TABLE OF CONTENTS

TABLE OF CONTENTS ...ttt ittt e ettt e e e e e e e e enree e a e e e e e e e e et e e e e e bbb aa e e e e eeeeeas 1
PROFESSIONAL CONDUCT AND GOVERNANCE POLICY ....uui it 4
Ta el [U[oii o] o PSP TUPPPRTRSPPRY 4
U] o0 PP PTPN 4
o] T YT PUPPR 4
[ (0Tt To (1 =2 PSPPSR 5
RESPONSIDIITIES ...ttt eeeem ettt e ettt e e e e e et b e e e ettt e e e e e et e e e e eebba e eaeeeaanns 5
CODE OF ETHICS ...ttt ettt oo e e e e e et e eeaa e et e e e e e e et e e e e ea e bbb a s e e e eeeeeeeeennnes 7
Ta el [0 Toii o] o P TP TUPPPRTRSPPR 7
U] o0 PPN 7
0] T Y TSP PURPR 7
LR YES] o 1] 411 1 1 2 PSPPI 9
CONFLICT OF INTEREST POLICY ... ittt ettt e e e e et e n e e e e e e e e e eennnnenas 10
TargeTo [UToii o] o PSPPSR 10
U] o0 PP OT PP PPPN 10
o] T YU UPPPRPTUN 10
L (011 Yo (1 = SO SPPTPT 10
Conflict of Interest: Checklist for the Chair ...........ooi e 11
Ta el [0 Toii o] o PRSPPI 11
U] o0 O PP UP PP 11
WORKPLACE OCCUPATIONAL HEALTH & SAFETY POLICY ...cc. oo 12
TargeTo [UToii o] o PN TUPPRPTRSPPN 12
U] o0 PSPPSR 12
o] T YU TUPUPUPTUN 12
RESPONSIDIIITIES ...t eem ettt e e et e e et b e e e e eeta e e e e e et e e e entbaaeaeesnnns 13
REVIEW OF POIICY ...t etee oottt et e ettt e e e e et b e e e e et e e e aenabnaaaaes 15
DiSSEMINALION OF POIICY ...t ettt e e ettt e e e e e et e e e aeabaaaeaaes 15
USETUl INTOFMALION ...ttt e et e ettt e e e e e et e e e e e ebba e e e eentnn e e eeeenans 15
Occupational Health and Safety: Staff AcknowledgemenmnEor.. ... 16
PRIVACY POLICY ..ttt e ettt ettt e e e e et e e e bbb e e e e e e e et e e e e nennen s 17
TargeTo U o1 i o] o PP TUPPPPTRUPRN 17
U] o0 PPN 17
o] T Y PSPPI 17
L (0Tt To (1 = TSP SPPUPT 17
107 ]|[Tox 1 o] o F O TUPPPTN 17
USE AN DISCIOSUIE ......ieiit e ettt ettt e e e ettt e e et ettt e e e ettt e e e eeaa e aaeetba e e aaeatanaeaaesnanaaaaees 18
(D= Ur= W O LU= 111U 18
Data Security and REENTION. ...... . i e ecae e e et e e et e e e e et e e e eebaa s 18
L0 0] 01 g T=T ]S F PP PP UPPTPPPPRPPI 18
ACCESS QNG COITECHION ... eeeitti ettt et e ettt oo ettt e e e e e eta e e e ettt e e aeta e e e aeebna e eaeesban e aaaeesnnaaaenes 18
F N aTe] 0, 011 YOS 18
Making information available to other Service pProviders......... ..ot 18
Confidentiality in Reporting MISCONTUCT ...........ooiimmiiie ittt e ettt e eeee e e e et e e e eeaa e e eaeees 18
RS 010 4 1] o 1 2SR UTTPTT 19
STAFF RECRUITMENT POLICY ..ttt sttt e s et ee s bbb e e e e e 20
U] o0 PSP 20
o] T YT UPUPPPRTN 20
LCT=T o o [T g =T {0113 TP 20
L (0Tt To (1 = RSP TSPPPT 20
ACCESS AND EQUITY POLICY ...ttt mme ettt e e et e e e bbb aeea e e e e e e e e s bbb e e e e eeeeeeas 22
PIINCIPIES ... ettt e ettt e e ettt e e eee s e e e et ba e et e etan e e e e eebba e e aeeana e aeannas 22
o] T YU UPUPUPRUIN 22
(0Tt To (1 = TSP SPPTPT 23
TS 010 411 o1 1 2 O URTPTT 24
DISCRIMINATION & HARASSMENT ...ttt ettt ettt e e e e e bbb a e e e e e 25
TargeTo [UToii o] o PP UUPPPPTRSPPN 25
U] o0 PSP 25

