued employment will be.  

Communication in the Workplace  

Youth Express believes that open and constructive criticism is paramount to the wellbeing of our employees. 

Knowing and understanding your objectives as an employee contributes strongly with meeting and achieving these 

objectives. Youth Express will conduct regular performance reviews at least once every 12 months.  

Youth Express aspires to the “open door” policy. All employees should feel comfortable in the knowledge and 

assurance that they may approach supervisors or senior management to discuss any issue. We place a great deal of 

importance on open and frank communication at all levels within our organisation.  
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Supervisors and managers will hold regular staff meetings at which all employees have the opportunity to share 

ideas, grievances, opportunities and issues affecting our organisation. Rumour and gossip (whether malicious or 

otherwise) is NOT welcome.  

Presentation and Appearance  

You must maintain a high presentation standard in either issued uniforms or personal dress if you have contact with 

customers or clients.  

Where an employee is required to wear any special uniform it will be supplied by the employer. Any such uniform 

remains the property of the employer.  

Maintenance and laundering of uniforms is the employee's responsibility.  

The employee will be held responsible for the loss or damage of uniform items and will be required to pay for 

replacement items. If the uniform deteriorates due to normal wear and tear, the employer will supply additional 

uniform items at no charge to the employee.  

Employees must return all employer supplied uniforms on termination of employment.  

Code of Conduct  

As an employee of Youth Express you are expected to ensure that you maintain high standards of ethics, integrity 

and behaviour while employed with us.  

Included in those expectations are:  

• Honesty and fairness when you deal with customers, clients, co-workers, management and the general public;  

• Adherence to all employer policies, procedures, rules and regulations;  

• That you will carry out all reasonable and legal instructions of supervisors and managers.  

We bring to your attention these general guidelines that will assist you to meet what is expected of employees of 

Youth Express. You should:  

• Start and finish work on time;  

• Comply with OH&S rules and requirements;  

• Respect the employer‟s ownership of all business funds, equipment, supplies, books, records and property;  

• Keep confidential any information or records about the business you have had access to both during and after 

your employment with us;  

• Not undertake any employment with another business that is a competitor of or is in conflict with your 

employment with us;  

• Dress appropriately for your work and ensure you are presentable, clean, neat and tidy;  

• Not make any unauthorised statements to the media about Youth Express;  

• Not fight, use abusive language, engage in horseplay or practical jokes as these are forbidden in the workplace;  

• Not harass or bully any person in the workplace;  
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• Not use or be under the influence of illegal drugs or alcohol while in the workplace.  

Should you breach the Code of Conduct, it will be taken seriously and will be dealt with in accordance with our 

Discipline and Termination Policy.  

Code of Ethics  

Youth Express endeavours to conduct its activities with high standards of equity, honesty, integrity, respect and 

fairness when dealing with all of our customers and employees. We encourage you to help us to maintain these 

high standards while at work and whenever you represent the business.  

The employer takes seriously its obligations to comply with all its legal obligations and expects all employees to 

abide by all applicable laws, regulations and common law obligations.  

This Code establishes standards of behaviour that all employees are expected to meet. Where standards are not met, 

you can expect appropriate disciplinary action to be taken. In cases where non compliance involves serious or 

wilful misconduct, it may result in your instant dismissal.  

Should you breach this Code and break the law, the appropriate law enforcement agency will be notified.  

To comply with expected standards you will:  

• Treat your co-workers, customers and clients with dignity and respect;  

• Not harass or bully other employees, customers or clients;  

• Ensure that all dealings with other employees, customers and clients are honest, fair and equitable;  

• Not discriminate on the basis of sex, race, disability, pregnancy, age, marital status, family responsibilities, sexual 

preference or transgender identity;  

• Not break any law or regulation;  

• Declare any conflict of interest between your role with us and your involvement in an activity away from the 

business;  

• Make yourself aware of employer policies and ensure that you comply with them;  

• Not use, trade or sell alcohol or illegal drugs on the premises or come to work while affected by either;  

• Use computers, internet and email in accordance with employer policy;  

• Not use business information or work time for private gain;  

• Not leak confidential information to competitors, clients, customers or other unauthorised persons;  

• Not steal business funds, property or equipment;  

• Not steal from customers or clients.  

• Ensure the highest standard of service to other employees, customer or clients;  

• Not falsify reports or records;  

• Not breach copyright;  
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• Always acknowledge other people's work and ideas;  

• Always comply with OHS requirements; and  

• Adhere to environmental standards and laws.  

At Youth Express we are committed to providing a work environment that is pleasant for employees to work in and 

conducive to good workplace relations.  

Bullying & Harassment  

This policy is aimed at ensuring that employees are not subjected to any unwanted workplace harassment or 

bullying. Harassment and bullying in the workplace decreases productivity, increases absenteeism, and is also 

against the law. For these reasons harassment will not be tolerated at Youth Express.  

What is workplace harassment?  

The most common form of workplace harassment is sexual harassment. Sexual harassment is behaviour of a sexual 

nature that is unwelcome and has the effect of offending, intimidating or humiliating the person being harassed. 

Sexual harassment most often happens against women, but men can also be subjected to sexual harassment.  

Workplace harassment can also be based on other grounds including race, disability, age, pregnancy, marital status, 

homosexuality, transgender, or HIV/AIDS status.  

For the purpose of this policy „harassment‟ includes bullying.  

Harassment in the workplace can create an unpleasant or even hostile work environment. Harassment makes work 

difficult for everyone - the person being harassed, as well as employees witnessing the harassment. The harasser 

also is not concentrating on their work when he/she engages in this type of behaviour.  

Workplace harassment usually consists of a pattern of unwelcome behaviour; however, it can consist of just one act 

where this is of a serious nature. Also there is no requirement that the harasser intend to offend or harm in order for 

it to be unlawful. All that is required under the law is that a reasonable person would consider that the person being 

harassed would be offended, humiliated or intimidated by the behaviour in question.  

(Remember the key element of sexual harassment is that it is unwelcome behaviour. It has nothing to do with 

mutual attraction, or private, consenting friendships, whether sexual or not).  

Examples of unlawful harassment:  

• suggestive comments about a person‟s body or appearance  

• leering or staring at a person or parts of their body  

• demands that revealing clothing be worn  

• tales of sexual performance  

• persistent, unwelcome proposals of marriage  

• gender based insults or taunting  

• sexist or racist jokes  

• pornographic or nude posters in the workplace  
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• homophobic material displayed on the notice board  

• homophobic abuse  

• verbal or written abuse directed at a transgender person  

• touching a person in a sexual way  

• sexual assault (criminal offence)  

• 'flashing' (criminal offence)  

• obscene telephone calls (criminal offence)  

• asking questions about a person‟s sex life  

• unwanted confidences about a person‟s sex life or lack thereof  

• persistent requests for a night out where these are rejected  

• requests for sex where these are unwelcome  

• making jokes at the expense of a person with a disability  

• verbal abuse or derogatory comments based on race  

• abuse based on a person‟s age  

• bullying  

In some instances the harassment might take place outside the workplace: at the work Christmas party for example, 

or when an employee makes unwelcome phone calls to another employee at their home or follows them home from 

work.  

If you go to another workplace to do your work there, it is also against the law to harass someone who is working 

there.  

Youth Express recognises that workplace harassment may involve comments and behaviours that offend some 

people and not others. The management of Youth Express accepts that individuals may react differently to 

comments and behaviour. That is why a minimum standard of behaviour is required of employees. This standard is, 

as far as is possible, respectful of all employees.  

Bullying  

Bullying includes physical abuse and psychological abuse. Violent behaviour is a highly objectionable form of 

bullying. Note, however, that it can be manifested in more subtle ways that impact on the health and well-being of 

the victims of bullying.  

Bullying in the workplace is harmful to the victims and the workplace culture. Our clear policy is to totally oppose 

bullying without differentiating between levels of staff. In other words, if a manager and a junior employee are 

guilty of bullying then no favouritism will be shown to the manager compared to the junior.  

Are you suffering harassment or bullying?  