o] T YT RUPUPPPUN 25



[ 1S) 1 T T0 ] 1=

Responsibility..........cccoeeviiieiiinnnne.
PIOCEAUIES ...ttt o4 et e e ettt et s e e 2 e e e e s e bbb e e e e e e e e e e et e e e e s bbb e e e e e eeeees
Complaints Procedures
g 1(=T =T o1 (o] o TP PPSPPPPPPPPPPPPIN
Procedures for Dealing with Criminal CONAUCT ... e eeeeie e eeeea 29
EQUAL EMPLOYMENT OPPORTUNITY (EEO)....uuuuuttiiies ottt eeeeeeeeeeeeee e 30
g oo 18 Lol 1 (o] o IR T TP PPPPPPPPPPPPINt 30
o] T YT UPUPRPUN 30
(D= (T Y11 To] 1 TP P PP PTTPTRRP 30
LTS 010 4 1] o1 1 SO UPTPTT 30
PIOCEAUIE ...t e ettt e e et e e e e e bbb e e e e e e e e e e et e e e s bbb e e e e e e e e 31
TRANSPARENCY AND ACCOUNTABILITY POLICY ...ttt ittt 32
a1t ge o 18 Lol 1 (o] o U PP PPPPPPPPPPRTRRR
U] o0 PSPPSR
o] T YT UPUPRPRTN
270 = 1o PP O PP PPPPTPPRTRR
ClHENT RECOITS ...ttt ettt eemmmm ettt e e oo e ettt et et e s e ettt e e e e ee bbb e e e e e e e e e e e e eennnnnnanas
SEAMT  RECOITS ...ttt e e e e et bbb e e e e e e e et e e e e e n bbb e e e
Member and DONOI FTECOITS .........cevvuuuruetmmmmmn e e et eeeeet bt e e e e ettt ee e et bbb e e e e e eeeeesabbber s e e eeeeeeeeeennnnes
Administrative records.............ccccceuunnee
Procedures.........coovvviiiiiiniiieee e
Requests for access...........oeeecvvvvvnin
PrOCEAUIES fOF BICCESS. ... . it ieeiiiieietiee e ot 144 e ettt et et e e e e e e e e ee e e e e e e e e et e e e e bbbb e e e eeeeas
YT ote] do [ G o] [T PSP UPPRR
BRIBERY AND CORRUPTION POLICY
Purpose, AIMS and ODJECHIVES ...... .o ettt ee e et e e et et e e e e eaba e e eeeeaanans
OVBIVIBW ...ttt ettt ettt 4 oo oot ettt ettt e e bt e e e e e e e bbb e e e e e e e e et e e e e s bbb b e e e e e e e ennes
2T Tot (o | o0 o USSP 34
o] T YU TUPUPPPRUN 34
PIOCEAUIES ... .ttt oot e e ettt ettt s e e 2 e e e e e e bbb s e e e e e e e e e e et e e e s bbb e e e e e eeeees 35
ACCOUNTADIIITIES ...ttt e ettt e e ettt e e e e e bbb e e e e e e e e e e e e enrnnnnnes 35
CHILD PROTECTION POLICY ...ttttttttiteiiitiett ettt nsse bbbt e s e e e e e e e eeaaaeeaas 36
LC 10T | TP P PP PP 36
Statement on Commitment to Child ProteCtION ......cceeviiiiiiiiii e e 36
PUIPOSE OF the POLICY ...t ettt e ettt e e e et e e e e et e e e e eaaa e e eaeeaans 36
LCTUT Lo [T oTo T o g Tg ot o] [=1= PSSP 37
L0 0] 0] (=) TP PPPPPPTR 38
(D13 (T a1 1o o L T TSP PP PPUPPPPPPP PPN 38
SCOPE OF tNE PONICY ...t et ettt e et e e e e et e e e e eaaa e 39
Coordinated Policy IMPIeMENTAtION ..........ooiiiiee et e e e eeean s 40
Child Protection RiSK ManagQEeMENT............ .o ttueieeit et e e et e e e e eataaeaeaa e e e eataa e e aeeseaaaaeeennns 40
Code of Conduct for Working wWith Children ... eeeeeuriiiiiiee e e e e e e e e e e e e 40
1000 LI 1 o] o] L= SUURPPPPPRR 41
S oLe] 4 [S10) £ 11 o K 10 1o 1= 11 1= PSP 42
0o o) A O 1 o =T g S 1 = Vo =PRSS 43
Employment of Staff and VOIUNTEEIS. ..........oo e e e e e e e e eeeenes 43
Awareness 0Of Child ProteCtion ISSUES...........uiiiiiieeiiiieieiiiiti ettt e e e 43
Internal Recruitment and SCreening PrOCESSES ... cceeeeeiiiiiieeeeeee et e e e e e e e e e e e aeeaeeaane 43
Child ADUSE REPOMING PrOCESSES ... ...ccceiet s 141 e e e e e e e eeeatttt e s e e e eeaeeeeeeesraaaaeeeeeeeeeesttrsnaaaaaaeaaeees 45
Enhance internal procedures for handling complaints relatellild abuse.................ccccviiiiiiiiieeeeees 45
Ensure appropriate use of COMMUNICALION SYSIEMIS.cummaa.iiiiiiiiiiiiiiiiiie e e e e e eeeiiireee e e e e e e e 45
(=] oL ] 1] o [PPSR 45
ATV o Tt g To U] o I €= o Lo ] oo S UUPPPPPRURPIN 45
What Should DE FEPOMEA? .......eeeeeiiiiie e e e e e e e e e e ee ettt e e e eaeeeaeeeeeesnenes 45
ATV o I (o TN €= oo ) i A (o XS SUUPPPPPUPPPRRTN 45
Reporting of Child ADUSE iN AUSEFAIIA ..........ceeeeerii e a e e e e e 45
Reporting of Child Abuse AllEJatioNS OVEISEAS. ccuuueiiiiriiiiiiiiiieeeeeeee e aaaee i eeaaeaeaes 46
WREN 10 REPOI? oottt e e ettt e e e e e e e e et eet s aaaeeeeeeeeeeessabbea e e aaeeeeaeeeeesssnrnes 46
HOW Should 1t BE REPOMEU? ....uuiiiiiiieieeeeee i e+ttt s s e e e e e e e eeeeeeeatbbt e e aeeeeeesaesbennaaaeaaaeaeeeees 46