If you believe that you are being harassed or bullied there are a number of important steps you should take:  
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• Tell the person that their behaviour is unacceptable, and that it must stop. It is important to say these things to the 

harasser otherwise they may interpret your silence as consent. If you would feel too uncomfortable saying these 

things to the harasser, this will not mean that you don‟t have a valid claim.  

• Report the behaviour or incident to your supervisor or manager; you may wish to lodge a grievance under the 

company‟s Grievance Handling Policy.  

• If the alleged perpetrator is a supervisor or manager then report the supervisor or manager to a senior manager.  

• Keep your complaint confidential - this will avoid idle gossip and the possibility of defamation proceedings 

against you or the company.  

What will the company do?  

Youth Express has a legal responsibility to take reasonable steps to prevent harassment and bullying from 

happening in the workplace. This involves educating employees about harassment and bullying, putting in place 

this policy, implementing grievance procedures and ensuring compliance by all in the workforce.  

If you make a complaint of workplace harassment or bullying it will be taken very seriously and will be dealt with 

sympathetically and in a confidential manner.  

The complaint will be investigated and, if found to be proved, appropriate warnings or other disciplinary action will 

be taken against the harasser. In serious cases the harasser may be dismissed.  

You will not be victimised or treated unfairly for making a complaint.  

If you are not satisfied with the way in which the company has dealt with your complaint, you can seek further 

advice from an outside agency such as the Human Rights and Equal Opportunity Commission or the Anti-

Discrimination agency or other relevant government agency.  

Managers’ and supervisors’ role  

Managers and supervisors have an important role in the prevention of workplace harassment and bullying.  

Firstly, managers and supervisors must ensure that they do not harass or bully employees, other managers or 

supervisors, clients or customers.  

Secondly, managers and supervisors must ensure that their staff understands the Workplace Harassment and 

Bullying Policy. When managers and supervisors observe discrimination or harassment or bullying, they should 

take steps to stop it and warn the person of the consequences if the behaviour continues.  

If a person approaches them with a complaint about harassment or bullying, they should take appropriate steps to 

resolve it. If this is not possible or is inappropriate, then the General Manager should be informed.  

 

Employees’ role  

Each employee must ensure that they do not engage in harassing or bullying behaviour towards other employees, 

managers or supervisors, clients or customers.  

Employees should be aware that they can be held legally responsible for their unlawful acts. Employees, who aid, 

abet or encourage other persons to harass or bully can also be held legally liable.  

If you need more information  
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If you need any more information about workplace harassment or bullying the following people can help you:  

• your manager or supervisor  

• a grievance contact officer  

Grievance Management  

At Youth Express we aim to foster good relations amongst employees and between employees and management. 

We acknowledge that the enjoyment you experience in your job is reflected in how well you work and how well 

you relate to your colleagues and customers.  

We also acknowledge that problems can arise at work that may sometimes cause you to feel aggrieved. These 

problems can arise from the behaviour or decisions of management or other employees.  

The purpose of this policy is to allow you to have such problems, referred to as grievances, addressed in-house in a 

timely and confidential manner. This can avoid the need for employees to go outside the company for assistance.  

What is a grievance?  

A grievance can be about anything done, or not done, by management or another employee or employees, which 

you feel affects you unfairly or unjustly.  

A grievance can also be about discrimination, harassment, or any other employment related decision or behaviour 

which you think is unfair, unjust or upsetting.  

This grievance handling policy gives you advice about what to do if you have a grievance and what will happen if 

you make a formal complaint.  

How will your grievance be handled?  

If you come forward with a grievance it will be treated with the utmost confidentiality. It is important that you also 

maintain confidentiality in order to avoid idle gossip and the possibility of defamation proceedings.  

If you decide to go ahead and make a formal complaint (see below), it will be taken seriously and investigated in an 

impartial manner. This may mean that you, the person  

Youth Express Employee Handbook 11 Reviewed March 2010 

complained about, and any witnesses will be interviewed. Again, confidentiality will be assured. No decision will 

be made until the investigation is complete.  

If you do come forward with a complaint, you will not be treated unfairly or victimised as a result.  

If a complaint is made against you, be assured that you will not be prejudged. You will have an opportunity to tell 

your side of the story. You may bring someone with you at the time to give you some support.  

Each complaint will be dealt with in as short a time as is possible as the circumstances dictate.  

What are your options if you do have a grievance?  

• Speak to the person causing the problem: While this may not be appropriate in many cases, it may be the easiest 

way of resolving the issue if you do feel comfortable with speaking to the person. You can tell them that their 

behaviour, decision, actions, etc was unfair, offensive, discriminatory etc, and why you believe this to be so. The 
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person may have been totally unaware of the affect of their behaviour or decision on you. By telling them you will 

give them a chance to redress the situation.  

• Speak to your immediate supervisor or manager: If you do not want to speak to the person directly, you can tell 

your immediate supervisor or manager about your grievance. They will tell you what your options are. With your 

agreement, they may approach the person complained about and talk to them informally about your grievance. 

Alternatively you may decide to make a formal complaint.  

• Make a formal complaint: If you do decide to make a formal complaint, this can be done by putting the complaint 

in writing and reporting it to your supervisor or manager. You may have a fellow employee attend the meeting with 

you when you report the complaint. The written complaint should contain a description of the incident(s), decision, 

behaviour in question, the time and date of the incident(s) etc, the names of any witnesses, your signature; and date 

of the complaint.  

The investigation  

Once a formal complaint is made, the matter will be investigated by the supervisor or management. If the 

supervisor or management feels that there is a reason why they should not conduct the investigation (eg, they may 

be a friend of the person complained about), then another senior manager will conduct the investigation.  

The supervisor or senior manager will then interview you, any witnesses, the person against whom the complaint is 

made, and that person‟s supervisor. You and the person against whom the complaint is made may have a support 

person with you when the interview is being conducted.  

If the complaint is substantiated, the appropriate action will be taken (see below).  

If the complaint is unsubstantiated, you will be given an explanation as to why that finding was made.  

If the complaint is found to have been completely fabricated, appropriate disciplinary action may be taken against 

you.  

What are the outcomes?  

If the investigation reveals that your complaint is a valid one, a number of actions may be taken, depending on the 

nature of the complaint. The person against whom the complaint is made may be required to give you a written 

apology; he/she may be given a written warning, counselling, suspension, demotion, or be dismissed.  

If the investigation is inconclusive, ie the complaint cannot be proved due to lack of evidence; the company may 

nevertheless take a number of actions. These may include training of all staff, and monitoring behaviour of all staff.  

If the complaint is found to have been completely fabricated, appropriate action may be taken against you, 

including counselling, a written apology to the person complained about, an official warning, suspension, 

demotion, or dismissal, depending on the seriousness of the allegations.  

Outside agencies  

If you are not satisfied with the way in which your grievance was handled you may take it to an outside agency, 

such as the Human Rights and Equal Opportunity Commission or the Anti-Discrimination Board.  

Attendance and Punctuality  

At Youth Express we ask for a high standard of attendance and punctuality among our employees. If for any reason 

you are unable to attend work, you should advise your supervisor as soon as possible prior to the scheduled start 

time. This will allow us to rearrange work as required and minimise the disruption to any other employees.  
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In the event that you are sick or have a family emergency, you should notify your supervisor or manager as soon as 

practicable, indicating the circumstances and extent of your anticipated absence.  

During a prolonged absence due to accident or illness you should contact your supervisor or manager on a regular 

basis.  

Where you find that you cannot return to work as scheduled, you must notify your supervisor or manager as soon 

as possible.  

Any form of leave should only be taken in accordance with our Leave Policies.  

Phone and Mail Systems  

It is considered generally inappropriate to use the business‟ phones to make or receive private calls while at work. 

Therefore, if you need to make a private phone call during work hours please seek permission from your supervisor 

to use the telephone or use your own mobile phone during your break times.  