2



What WIll HAPPEN NEXE? ...ttt ettt e e ettt e e e e e et e e e e e e e e et e e e e eetaa e eaeennnaaaaens 46

Responding to Disclosure by @ Child........ ... e 47
Other ACHIONS 10 TAKE: ... ..cce ittt ettt e e e e e e e e r e e e e e e e e e et e e e e s bbb e e e aeeeeas 48
Involving Children and YOUNQ PEOPIE...... ..o ot aa s 48
Educating the Organisation on Child Abuse and the Child ®@tePoliCy ............ccccooiiiiiiiiiiiiiii e 48
Reviewing the Child ProteCtion POIICY ......... i eeanns 49
APPROVAL OF NEW PROJECTS/FUND-RAISING APPROACHES..........ccooiiiiiii e 50



PROFESSIONAL CONDUCT AND GOVERNANCE
POLICY

Introduction

Governance is concerned with the systems and prodéssesisure the overall direction,
effectiveness, supervision and accountability of the Fdiorda

Board members take ultimate responsibility for the goveraaf the Foundation. However,
governance is not a role for the Board and Board mesvddlene. Governance is also
concerned with the way the Board works with staff (vwheopointed), volunteers, service
users, members and other stakeholders to ensure the Foanslatitectively and properly
run and meets the needs for which it was set up.

Purpose

The Professional Conduct and Governance Policy isdetkto clarify the content of the
Foundation’s Rules by making explicit the underlying prindégovernance approved by
the Foundation.

Policy
1. The Board of the Foundation is a representative andctiwééebody.

a. ltis representative in that no member can be maddat@any external
constituency to adopt a particular position if they dobedieve it to be in the best
interests of the Foundation. Whatever the constituehayy member, all
members are committed to acting selflessly and makingidas and voting on
governance decisions solely in the best interestsedfolundation.

b. Itis collective in that while each member should peirthoint of view and has
the right to argue for that point of view and to votetfat position, once a
collective decision has been taken Board members qu@&ed to support that
decision.

2.  The function of the Board of the Foundation is toexiilvely ensure the delivery of its
objects, to set its strategic direction, and to upholdatses. The Board should
collectively be responsible and accountable for ensanmagmonitoring that the
Foundation is performing well, is solvent, and is complyarigy all its legal, financial,
and ethical obligations. The responsibilities of the Bdhat cannot be delegated to
any other person or body include

a. Compliance monitoring — ensuring compliance with the abjgmurposes and
values of the Foundation, and with its constitution;

b.  Organisational governance — setting or approving policiagspnd budgets to
achieve those objectives, and monitoring performance adgherst
Strategic planning — reviewing and approving strategic direatnohinitiatives;
Regulatory monitoring — ensuring that the Foundation cosplith all relevant
laws, regulations and regulatory requirements;

e. Financial monitoring — reviewing the Foundation’s budget, mangor
management and financial performance to ensure the sg/Mamancial strength
and good performance of the Foundation;



m.

Financial reporting — considering and approving annual finarteiedreents and
required reports to government;

Organisational structure — setting and maintaining a framewfadelegation and
internal control;

Leadership selection — selecting, evaluating the performainead if necessary
dismissing the Foundation’s Chief Executive Officer (CEOgppointed);

Succession and remuneration planning — planning for Board,aDH@xecutive
succession, and determining senior management remuneratio

Risk management — reviewing and monitoring the effects&oérisk
management and compliance in the Foundation; agreeimdifynrg all policies
and decisions on matters which might create signifidaktto the Foundation,
financial or otherwise;

Dispute management — dealing with and managing conflictsrtéma arise within
the Foundation, including conflicts arising between Boarthbee's, staff, the
CEO, members, volunteers, or service users;

Social responsibility — considering the social, ethical anvironmental impact of
all activities and operations and ensuring that thesacameptable;

Board performance and composition — evaluating and improvengetformance
of the Board.

Relationship with management. The Board should focus on the strategic direction
and the core policies of the Foundation, and avoid bexpmvolved in day-to-day
operational decisions. Where individual Board membersedd to become involved in
operational matters, they should separate their sicatelg (where they operate
independently of any direction) from their operationdg (@vhere they act at the
direction of management).

Procedures

4.

Internal controls. The Board should set and maintain standing ordelisjggand
procedures, and systems of financial control, internatirob and performance
reporting. The Board should ensure that there is a syetetime regular review of the
effectiveness of its financial control, internal toh performance reporting, and
policies and procedures.

Managing risk. The Board should undertake a full risk assessmehe(eeriodically
or on a rolling basis) and take appropriate steps to mahageéundation’s exposure to
significant risks. The Board must regularly reviewisks to which the Foundation is
subject, and take action to mitigate risks identified.

Board review. The Board should ensure that there is a systerhdaregular review of
its own effectiveness in meeting its responsibilities

Responsibilities

7.

It shall be the responsibility of the Board to essibnd maintain standing orders,
policies and procedures, and systems of financial comtetnal control, and
performance reporting.



10.

11.

It shall be the responsibility of the Board to clgatemarcate and delegate the
functions of any sub-committees, officers, the CE@gpointed), and other staff and
agents.

It shall be the responsibility of the Chair to addrksy management and operational
issues within the direction and the policies laid dowmtheyBoard, including:

a. Developing and implementing organisational strategiesvaaidng
recommendations to the Board on significant strategiiatives;

b.  Making recommendations for the appointment of stafgmeining terms of
appointment, evaluating performance, and developing andamairg succession
plans for staff;

Maintaining an effective risk management framework;

Managing day-to-day operations in accordance with agreedatds for social,
ethical and environmental practices.

It shall be the responsibility of the Treasurer to tlgvéhe annual budget and
managing day-to-day operations within the budget.

It shall be the responsibility of the Treasurer to kibepBoard and regulators informed
about any developments with a material impact on the dagiom’s performance.



CODE OF ETHICS

Introduction

The Board is committed to ethical conduct in providingliést possible service to the
community. This policy has been developed to provide anagtindonework for all Board
Members, Staff and Volunteers at the Foundation.

This policy applies to the Board, casual, permanent andacbrstaff and volunteers.
Purpose

The purpose of this policy is to identify the Foundatigrosition on ethics and proper
practice and to document the standards expected in providenyiae to the community.

Policy
1. The Board and staff of the Foundation have a legal ardlmesponsibility to manage

the Foundation in the best interests of the commutrstgrves. The Board and staff will

demonstrate professional ethical behaviour at all timiagheir responsibilities to the

Foundation, in their professional relationships withheaither, and in their professional

service to the community — and will be required to adhethi$ code of ethics.
2.  The Board shall:

a. Bediligent, attend Board meetings and devote suffi¢ierd to preparation for
meetings to allow for full and appropriate participatiothe Board’s decision-
making.

b. Observe confidentiality relating to non-public informati@gaired by them in
their role as Board Members and not disclose suchmabon to any other
person.

c. Meet regularly to monitor the performance of managemaohtize Foundation as
a whole. To do this the Board will ensure that apprégmnaonitoring and
reporting systems are in place and that these areamaadtand utilised to
provide accurate and timely information to the Board.fd¢R Professional
Conduct and Governance Policyfor more information.]

d. Ensure there is an appropriate separation of duties goohsbilities between
itself and senior management and that no individual hasterdd powers of
decision-making. [Refer tBrofessional Conduct and Governance Policfor
related information.]

e. Ensure that the independent views of Board members\ae due consideration
and weight.

f. Ensure that stakeholders are provided with an accurdtbaanced view of the
Foundation’s performance, including both financial and serprovision.

g. Regularly review its own performance as the basig$aywn development and
quality assurance. Individual Board Members should alsewethieir own

performance with a view to ensuring a suitable contributoBoard deliberations

and decision-making and, if found lacking, should either pursir@ng or
assistance to improve their performance, or resign.

h.  Carry out its meetings in such a manner as to enaurarfd full participation of
all Board members.