The following guidelines will govern the making and receiving of private telephone calls during work time:  

• The employer's telephones are provided for the conduct of its business. Any use of the telephones for the conduct 

of any other business for the financial gain of any other party is expressly forbidden;  

• All personal telephone calls should be kept as short as possible in the interests of minimising disruption to work;  

• All employees should attempt to restrict personal calls to family/partners and defer other calls to times outside 

work hours;  

• If an employee is on a personal telephone call and is required to return attention to work then that call should be 

terminated as quickly as possible;  

• Only local outgoing personal telephone calls are permitted unless the specific permission of your immediate 

supervisor is obtained - circumstances justifying non-local calls would normally be considered an emergency;  

• The telephone is not to be used in any way that offends the law or as a device for delivery of offensive or 

objectionable communications - offences of this nature may result in instant dismissal;  

• Note - no telephone calls to 'charge-for' services or the like are permitted.  

A similar policy applies to the use of our mail services for despatching personal correspondence. Youth Express 

believes these tools are for business purposes only and not for private use.  

Internet & Email  

Some employees will have access to a computer or related equipment, the internet and email. During paid work 

hours, these facilities are to be used for work related purposes only. Employees will be allowed occasional personal 

use during breaks or lunch hours. Employees may check, send personal email and use the internet during these 

permitted times.  

Where access to a computer, related equipment or the internet is required as part of your job, you will be given 

appropriate password access. You are expected to treat this password as confidential. Any abuse of password 

access will be considered a serious misconduct.  
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Youth Express embraces a high professional ethic and a similar level of responsible behaviour is expected from all 

users of its electronic communications systems, including email, Internet, phone and fax. The computer equipment, 

email and internet MUST NOT be used at any time:  

• For any activities of an illegal or fraudulent nature;  

• To disseminate the intellectual property or confidential information of the employer or any other business or 

individual without written permission;  

• To access, download or disseminate material that is pornographic, sexually explicit, obscene, discriminatory, 

defamatory, or which would be reasonably viewed as offensive;  

• For the purposes of gambling;  

• To inflict any form of abuse on another employee or other party;  

• To conduct business on behalf of organisations other than the employer and its subsidiaries, including pyramid 

selling;  

• To interfere with, disrupt or violate the privacy of other Internet users or equipment - this includes distribution of 

unsolicited advertising, intentional propagation of computer worms or viruses, using the Internet to make 

unauthorised entry to any other machines or networks, sending harassing or threatening electronic mail and forgery 

(or attempted forgery) of electronic mail messages or news postings;  

• To engage in mass posting of messages to inappropriate newsgroups or send unsolicited emails en mass.  

Connection to the Internet introduces the risk of potentially destructive viruses. Up-to-date virus 

detection/correction software is to be downloaded to every computer or related equipment at appropriate intervals. 

You must not deactivate or bypass virus control measures for any reason. All viruses or suspected viruses must be 

reported to your supervisor or manager.  

In using the internet or email, you:  

• MUST use language of a professional communication standard, check spelling and grammar, address the email to 

the correct recipient and conclude with your name.  

• MUST NOT use abusive or objectionable language in either public or private messages.  

• MUST NOT use Internet chat room slang or abbreviations.  

• MUST NOT initiate or forward chain letters.  

Any employee who abuses the computer, Internet or email facility will face disciplinary action, including 

suspension without pay or dismissal. In the event of illegal activities (for example creation of viruses), offences 

will be reported to the appropriate law enforcement agency.  

Monitoring tools may be used by authorised staff to manage and enhance the performance of the service and in 

doing so these authorised staff may regularly view email and web search logs, such as addresses, headers, dates, 

times, file name and file sizes. These monitoring tools are capable of revealing abuses of the system.  

Under no circumstances are you permitted to view the content of email messages not addressed or intended for you. 

Where there is need to examine another employee‟s email content or other Internet related files, approval to access 

them must be granted from the manager.  
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Confidential Information  

All information received by you in connection with Youth Express and its directors, employees and clients is 

absolutely confidential. Any unauthorised disclosure to a third party of any confidential information about matters 

connected with the business and its clients, both during and after termination of your employment will render you 

liable to disciplinary action and/or to legal proceedings to restrain you from disclosing information to a third party, 

or from making personal use of such information without the authority of the employer, or for damages if loss to 

the business or the client results from such unauthorised disclosure.  

Except in the course of your duties you will not during your employment or at any time after ceasing to be 

employed (however this may occur) disclose to any other person (without the previous consent in writing of the 

employer) either directly or indirectly, any confidential information relating to the business or any related body 

corporate of the business or any client of which you become possessed whilst employed by the employer, nor use 

any such confidential information in any manner which may cause or be calculated to cause injury or loss to the 

business or any related body corporate of the business or any client.  

Confidential information includes (but is not limited to) information concerning:  

• budgets;  

• business plans;  

• product or service pricing;  

• client quotations or costing;  

• market research data (including both qualitative and quantitative reports);  

• creative proposals;  

• corporate development plans and strategies;  

• strategic business recommendations;  

• service and product ideas, concepts, plans;  

• communications between suppliers, clients and external consultants; and  

• any document or information from its appearance or content that may reasonably be regarded as confidential.  

To meet these obligations you must:  

• subject to these provisions, keep any Confidential Information secret and confidential, except to the extent 

required by law to be disclosed;  

• take all responsibility and necessary precautions to maintain the secrecy and prevent the disclosure of any 

Confidential Information;  

• not use, copy or record any Confidential Information except as is strictly necessary in the ordinary and proper 

course of employment with the business or after first obtaining the written consent of the employer;  

• not disclose Confidential Information to any third party except as is strictly necessary in the ordinary and proper 

course of employment with the employer or after first obtaining the written consent of the employer and having 
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first ensured that the third party agrees to keep the Confidential Information confidential in terms no less restrictive 

than those set out in this clause;  

• not remove any Confidential Information from the employer‟s premises except as is strictly necessary in the 

ordinary and proper course of employment with the business or after first obtaining the written consent of the 

employer; and  

• immediately notify the employer after becoming aware of any suspected or actual unauthorised use, copying or 

disclosure of the Confidential Information by any person and provide such assistance as requested by the employer 

in relation to any action taken by the employer or any related body corporate, to prevent any suspected or actual 

unauthorised use, copying or disclosure of the Confidential Information by any person.  

Conflict of Interest  

The objectives of this policy are to:  

• provide a framework for resolving situations where conflicts of interest exist, or might be perceived to exist;  

• support the right of staff to freedoms provided by common and statutory law, provided that they uphold standards 

of professional behaviour and conduct activities in an effective, efficient, fair, equitable and impartial manner so as 

to maintain the confidence and trust of clients; and  

• communicate Youth Express‟ position on conflict of interest to all stakeholders.  

A conflict of interest should be assessed in terms of whether the interests or personal circumstances of the staff 

member could influence, or could appear to influence, the performance of duties assigned to that staff member.  

Related and Associated Legislation  

This Policy should not be read in isolation, and any consideration of a potential conflict of interest should take into 

account the following:  

Affirmative Action (Equal Employment Opportunity for Women) Act 1987  
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Sex Discrimination Act 1984  

Racial Discrimination Act 1975  

Disability Discrimination Act 1992  

Anti Corruption Commission Act 1988  

Types of Conflicts of Interests  

Conflicts of interest arise when staff members find themselves in situations where they are in a position to 

influence the performance of duties according to their own interests and personal circumstances. In many instances, 

only the staff member involved will be aware that a conflict of interest exists in a situation, or that the potential for 

a perceived conflict of interest exists in a situation. It is the responsibility of all staff to identify any conflicts of 

interest, and to take action to avoid situations in which a conflict of interest could arise. Circumstances which could 

result in a conflict of interest for Hunetr Valley Youth Express staff are:  

• financial interests;  
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• personal and family relationships between staff members;  

• personal and family relationships between staff members and students;  

• acceptance of gifts or benefits;  

• use of official facilities and equipment;  

• use of official information;  

• personal beliefs;  

• public comment;  

• multiple roles;  

• outside employment; and  

• political participation.  

Declaration of Interest  

All staff, including contractors and casuals working on behalf of Youth Express, who believe these identified types 

of conflicts affect them must declare their interests in writing to:  

Programme Manager  

PO Box 65  

Maitland NSW 2320  

You should notify your supervisor or programme manager as soon as you become aware of the conflict.  

Guidance for Staff  

You must:  

• perform your duties impartially:  

• avoid situations in which private interests conflict or might reasonably be thought to conflict with the 

performance of your duty;  

• disclose any potential or actual conflict of interest to your supervisor or manager;  

• disclose any potential or actual conflict of interest of a member of the immediate family to your supervisor or 

manager;  

• in cases where a conflict of interest exists, or might reasonably appear to exist, obtain the written authorisation of 

your immediate manager to continue or cease duties until the manager has examined the matter and directed you in 

writing about further action;  

• not solicit or accept from any person any remuneration or benefit for the discharge of duties to gain directly or 

indirectly a financial advantage for yourself or any other person over and above your normal remuneration; nor  

• accept any gift, hospitality or concessional travel other than permitted by Youth Express.  
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Disclosure  

In any matter where an actual or potential conflict of interest arises, you must immediately report such conflict to 

your immediate supervisor who will seek direction from the programme manager as to what, if any, future 

involvement there should be in the matter.  

Implementation by Managers  

Where a disclosure is made to a supervisor, the manager may,  

• authorise in writing continuation of the involvement of you in the matter;  

• require you to cease acting in any or all aspects of the matter;  

• direct you to cease supporting or involvement with a third party to the matter; or  

• issue any other directive required to avoid the conflict of interest.  

All supervisors should record in writing all reports of conflicts of interest and all directions given about handling 

each matter. These reports are to be forwarded to the Programme Manager, who will discuss them on a regular 

basis with the Chairman. If necessary the reports will be discussed with the appropriate Board Committee.  

Where a manager is or may be involved in the matter and where potential or actual conflict of interest involves or 

may involve the manager directly or indirectly, the manager shall take no action other than to immediately refer the 

matter to the chairman.  

Guidance for Directors  

Directors should make a statement of interest on appointment which will be provided to the Organisation Secretary 

and filed for future reference if required. Issues where a conflict of interest may occur will be dealt with on a case 

by case basis.  

 

Other Employment  

You will as soon as practicable, inform your manager of any additional employment that you contemplate or attend 

which relates to or is in competition with the Company that may result in a conflict of interest with the Company‟s 

business.  

The manager will assess any real or potential conflict in your individual case and let you know accordingly. 

Conflict of interest is a ground for termination of employment.  

This request does not automatically exclude you from having a second part-time job.  
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Personal Information  

At Youth Express we value the privacy of our employees. All personal information concerning you that we hold is 

confidential and will only be used for purposes for which the information is relevant. There will be exceptions to 

this at times. Circumstances when your personal information may be used for other purposes would include:  
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• when you give consent to pass on or use the information;  

• to prevent a serious threat to a person‟s health or life;  

• when we may be required to disclose information to legal authorities;  

• where it may be required to prevent or prosecute a breach of any law.  

You will be allowed access to any personal information that we hold about you. You should ensure that the 

personal information we hold is accurate, up to date and complete. You will need to keep us informed of any 

changes to your personal information including changes of address or who your emergency contact person is if 

your circumstances change.  

While we have personal information that you will have access to, we reserve our right to keep information about 

you for the purposes of the business that you will not have access to.  

At any time we are to pass on your personal information and your consent is required you will be required to sign a 

document to confirm your consent.  

Medical Information  

Youth Express may collect and hold medical information about you. This is done to ensure we meet our duty of 

care to you and other employees and also to minimise any medical related risk to the business.  

The reasons that we collect and hold medical information about you or other employees would be:  

• To assess a job applicant‟s suitability to perform the inherent requirements of a job;  

• To allow us to assess any possible dangers or risks to an employee‟s health or wellbeing that may result from the 

performance of particular work;  

• To ensure Youth Express meets its obligations in regard to occupational health, safety and rehabilitation.  

Any information Youth Express requires will relate directly to the requirements of a position or work that is to be 

performed. In assessing whether a physical requirement is reasonable, the following factors would be taken into 

account:  

• Is the physical requirement actually needed to perform the work, for example the level of hearing or physical 

dexterity?  

• Could the person do the work with the provision of aids, such as hearing aids, spectacles or mechanical aids?  

• Would the cost or difficulty of providing any aids be reasonable given the circumstances of the business?  

Where an employee has a detrimental medical condition, the employer will investigate whether a reasonable 

adjustment to the employee‟s work to accommodate the condition is available.  

Before collecting any medical information from job applicants or employees, they will be made aware of any 

physical requirements of the position by the following means:  

• The job advertisement;  

• A job description detailing the inherent requirements for the position;  

• At the initial job interview.  
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Medical information may be collected by way of any or all of the following:  

• A health declaration completed on application for employment;  

• During a pre-employment medical assessment;  

• During any health assessment that the employer may require.  

A health declaration informs job applicants of the inherent requirements of the position that is being applied for. 

The declaration is to be signed by the job applicant.  

A pre-employment medical assessment is an examination carried out by a suitable medical practitioner. The 

assessment will be designed to examine whether a job applicant is physically capable of fulfilling the inherent 

requirements of the position applied for, prior to a job offer being made.  

Any further health assessment during your employment is to monitor and ensure your health, welfare and safety in 

carrying out the physical requirements of your work.  

Youth Express respects the privacy of job applicants and employees regarding medical information and will use it 

only for purposes outlined in this policy.  

Equipment  

As part of managing our duty of care, we try to ensure that all our equipment is suitable for its purpose and in good 

working order. The investment in maintenance of all our equipment is considerable. You can contribute to 

minimising the costs of maintenance and replacement by taking proper care when using any equipment. A 

thoughtful attitude combined with the use of common sense will enhance the life of the equipment and minimise 

inconvenience to the user.  

You must report any damage to any equipment so that repairs may be carried out as required. Accidents do happen, 

but any wilful or negligent act or omission to act that result in damage to our equipment will result in disciplinary 

action being taken. This may include the employee/s concerned having to compensate us for any loss or damage to 

our property.  

A central register is kept of all equipment owned, leased and operated by Youth Express. Each piece of equipment 

has a code attached allowing for easy registration, upkeep and tracing as required. The responsibility for the upkeep 

of the  
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register rests with the Manager. Should for any reason any equipment be discarded, repaired or moved to a different 

area/section/employee, you should advise the Manager as soon as possible.  

Motor Vehicles  

All Managers and employees who are either assigned or use the organisation‟s vehicles are to ensure that they 

comply with this policy for their usage.  

Senior Managers  

Senior Managers employed by Youth Express may be entitled to a vehicle as part of their benefit package. This 

vehicle is currently a Holden Commodore or equivalent.  
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The purchase of petrol for the purpose of driving while on annual leave and/or extended non business driving (eg. 

weekend trips) is not to be made using the organisation‟s Petrol Card or in any way be made an expense to the 

organisation. It must be made at the Manager‟s own cost.  

Other than employees of the organisation, only the spouse or partner of the Manager who has possession of the 

vehicle is permitted to drive that vehicle. Any driver must remain fully qualified to drive and be over the age of 

twenty-five to comply with the Organisation‟s insurance provisions.  

Log books are not required, at this time.  

Vehicles may also be swapped between Managers, at the request of Management, to enable relevant kilometres to 

be accumulated in the appropriate time frame for “trade-in” purposes.  

When the vehicle is not being used by the Manager, to whom it is assigned, the vehicle is to be available at the 

office for pool use.  

A Manager must return the vehicle and its keys to the organisation immediately on the termination of employment 

for any reason.  

Should a provided vehicle become unserviceable an alternate vehicle will be provided, or a vehicle allowance will 

be paid.  

Should you cause an accident or suffer damage to the vehicle, or there is any circumstance where the insurance 

excess is not recoverable, then the payment of the excess is the driver‟s responsibility. This also applies to any of 

our staff or spouse or partner who may drive the vehicle.  
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Programme Officers  

In some cases, Programme Officers may be provided with a vehicle in-lieu-of payment of travelling allowance to 

carry out their job requirements. All vehicles which are provided to Programme Officers are to be used for business 

purposes only and they are not provided for private use. Usage is to be recorded in a log book which is to be 

submitted to Administration monthly for reconciliation.  