Ensure that the Foundation’s assets are protected thraugtialle risk
management strategy.

Ensure that personal and financial interests do not cowilic the duty to the
Foundation. [Refer t€onflict of Interest Policy for more information.]

Staff (paid and unpaid) shall:

a.

Publicly and privately support the Foundation and each ottlenpavledging the
strengths and weaknesses of others and acting with spame respect.

Act honestly and in good faith at all times in theenessts of the Foundation and
objects, ensuring that all stakeholders, particularlyehaso are recipients of
services, are treated fairly according to their rights

Perform their duties as best they can, taking into acdbem skills, experience,
gualifications and position. They shall act in a sedsponsible and effective
manner.

Be punctual and reliable in their attendance and adhéheitqprescribed and
authorised hours of duty.

Comply with the prescribed terms and conditions of theiployment or
engagement.

Record their attendance for duty in the manner prescribed.

Notify the Foundation of any inability to attend duty adyeas possible so as not
to inconvenience others or delay the work of the Foundation.

Carry out their duties in a lawful manner and ensuré-thendation carries out its
business in accordance with the law, and recognise lgahdad moral duties of
their role.

Respect and safeguard the property of the Foundation, the poblicolleagues;
and observe safe work practices so as not to endangesdlves or others. [Refer
to Occupation Health and Safety Policyfor more information.]

Maintain confidentiality regarding any information gainedtigh their work and
not divulge personal information or the address or phangbers of Staff, Board
or service users. [Refer Rrivacy Policy for additional information.]

Ensure that all transactions, agreements and redwatiidw from relationships
with the Foundation’s stakeholders will be accuratety @penly recorded in the
Foundation's books and records, and no entries will be wiidé obscure the
true nature of a transaction.

Ensure that the Foundation will market its services witdgrity and accuracy.

Ensure that personal and financial interests do not cownilic the duty to the
Foundation.

Undertake no personal or business activities for perg@amalhile at the
Foundation or while conducting business of the FoundatiooceBures
associated with such activities will not be carriedauthe Foundation’s
computers without open and express permission of a highieordy.

Work within the Foundation’s policies and principles.



p. Discuss issues where appropriate with other staff anddBoambers to
determine whether or not a contemplated action is ethical

Responsibility
4.  The Chair is responsible for the implementation anéve of this policy.

5. All Board members, casual, permanent and contractastdff/olunteers are responsible
for adhering to all applicable clauses.



CONFLICT OF INTEREST POLICY

Introduction

The Board of the Foundation is committed to high standardthical conduct and
accordingly places great importance on making clear sistireg or potential conflict of
interest.

Purpose

This policy has been developed to provide a framework f@cgrd Members in declaring
conflicts of interest.

Policy

1.

The Board places great importance on making clear anyngxat potential conflicts of
interest. All such conflicts of interest shall be ldesd by the member concerned and
documented in the Board Conflicts of Interest RegisteBoard member who believes
another Board member has an undeclared conflict of stteh®uld specify in writing
the basis of this potential conflict.

Procedure

2.

Members shall declare any conflicts of interest eithénestart of the Board meeting
concerned or when a relevant issue arises. The r@dtthis conflict of interest should
be entered into the meeting minutes. The interestidladao be documented in the
Conflict of Interest: Checklist for the Chair.

Where a conflict of interest or potential conflictioterest is identified and/or
registered, the Board member concerned shall leavedine as soon as that item
comes up for discussion. The concerned Board membemshaibte on that issue, nor
initiate or take part in any Board discussion on thatt{gther in the meeting or with
other Board members before or after the Board meeting&ss expressly invited to do
so by unanimous agreement by all other members present.

If a person declares themselves to have existing or fadteonflict of interest
confidentiality will be respected. If a person alleged another person has a conflict
of interest, whether existing or potential, and if Beard cannot resolve this allegation
to the satisfaction of both parties the matter db@alleferred to the Chair. The Chair
will make a recommendation to the Board as to whabrashall be taken.