Vehicles provided to Programme Officers have to be made available for use by other staff during normal business 

hours. Vehicles are to be returned when Officers are on Annual Leave or other extended leave.  

The Officer will be the custodian of the vehicle when it is not required on site.  

Please note that should you have an accident or cause damage in the vehicle which has been supplied to you by the 

Organisation and it is the driver‟s fault, or there is any circumstance where the insurance excess is not recoverable, 

then the payment of the excess is the driver‟s or custodian‟s responsibility.  

Should a provided vehicle become unserviceable, a vehicle travelling allowance will be paid for work related 

duties.  

An Officer must return the vehicle and its keys to the organisation immediately on the termination of employment 

for any reason.  

General  

All drivers of the organisation‟s vehicles need to provide a copy of their current valid driving licence and advise the 

Youth Express of any change of circumstances to the validity of their licence.  

No person is to drive a Youth Express vehicle unless they hold a valid driver‟s licence.  

Youth Express retains the right to reallocate vehicles. If an existing vehicle, which is already in the organisation 

fleet and is not due for replacement, becomes available, it may be re-allocated to an employee who becomes 

entitled to a vehicle.  

Under no circumstances can unauthorised vehicle modification, alteration or additions be made to the vehicle once 

it has been purchased or leased without the express permission of Youth Express.  

The organisation‟s vehicles are expected to be kept serviced (as per the manufacturer‟s recommendations) and 

clean (exterior/interior). The custodian of the vehicle is to either arrange for vehicle servicing or inform the 

appropriate administration person of the need to organise to have such servicing carried out. Whilst the 

Organisation accepts all costs for service and repairs, the cost of car washes and sundry items is the responsibility 

of the designated Officer.  

Any person with a Provisional Licence (P Plates) or a Learner Permit is prohibited from driving any of the 

organisation’s vehicles.  

All speeding fines, parking fines and all other traffic infringements are the responsibility of the driver and at their 

expense. They are NOT payable by Youth Express.  

In the case of an accident whilst using any of our vehicles the Administration Manager should be informed as soon 

as possible and further directions will be given.  
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All employees that are the custodian of any of our vehicles must report in writing all accidents including minor (eg 

dints, scratches) to the Organisation‟s Administration Manager as soon as they occur.  

In accordance with the Youth Express Smoke Free Workplace Policy, smoking is prohibited in all of our vehicles.  

If for any reason you need access to a vehicle, this has to be arranged with the vehicle‟s custodian or 

administration.  

Unauthorised use of equipment or vehicles will result in disciplinary action.  

You need to be aware that any personal belongings that you take with you in any of our vehicles may not be 

covered by the vehicle insurance. Should you require clarification on this, you should contact administration for 

details. You should take care not to take or leave any personal valuables in our vehicles as the business does not 

accept any responsibility or liability for lost, damaged or stolen personal property.  

Our vehicles must not be driven by any person in a manner or at a time which would be a breach of laws including 

the law relating to blood/alcohol content or any other substances which could impair their driving. Consideration 

also needs to be given to the impact of prescription drugs or pharmacy medicine on driving ability. No person is to 

drive a Youth Express vehicle while their ability to drive the vehicle safely is in any way impaired.  

Youth Express encourages and supports safe and responsible driving at all times. All employees are 

reminded of the potential hazards of driver fatigue, etc and are asked to make their travel and business 

arrangements so that such hazards are eliminated.  

Private Vehicle Usage  

Employees who are required to utilise their own private vehicles for work purposes must provide evidence that the 

vehicle has comprehensive vehicle insurance -- not only third party insurance. Employees should also check with 

their Insurer to ensure that their vehicle is covered for business use.  

Reimbursement from the organisation for business usage of a private vehicle, will be paid at the rate set by the 

organisation at the time of usage.  

Where an employee travels directly from home to a place of work that is not the employee‟s usual workplace, 

reimbursement will be paid for all kilometres in excess of normal travel distance from home to the usual place of 

work and return.  

Expenses and Refunds  

Work-related expenses can be reimbursed before or after they are incurred. Where you are aware that expenses will 

be incurred, prior arrangements can be made through a „cash advance‟ or via the provision of an employer cheque 

or credit card.  

All expenses should be documented and justified to the manager. Any expenses not accompanied by receipts and 

the appropriate forms will not be reimbursed.  

Expenses will be processed either within 24 hours or during the next payroll processing run. This will depend on 

what arrangements have been made with you.  

It is your responsibility to provide receipts and documentation, particularly in the event of a cash advance. All cash 

advances will need to be accounted for and any misappropriation of funds will incur serious disciplinary action.  

Time Records  
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All employees will be required to complete a time sheet or work statement and forward these to administration as 

advised. It is your responsibility to record the hours worked and breaks taken. Failure to fill out the required 

documents correctly may result in a delay with payment of your wages. Serious action may be taken if you have 

been found to be deliberately negligent with regard to this procedure. Disciplinary action will also be taken if you 

deliberately falsify any timesheet or record.  

Time sheets or work statements are a legal requirement and you should treat them as such. If you have been 

advised that you are required to complete a time sheet or work statement, you will be expected to complete the 

required details properly.  

Details that may be necessary include:  

• Date and time shifts start and finish  

• Any breaks  

• Total hours worked  

• Time in lieu or make up time hours  

• Your signature and your supervisor‟s signature if required.  

 

Time sheets or work statements are usually required to be completed on a daily basis and forwarded at least weekly 

unless you are notified otherwise. Your time sheet or work statement will need to be signed off by your supervisor 

at the end of each pay week.  

Payment of Wages and Salary  

Timesheets or work statements will be required to be completed for each day‟s activities and will need to be 

presented each week unless you are otherwise advised. Any delay in providing properly completed timesheets or 

work statements may result in delay in payment to you.  

You will need to complete the appropriate leave form to claim any form of leave. Any delays in completing leave 

forms may result in delays in payment to you.  

Pay slips giving details of earnings and deductions will be available to you for each pay.  

Payment periods will be in accordance with Youth Express policy and will be no longer period than monthly. 

Payment will be by electronic funds transfer only into an agreed financial institution account.  

If you want to change the nature of your pay, including account details, you should contact the payroll 

administrator. Youth Express cannot be held responsible for any delays in processing that arise due to changes in 

your banking details.  

Any associated paperwork, rosters, timesheets, overtime etc, should be provided to the payroll administrator as 

required. Delays with this documentation can result in delay of payment to you.  

In the event of an overpayment of wages to you, the Youth Express may recover the amount of the overpayment by 

way of deduction from any subsequent payment due to you, provided you are given written notification of the 

intention to recover the overpayment, the amount to be recovered and a full explanation of the reasons for the 

overpayment.  
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In determining any termination payment, Youth Express may deduct from your payment any balance of 

outstanding monies owing to the employer where there has been an overpayment or advance payment made to you.  

Time in Lieu & Make-up Time  

From time to time you may be required to work outside your normal hours or additional hours. Any time worked 

outside ordinary hours will be in accordance with your workplace agreement.  

If you are required to work outside your normal working hours, these additional hours may be banked up to be 

taken as time in lieu. The hours accrued will be equal to the amount of time worked as overtime. That is an hour for 

each hour worked. Variations on how time in lieu is handled will occur depending on your position and how your 

work fits with service requirements.  

Time in lieu is to be taken at a time that is mutually convenient to both parties. You may choose to bank up time in 

lieu to take for any form of personal commitment, family or social activity that you have planned. These 

arrangements are designed to meet both your need for flexibility and the needs of Youth Express to provide 

services effectively. While every endeavour will be made to accommodate your requests to take time in lieu, it may 

not always fit in. So always talk to your supervisor or the manager to discuss how we can manage time in lieu 

effectively for everyone concerned.  

Any time in lieu accumulation must be agreed with your supervisor or the Manager in advance of working the extra 

hours. All time in lieu must be taken within a nominated period after the extra hours were worked. This will be 

specified by your supervisor or the Manager.  

You may elect, with the consent of the employer, to work make-up time, under which you take time off during 

ordinary hours and work those hours at a later time agreed between the parties.  