Examples of conflict of interest could be (but are moitéd to):

a. When a Board member or his/her immediate family ornass interests stands to
gain financially from any business dealings, programs micgs of the
Foundation.

b. When a Board member him or herself offers a profeskgangice to the
Foundation.

c. When a Board member stands to gain personally or profiedlyidrom any
insider knowledge if that knowledge is used to personal adyanta

d. Where a Board member has a role on the governing baalyodifier organisation,
where the activities of that other body may be indio®nflict or competition
with the activities of the Foundation.

10



Conflict of Interest: Checklist for the Chair
Introduction

This checklist is to be used by the Chair of the Bo&tle Foundation each meeting to
record conflicts of interest identified by Board membeZeampleted checklists should be
stored with the minutes of each meeting.

The checklist should be used in conjunction with the &amflict of Interest Policy.
Purpose

This checklist has been developed to provide consistarsigycumentation of conflicts of
interest relating to Board meetings.

Following the opening of the meeting ask all the members to declare any potential
conflict of interest arising out of any of the issues to be put to the meeting.

Date of Meeting: / /20

Name of Member:

Issue of Conflict:

Note the disclosure of the conflict of interest and the decision of the Board on how to deal
with this conflict.

Record Response

Ensure that the minutes record the declaration of interests declared at this meeting.

Dated the day of 20__

Signed: Position:

11




WORKPLACE OCCUPATIONAL HEALTH & SAFETY
POLICY

Introduction

The Foundation and its senior management are commiterttoing the health, safety and
welfare of the working environment for its staff, voluernt® contractors and visitors. As a
consequence of this, the Foundation encourages allstaffdo regard accident prevention
and working safely as a collective and individual respalitgib

Purpose

The purpose of this policy is to ensure staff membersahohteers are aware of their
responsibilities as employees/volunteers of the &ation and under associated legislation,
and are committed to ensuring the health and well-beistpdff volunteers, contractors and
visitors. In fulfilling this responsibility, all member$ ihe Foundation have a duty to provide
and maintain, so far as practicable, a working environnhants safe and without risks to
health.

Policy

1. The Foundation recognises its moral and legal respotis®ilo provide a safe and
healthy work environment for its employees, voluntesssfractors and visitors. The
Foundation further endeavours to ensure that their opesalm not place the wider
community at risk of injury or illness.

2. The Foundation is committed to:

a. Undertaking risk management activities to adequately maisgeto persons
in the work environment, including review of changes to woekhods and
practices;

b. Compliance with all relevant legislation standarcd&l ather requirements to
which the Foundation subscribes;

C. Ensuring that all plant, equipment and substances arasdfwithout risk to
health when used in accordance with standard operatingdres;

d. Maintaining safe systems of work, the work premises hadvork
environment, including systems to adequately manage emergspoyse;

e. Providing adequate facilities to protect the welfare lboém@ployees;

f. Providing appropriate OH&S training to all employees andnieler workers;

g. Providing information and supervision for all staff and stusienabling them

to work and study in a safe and healthy manner;

h. Consulting with all employees and contractors to enddéine effectiveness of
the OH&S Management System;

I. Providing adequate resources to facilitate the fulfilmémh® Foundation’s
OHA&S responsibilities;

J- Regularly reviewing and evaluating Health and Safety Managesystems,
including audits and workplace inspections;

k.  Establishing measurable objectives and targets to ensuisushtmprovement
aimed at elimination of work-related injury and illness.

12



3.

If required by State Legislation, the Foundation wilbaéish and maintain an
Occupational Health and Safety Committee.

Responsibilities

4.

The Chair as the responsible officer will be accouet&d providing a healthy and safe
workplace for employees and will ensure adequate resoaregsovided to meet the
health and safety objectives and implement supportingegtest In particular, the
Chair will ensure:

a.

appropriate health and safety policies and procedures a®ded and
implemented to enable the effective management ofthaatt safety and control
of risks to health and safety;

mechanisms are provided which enable the identificatiorelopment,
implementation and review of appropriate health, safatywelfare related
policies and procedures;

mechanisms are provided to enable employees and thaisegpatives to be
consulted on any proposals for or changes to the workplan&, practices,
policies or procedures which may affect the occupatibealth, safety and
welfare of employees;

managers are provided with the necessary knowledge disdtgleffectively
enable them to carry out their health and safety regmbtness;

mechanisms are provided to enable the assessment of msgaagesupervisors'
health and safety performance;

occupational health and safety performance is an integnaponent of the
Foundation’s business and financial plans;

mechanisms are provided to regularly monitor and report dthreal safety
performance;

annual health and safety strategic plans are developadthplanented to meet
health and safety objectives;

Occupational Health and Safety Policy is reviewed annt@lnsure it remains
accurate and in line with legislative requirements.

The Resident Donor Representative will be held accountab@ordinating the
Foundation’s management of health and safety on behtdléd@hair. The Resident
Donor Representative shall:

a.

coordinate the identification, development, implemeateand review of health
and safety-related policies and procedures;

assist managers and supervisors in the identificatisesasient and selection of
measures to control hazards and risks to health arnty;safe

assist Managers and Supervisors in monitoring and evalustzagds and risk
control measures;

assist Managers and Supervisors in the identification laf@vent and provision
of appropriate health and safety-related informatiorrunton and training;

monitor and advise on legislative and technical changesigeta health and
safety;

13



Vi.

monitor and provide regular reports to the Chair on the Foiamimbccupational
health and safety performance;

support employees to follow policies and safe work procedleesloped.
ensure:

relevant health and safety policies and procedures factieély
implemented,

all risks to health and safety are identified, asstssd effectively
controlled;

the effectiveness of risk control measures are regulaoiyitored and
deviations from standards rectified;

supervisors and employees have adequate knowledge andoskdlisyt out
their health and safety responsibilities;

employees and their representatives are consultedyopraposals for or
changes to the workplace, work practices, policies or duoes which may
affect the health and safety of employees;

all incidents within their area of control are reporéed investigated, and
basic cause and control strategies are identified.

Supervisors or persons with supervisory responsibilitiddo@iheld accountable for
working conditions under their control to ensure:

a.

relevant health and safety policies and procedures alenmented in their areas
of control;

all risk control measures in their areas of respolitgilaire implemented, regularly
monitored and maintained;

employees under their control are provided with the nacggsformation,
instruction and training to effectively and safely carrytbeir jobs.

Employees have a legal duty to take care to protectahairhealth and safety and to
avoid adversely affecting the health and safety ofahgr person. Employees and
Volunteers have a responsibility to:

a.
b.

report any incident or hazards at work to their manageupersisor;

carry out their roles and responsibilities as detarnetie relevant health and
safety policies and procedures;

obey any reasonable instruction aimed at protecting thelthhend safety while
at work;

use any equipment provided to protect their health and sakely at work;

assist in the identification of hazards, the assessafeisks and the
implementation of risk control measures;

consider and provide feedback on any matters which magt éffilir health and
safety;

ensure they are not affected by alcohol or another drudghwahgy endanger their
own or any other persons' health and safety.

Contractors and visitors to the Foundation are required to

14



a. comply with the occupational health and safety poljgeescedures and programs
established by the Foundation;

b. observe directions on occupational health and safety fiesignated officers of
the Foundation.

Review of Policy

9. The Occupational Health and Safety policy will be re@dwannually by the Board.
The review will involve assessing the effectiveness efablicy and program by such

means as:

a. reviewing overall health and safety performance; and

b.  monitoring the effectiveness of policies and procedures.

Dissemination of Policy

10. The Occupational Health and Safety Policy and relatedegiures shall be displayed in
the workplace and all employees and volunteers will beiged with a copy through
their supervisor. New employees will be provided with pyaaf the policy as part of

their induction.

11. The Policy will be reviewed on an annual basis to ensuesnains compliant with the
relevant State legislation.

Useful Information

12. For further information regarding Occupational Health arfét$aplease refer to:

STATE LINK

Vic http://www.workcover.vic.gov.au
QM http://www.workcover.gld.gov.au
Canberra http://www.workcover.act.gov.au
NSW http://www.workcover.nsw.gov.au
NT http://www.worksafe.nt.gov.au/
Tas http://www.workcover.tas.gov.au/
SA http://www.workcover.com

WA http://www.workcover.wa.gov.au
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Appendix A

Occupational Health and Safety: Staff Acknowledgement Form

Employee Name:

| have received, read and understood the OccupationahHewltSafety Policy issued

on

.(Date)

Completed form to be filed in employee’s personnel file
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PRIVACY POLICY

Introduction

The Board of the Foundation is committed to protectingpthecy of personal information
which the Foundation collects, holds and administBexsonal information is information
which directly or indirectly identifies a person.

Purpose

The purpose of this policy is to provide a framework fer Boundation in dealing with
privacy considerations.

Policy

1.

5.

The Foundation collects and administers a range of p&rgdormation for the
purposes of providing services under its Objects. The Foondatcommitted to
protecting the privacy of personal information it cokedtolds and administers.

The Foundation recognises the essential right of indivecioathave their information
administered in ways which they would reasonably expgrbtected on one hand, and
made accessible to them on the other. These privaggsvate reflected in and
supported by our core values and philosophies.