Any time in lieu or make-up time must accommodate the service requirements of Youth Express.  

Personal Leave  

Employees are provided with personal leave entitlements under their workplace agreement or legal requirements. If 

you are unable to work due to illness or injury, it is important you contact your supervisor or the manager prior to 

the beginning of your shift, advising the nature of the illness and the expected duration of the absence from work.  

These entitlements are restricted to employees who are absent from work for genuine reasons only. You will need 

to provide proof of your situation if you are absent:  

• For more than 3 single days in a year  

• For more than one day  

• Before or after a public holiday or annual leave  

It is expected that you will give a minimum of one hour notice if you are unable to attend work. It is, of course, 

preferred if you can give your supervisor as much notice as possible. This is because your supervisor may need to 

reorganise the work of other employees to minimise the disruption to the team.  

You must complete a leave form for any personal leave.  

If you require an extended period of leave for personal reasons, you will need to inform your supervisor and keep 

him/her updated in regard to the estimated date you will be returning to work. It is important that you are in contact 

with your supervisor on a regular basis to ensure that your position of employment is protected. It is also important 
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that you forward any required documentation such as medical certificates etc to ensure your situation is managed 

properly.  

Where the employer has reason to doubt the authenticity or accuracy of a medical certificate and your sick leave 

continues into the future, Youth Express may require you to attend a qualified medical practitioner of the its choice. 

Youth Express will pay the fee of the chosen qualified medical practitioner. The employer will rely on the opinion 

of its chosen qualified medical practitioner to determine whether you are fit for normal duties.  

Where you have responsibilities in relation to either members of your immediate family, or members of your 

household, who need your care, you may use personal leave to provide care and support for them when they are ill 

or injured. Carer‟s leave is limited in accordance with your workplace agreement or legislation. Where you have 

used all available personal leave, you may take time on unpaid carer‟s leave in accordance with your workplace 

agreement or legal requirements.  

You will need to provide proof by way of a medical certificate for the illness or injury to Youth Express for all 

carer‟s leave.  

„Close family member‟ means your spouse or partner, a child (including an adult, adopted or step child), parent, 

parent in law, grandparents, grandchild or sibling.  

Compassionate Leave  

You may be entitled to paid compassionate leave without loss of pay when a close family member or household 

member of yours has a life threatening illness or injury and you need to spend time with them or the person dies 

and you need to attend the funeral.  

Close family member‟ means your spouse or partner, a child (including an adult, adopted or step child), parent, 

parent in law, grandparents, grandchild or sibling.  

Payment for the period of absence will be subject to you providing Youth Express, to its satisfaction, with 

reasonable proof of the illness, injury or death.  

Annual Leave  

If you are employed on a full time basis you will be entitled to 20 days annual leave. Annual leave will accrue on a 

pro rata basis at the rate of 1/13
th 

of the nominal hours you work each week. Payment of leave is based on the 

appropriate award, legislation or workplace agreement.  

You must fill out an application for leave if you are requesting time off. This form must be signed and approved by 

your supervisor and forwarded to the payroll administrator in accordance with the following:  

1 – 2 days leave 1 week notice  

3 – 4 days leave 2 weeks notice  

5 – 10 days leave 3 weeks notice  

10 days or more leave 4 weeks notice  

The payroll administrator will be able to inform you of any leave that you have accrued.  

We will try at all times to meet any reasonable requests for leave. You should, however, remember that you are 

working as part of a team; therefore, consideration for your co-workers, any existing responsibilities and the 

operational requirements of the business is essential.  
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We may temporarily close down the business operations in conjunction with the Christmas/New Year period or 

school holidays. During that time you will take accrued annual leave. If you do not have sufficient leave accrued 

for the term of the close down, you will take time off without pay. We will give you at least 4 weeks notice of the 

intention to temporarily close down the business.  

You may be directed to take annual leave if you have accumulated the equivalent of eight weeks leave. The 

maximum amount of leave you may be directed to take is up to one quarter of the accrued amount. You will be 

given at least 4 weeks notice of the requirement to take leave under these circumstances.  

Long Service Leave  

Long service leave is set by legislation or your workplace agreement.  

Generally, for each 10 years continuous service, you will be entitled to 2 months of long service leave. Leave will 

then accrue on a pro rata basis. Long service leave should be taken:  

• Where the leave due is two months - in two separate periods;  

• Where the leave due is between two and four months - in two or three separate periods;  

• Where the leave exceeds four months - in two, three or four separate periods.  

The taking of your long service leave will be negotiable with your supervisor and Manager according to what is 

suitable for the business. This will take into account all practical and operational aspects of your position.  

Long service leave is paid at your ordinary rate of pay, excluding overtime, penalty rates or allowances. Payment 

for the leave may be paid to you as a lump sum at the start of the leave or on normal paydays.  

You are required to give at least 2 months notice if long service leave is required.  

The manager may instruct you to take accrued long service leave by giving you one month‟s notice. If you wish to 

accrue the leave to take at a later time Youth Express may agree at the manager‟s discretion. Where the employer 

agrees you will be required to sign off to indicate that the leave will accrue and that the rate of pay applicable to the 

leave when it is taken will be the rate of pay at the time of accrual.  

Parental Leave  

If you wish to take parental leave, you will need to inform the manager in writing no less than 12 weeks prior to the 

birth of the baby. You must, at least four weeks before the anticipated commencement of the parental leave (14 

days for adoption leave), give written notice of when you wish to start and end the leave so appropriate 

arrangements can be made.  

Part time, full time and regular casual employees are entitled to unpaid parental leave on completion of 12 months 

continuous service. You will be entitled to a maximum of 52 weeks leave. It may be taken in the following ways:  

• Maternity leave: an unbroken period, taken during or after pregnancy;  

• Paternity leave: an unbroken period of up to one week taken at the time of birth (short paternity leave) and a 

further period of unbroken leave, taken in order to be the child‟s primary care giver (extended paternity leave);  

• Adoption leave: an unbroken period of up to three weeks, taken at the time of placement (short adoption leave) 

and a further period of unbroken leave, taken in order to be the child‟s primary care giver (extended adoption 

leave).  
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All parental leave must be completed before the child‟s first birthday or anniversary of adoption. You and your 

partner or spouse may not take parental leave at the same time, except where one of you is on a period of „short 

paternity leave‟ or „short adoption leave‟.  

You may take annual leave or long service leave as well as or instead of parental leave.  

Before commencing leave, you will need to provide us with a medical certificate confirming the pregnancy and 

expected date of birth. In the case of adoption, you will need to provide us with a notice from the adoption agency 

stating the date of placement. Before commencing maternity or extended parental leave, you must also provide:  

• A statutory declaration stating any parental leave sought by your spouse; and  

• A statutory declaration stating that you will be the child‟s primary care-giver if you are to take extended paternity 

or adoption leave.  

You may extend the period of parental leave once by giving us at least one month‟s written notice of your 

intention. The period of parental leave may also be shortened if the manager agrees. You will need to provide us 

with at least 14 days written notice of your request to shorten the period of leave.  

At the completion of your parental leave you will be able to return to your former position. If for some reason this 

position no longer exists, you will be given a position as close to your previous position as possible.  

Youth Express may replace you while you are absent on parental leave. The replacement employee will be advised 

of the temporary nature of the position and the period of employment. Therefore, it is important to ensure 

communication between you and the manager is both open and clear.  

Family Responsibilities  

Youth Express recognises that most employees, from time to time, may find it difficult to maintain a balance 

between work and family life. This policy aims to provide practical assistance to employees with family 

responsibilities to help them achieve this balance.  

Wherever possible, Youth Express will take a flexible approach in order to assist any employee who is having 

problems balancing work and family responsibilities. If you are having problems, speak to your supervisor or 

manager. He or she will try to come to an arrangement with you that suits your needs and which does not have a 

detrimental effect on your work.  

'Family responsibilities' refers to the responsibilities you have to care for or support a dependent child of yours or 

any other immediate family member or a member of your household who is in need of care and support.  

A dependent child will include an adopted child, a stepchild or an ex-nuptial child.  

An immediate family member will include the spouse of an employee (including a de facto spouse), an adult child, 

parent, grandparent, grandchild or sibling of yours or your spouse.  

This definition is not exhaustive. If there is a person for whom you provide care and support who does not fall 

within one of the above categories, then the policy is likely to apply in respect of that person also. If you have any 

questions about whether this policy applies to your situation, talk to your manager.  

Employment Reference Checks  

Pre-employment procedures require Youth Express to obtain information from referees supplied in job applications 

and from previous employers where appropriate. This procedure is part of our professional recruitment and 

employment process.  
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We as a business would like to know more about you - as a possible future employee - and ask for assistance from 

the people you have worked with previously. The better we can balance our expectations and anticipation, the 

better chance of success for all involved.  

The feedback we obtain during the pre employment process will remain strictly confidential.  

Protecting Children and Young People  

The community expects that Youth Express will exercise the highest levels of responsibility in protecting children 

and young people from harm.  

Our business is committed to ensuring that it meets this expectation through the range of programs and services that 

it undertakes. These include the direct provision of education and training, staff recruitment and personnel practices 

and regulating services related to children or young people.  

All employees are required to report concerns about suspected risk of harm to children and young people to 

management.  

Our key responsibilities:  

• ensure that all employees are aware of their obligations to report suspected risk of harm and of the procedure for 

doing so;  

• ensure that all employees are aware of the indicators of child abuse and neglect of children and young people;  

• provide support for employees in maintaining professional standards related to staff relationships with children 

and young people;  

• advise employees under investigation for the alleged abuse of a child or young person, of support services that are 

available do them;  

• ensure that procedural fairness and natural justice applies in situations where a decision is to be taken which could 

have a detrimental effect on the rights, interests or legitimate expectations of an employee;  

• conduct a Working with Children Check for new employees in child-related employment;  

• ask people who are seeking child-related employment with the business to disclose that they are not a prohibited 

person by completing a Prohibited Employment Declaration;  

• report to the Ombudsman allegations or convictions related to the abuse of children or young people made against 

an employee;  

• investigate child abuse allegations and/or suspected risk of harm specifically related to the actions of an employee 

and ensure appropriate action is taken in relation to the finding.  

Access to Premises  

There is an agreed limit with our partner tenant to the number of keys to the premises that will be distributed at any 

one time.  

This is a security measure for both organisations.  

The following procedures are in place for building access:  
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Nominal work hours are 7.30 am – 6.00 pm. Access to the building outside of these times must be approved by the 

programme manager.  

The office is opened at 8.30 am each morning by Kylie Ayerst. If Kylie is not in attendance the calendar will 

clearly indicate this. (Check it daily)  

Dick or Dianne from Mudford‟s will close the upstairs section between 5.30 and 6.00 pm  

Access to Premises outside of business hours.  

Each team has a building access key.  

It is up to team members to negotiate and communicate between themselves for access to this key and the building 

outside of normal business hours.  

These keys are the property of Youth Express, not individual staff and must be made available for all staff as 

required.  

Approval for access outside of normal hours can be easily achieved via mobile call or text message stating time 

access required and reason to Julie Eldridge, Programme Manager 0409 313 522.  

Security Procedures  

Security is the responsibility of all employees. Even where the work environment appears to be a slightly informal 

atmosphere, it is important that you abide by the following:  

• Do not leave any doors or windows open or unlocked after hours. They should all be checked prior to departure.  

• Make sure that all cupboards, filing cabinets and storage areas are kept locked at all times, with only appropriate 

staff access.  

• Ensure that all PCs are closed down and switched off properly after the appropriate backup procedure has been 

executed. Alternatively, should they remain on, ensure the backup procedure has been activated before you leave.  

• Do not allow unauthorised persons/visitors access to office areas. Where needed, direct visitors to the waiting area 

and advise the person with whom they have an appointment to meet them there.  

• When you see anything of a suspicious nature, contact your supervisor or manager. Take any details down on 

paper and supply the relevant report to the supervisor or manager.  

The above are examples only and your responsibility is not limited to these incidents. Written reports should be 

prepared immediately after any security related incidents and should include information regarding the “who, what, 

when, where, how and why” aspects of the incident. If time is critical, please supply these details over the phone 

and confirm them at a later stage in writing.  

Occupational Health & Safety  

At Youth Express our Occupational Health & Safety Policy is based on a belief that the safety and well-being of 

people we employ and people affected by our work, is a major priority and must be considered during all work 

performed.  

People are our most important asset and their health and safety is our greatest responsibility. All persons affected 

by the work we do will be given equal priority to that of our employees.  
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Our aim is to:  

• Achieve an accident free workplace;  

• Make health and safety an integral part of every managerial and supervisory position;  

• Ensure health and safety is considered in all planning and work activities;  

• Involve our employees in the decision making processes through regular communication, consultation and 

training;  

• Provide a continuous program of education and learning to ensure that our employees work in the safest possible 

manner;  

• Identify and control all potential hazards in the workplace through hazard identification and risk analysis;  

• Ensure all potential accident/incidents are controlled and prevented;  

• Provide effective injury management and rehabilitation for all employees.  

 

The achievement of our OH&S aims will depend on:  

• Being pro-active in the planning of all work activities with due consideration given to implementing controls that 

are suitable to each given situation;  

• Understanding the total work process and associated OH&S risks;  

• Ensuring the work team is totally committed to achieving our aims;  

• Ensuring that open and honest communication exists between management and all our employees.  

Return to Work  

Youth Express is committed to assisting employees to remain at work or to resume pre-injury or suitable duties in 

the workplace through rehabilitation following a work related injury or illness.  

As an employer it is our responsibility to ensure that the numbers and duration of all compensable work injury and 

illness incidents at Youth Express are minimised. As part of our management system, our supervisors and managers 

are individually responsible and accountable for the effective prevention of foreseeable accidents and for ensuring 

that when compensable incidents occur, the rehabilitation process is quickly implemented.  

Our aim is to:  

• Facilitate the timely, safe and long-term return to work of injured or ill employees;  

• Develop appropriate duties programs and/or job placement strategies for employees unable to return to pre-injury 

work.  

To achieve our aim we will apply the following procedures:  

Notification of injuries  

• All injuries must be notified to the supervisor as soon as possible;  



Page 32 of 37 

 

• All injuries will be recorded in the Register of Injuries;  

• Our workers compensation insurer will be notified of any injuries within 48 hours.  

Recovery  

• We will ensure that the injured worker receives appropriate first aid and/or medical treatment as soon as possible;  

• The injured worker must nominate a treating doctor who will be responsible for the medical management of the 

injury and assist in planning the return to work.  

Return to work  

• We will arrange a suitable person to explain the return to work process to the injured worker;  

• We will ensure that the injured worker is offered the assistance of a WorkCover-accredited rehabilitation provider 

if it becomes evident that they are not likely to resume their pre-injury duties, or cannot do so without changes to 

the workplace or work practices;  

• We will arrange for the worker‟s return to work (subject to medical and rehabilitation provider advice).  

Suitable duties  

• When the injured worker, according to medical advice, is capable of returning to work we will develop an 

individual return to work plan;  

• We will undertake to provide suitable duties that are consistent with medical advice and that are meaningful, 

productive and appropriate for the injured worker‟s physical and psychological condition depending on the 

individual circumstances of the injured worker.  

Our suitable duties may be:  

• At the same worksite or a different worksite  

• The same job with different hours or modified duties  

• A different job  

• Full time, part time or casual  

Dispute resolution  

• If a disagreement about the return to work program or suitable duties arises, we will work together with the 

injured worker to resolve the issue;  

• If we are unable to resolve the dispute, we will involve our insurer, an accredited rehabilitation provider, the 

treating doctor or an injury management consultant.  

Drugs and Alcohol  

The use of or possession of any controlled or illegal substances within the workplace at Youth Express is strictly 

prohibited. As an employee, you must inform Youth Express prior to commencing work, if you are under the 

influence of drugs (prescribed or non-prescribed), alcohol or any other substance likely to affect your ability to 

work.  
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It is our expectation that maintaining satisfactory performance is the responsibility of all employees and that the 

decision to acknowledge and act on substance abuse related problems and seek assistance is also the employee‟s 

responsibility.  

Possession, sale, or distribution of alcohol, drugs or controlled substances during work hours or on employer 

premises or being under the influence of drugs, alcohol or controlled substances while on the employer‟s premises 

may result in immediate dismissal and may lead to possible prosecution.  

The employer may, in consultation with employees, introduce a system of drug and alcohol testing. Such system 

may include suspension without pay if an employee fails screening.  

Smoking  

The employer premises and vehicles are a non-smoking environment.  

A designated smoking area will be provided for smokers during tea or lunch breaks.  

Smoking during paid working hours is not permitted.  

Fire Safety and Evacuation  

Signs showing the protocol for evacuation in cases of emergency are displayed in various locations around the 

workplace. This information will be explained during a new employee‟s orientation. It is recommended that you 

maintain familiarity with this information while working at Youth Express.  

Throughout the Youth Express property, there are various fire detection or prevention devices such as fire hoses 

and fire extinguishers. Employees are expected to acquaint themselves with the location of fire extinguishers and 

how to operate such equipment.  

In the event of a fire or discovery of smoke please follow the plan of action below.  

Immediately notify the reception or fire brigade on 000 stating:  

• Your Name  

• Your exact location  

• The exact location of the fire  

In case of emergency, please:  

• Alert everybody in your area  

• Switch off machinery  

• Turn off all air conditioning  

• If safe to do so, use a fire hose or extinguisher to fight the fire  

• Close all windows  

• Close all doors behind you as you proceed to the exit or fire stairs  

• Follow the instructions of management or the person in charge  

• Remain calm and do not take any risks  
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Should it be necessary to evacuate the premises all employees should make their way to the emergency muster 

point.  

Staff Appraisals  

Employees will undergo performance appraisals at least once every 12 months. Performance reviews are a 

constructive way to address any problems or issues you may be having within your position or your work. You will 

be encouraged to respond on any comments or documentation made regarding your performance.  

Formal performance reviews will be addressed in a set format and you may be asked to complete a series of 

questions regarding your position. Any formal written comments concerning your conduct are to be signed by both 

you and your immediate supervisor. This report will then remain on file with the rest of your personal 

documentation  

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal day-to-

day basis. It is vital that employees are provided feedback and are recognised for positive and proactive 

performance. If necessary, employees should be given guidelines to suggest improvements. Your supervisor will 

keep you updated regularly to avoid any situations that may arise from lack of communication.  

Resignation  

Resignations can and do occur from time to time. It is expected that any employee wishing to resign take the 

appropriate steps to minimise the impact on Youth Express. Employees should give as much advance notice as 

possible of their intention to resign but no less notice than that required under the Workplace Relations Act. Such 

notice should be in writing. The period of notice required will depend on the particular employee‟s position.  

Youth Express will try to accommodate an employee‟s requirements with regard to resignation and where possible 

will accommodate any request for early departure.  

Employees will return any employer property (including any equipment/assets, keys or documents) in their 

possession. Employees will be required to attend a final interview.  

This will be an opportunity to discuss their achievements and any other matters of interest/concern.  

Benefit and annual leave payments owed to you will be outlined in your final interview.  
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Abandonment of Employment  

If you are absent from work for any reason, you must notify your supervisor, where possible, before the start time 

on the day of absence.  

Should you not attend for work on approved leave, you will lose pay for the actual time of non-attendance. You 

will be counselled for such non-attendance in accordance with the disciplinary procedures of this Handbook.  

Employees are generally considered to have abandoned their employment if they are absent from rostered work for 

a continuous period exceeding three (3) working days without the consent of the employer and without notification 

to the employer.  

The following guiding principles will be used by management in determining whether employees have abandoned 

their employment:  

• the manager must first establish that the employee‟s absence is unauthorised by checking employer records;  

• the manager must then attempt to contact the absent employee either personally or by registered post to determine 

the reason for the absence and whether or not the employee intends to return to work.  

If within 10 working days from the first date of absence the employee gives a reasonable explanation for the 

absence, then the presumption of abandonment of employment may be reversed. (An example of a reasonable 

explanation would be if the employee had been in hospital).  

If no reply is received within the 10 working day period, or the excuse for the absence is unsatisfactory, the 

manager will take positive steps to terminate the employee‟s employment.  

Alternatively, the manager‟s initial letter of inquiry can state that failure to return to normal duty or to give an 

acceptable explanation for the absence within 10 working days from the first absence, will be regarded as the 

employee terminating his/her employment, without notice, on the date of his/her last day of attendance at work.  

 

Termination of Employment  

Terminating Employment with Notice  

For full time and part time employees, the employer may terminate the employment and the employee may resign 

from employment by giving notice. The amount of notice required to be given by the employer and employee is 

based upon the termination provisions set out by legislation, workplace agreement or contract of employment.  

The employer may terminate casual employment and the casual employee may resign from employment by giving 

1 hour‟s notice.  

This period of notice will not apply in the case of:  

• employees serving a period of probation; or  

• termination for reasons that constitute termination without notice as detailed below.  

The period of termination may be reduced by mutual agreement between the employer and the employee.  
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Terminating Employment without Notice  

Youth Express may terminate your employment without giving notice if your conduct is clearly inconsistent with 

the continuation of employment.  

Conduct of an employee that may, depending on the circumstances, justify termination of employment without 

notice includes, but is not limited to:  

• being intoxicated or under the influence of illegal drugs  

• theft, fraud, assault or other criminal behaviour (criminal behaviour will be reported to the police)  

• sexual harassment and other offensive or harassing behaviour  

• disregard for health and safety obligations ie. Endangers the safety of an employee or a member of the public  

• failure to follow a reasonable and lawful direction  

• neglect or refusal of duty  

• being negligent or careless including intentionally altering, modifying or damaging equipment or software  

• wilfully contravening or failing to comply with the employer‟s policy, standards, rules, procedures and code of 

conduct  

• unauthorised removal or wilful destruction of the employer‟s property  

Upon ceasing employment, the employee shall immediately return all documents, papers, plans, drawings, 

equipment, materials, keys and other property, in their possession, custody or control as a consequence of that 

employment.  

Any case of serious and wilful misconduct will be thoroughly investigated by the company. The Employee may be 

stood down without pay whilst any investigation outcome is pending.  

 

 

Termination Due To Unsatisfactory Work Performance  

If the manager or supervisor is concerned about the work performance or conduct of an employee, they will advise 

the employee about their concerns. The manager or supervisor may advise the employee of the standard of work or 

behaviour that is required and may discuss ways to improve the employee‟s work and conduct.  

The manager or supervisor may give the employee information on appropriate organisations who can offer 

assistance, training, counselling or mediation to help the employee improve their work performance or conduct.  

Youth Express Employee Handbook 38 Reviewed March 2010 

Discussions with the employee may lead to setting a reasonable time period for the employee to reach an 

acceptable standard work performance or conduct. The employee should be warned that their employment will be 

ended if acceptable performance levels or appropriate behaviour is not reached.  
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The manager or supervisor may discuss with the employee during the set period whether there has been any 

improvement by the employee and, if necessary, to further warn the employee that their employment will end if 

that improvement is not reached.  

The meetings and warnings given to the employee may be put in writing, dated, and signed by both the manager or 

supervisor and the employee.  

If the employee cannot achieve an acceptable standard of performance or behaviour within the time period set, the 

employee may be dismissed from employment with appropriate notice or payment instead of notice as set out 

above.  

In General  

Termination of employment should be done in person and in writing. If termination in person is not possible, a 

registered letter should be sent to the employee‟s last known address.  

Termination should not be done over the telephone.  

Return of Property  

Upon termination of employment for any reason, you must return immediately all property (for example, uniforms, 

keys, equipment, software) belonging to us.  

Any outstanding equipment, costs or monies owed by you to the employer may be deducted from the final payment 

of monies made to you by the employer in accordance with your contract of employment or workplace agreement.  

This Handbook was drafted by:  

‘Evolutionising Workplaces - Managing Employment Risk’  