The Foundation is bound by the TasmarRarsonal Information Protection Act 2004,

as well as other laws, which impose specific obligatiwhen it comes to handling
information. The Foundation has adopted the respeRtivacy Principles contained in
the TasmaniaPersonal Information Protection Act 2004 as minimum standards in
relation to handling personal information.

In broad terms this means that the Foundation:
a. Collects only information which the Foundation requiksits primary function;

b. Ensures that stakeholders are informed as to why we tctilleinformation and
how the Foundation administers the information gathered;

c. Uses and discloses personal information only for thenBation’s primary
functions or a directly related purpose, or for anothepgae with the person’s
consent;

d. Stores personal information securely, protecting it frevauthorised access; and

e. Provides stakeholders with access to their own infoomaand the right to seek
its correction.

The Foundation will adhere to the Procedures outlinémabe

Procedures
Collection

6.

The Foundation will:

a.  Only collect information that is necessary for thefgggnance and primary
function of the Foundation.

b.  Notify stakeholders about why the Foundation collectsriftemation and how it
is administered.

c. Notify stakeholders that this information is accessiblghem.
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Use and Disclosure
7. The Foundation will:

a. Only use or disclose information for the primary purposevhich it was
collected or a directly related secondary purpose.

b.  For other uses the Foundation will obtain consent titweraffected person.
Data Quality

8. The Foundation will take reasonable steps to ensureftirenation it collects is
accurate, complete, up-to-date, and relevant to thetifuns the Foundation performs.

Data Security and Retention

9. The Foundation will safeguard the information it colleantsl stores against misuse,
loss, unauthorised access and modification.

Openness
10. The Foundation will:

a. Ensure stakeholders are aware of the Foundation’s PriR@logy and its
purposes.

b.  Make this information freely available in relevant puliicas and on the
Foundation’s website.

Access and Correction

11. The Foundation will ensure individuals have a right to seeless to information held
about them and to correct it if it is inaccurate, inctatgy misleading or not up-to-date.

Anonymity

12. The Foundation will give stakeholders the option ofidentifying themselves when
completing evaluation forms or opinion surveys.

13. The Foundation will ensure that all members of staffemtitled confidentially to bring
to the attention of the Board evidence of miscondud¢herpart of anyone associated
with the Foundation. All reports must be channelled thrabglChair (unless it is an
issue concerning the Chair, which should be taken dirextiyother member of the
Board).

Making information available to other service providers
14. The Foundation:

a. Canonly release personal information about a persdntirat person’s expressed
permission. For personal information to be releasedpérson concerned must
sign a release form.

b. Can release information to third parties where it is rsigaeby the person
concerned.

Confidentiality in Reporting Misconduct

15. The Foundation enables staff confidentially to bring ®dtiention of the governing
body evidence of misconduct on the part of anyone aseda#dth the Foundation.

16. All reports must be channelled through the Chair unlessam iissue concerning the
Chair which should be taken directly to another membéneoBoard.
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Responsibility

17.
18.

19.

The Foundation’s Board is responsible for monitoring thigpol

The Foundation’s Board and all staff members, contractatv@lunteers are
responsible for the implementation of this policy.

The Foundation’s Public Officer is responsible for momigichanges in Privacy
legislation and for reviewing this policy as and when thednarises.
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STAFF RECRUITMENT POLICY

Purpose

The Staff Recruitment Policy has been establisheddorerthat the Foundation has the
opportunity to attract the best available staff / vodens for all vacant positions.

Policy

1. The Foundation is committed to providing high quality prograngservices to its
community. To support the achievement of this objecthe Foundation recognises
the importance of employing the most suitable applicarlforacant positions.

2. The Foundation will ensure it has the best opportunigttract the best available staff
by broadly advertising all vacant remunerated positgmsvolunteer vacancies.

3. The Foundation will also internally advertise all atpositions to current staff and
volunteers to encourage career advancement, to prémeaiepportunities and to
increase participation.

Gender Equity

4.  The Foundation will promote gender equity especially inssgositions in its
management and governance.

5. All policies and procedures (including leave options, trainmdy@omotion policies)
will be aimed at achieving fairness and justice in theitigion of benefits and
responsibilities between men and women.

6. Policies and procedures relating to representation ogatees, Boards and other
decision-making bodies will clearly state a commitnterdchieving gender balance.

7. The use of gender equity is a guiding principle for nonmamatselection and/or
secondment of staff to senior management positions.

8. Gender equity policies and strategies will be cleariypmmoinicated to Board members,
paid staff, contractors, volunteers and partner orgamisat

Procedures

9. All permanent remunerated positions will be advertisedudh relevant networks and
on relevant websites. Volunteer positions will be atised as widely as is deemed
reasonable.

10. All advertisements must be approved by the Chair alkde ifost exceeds the allocated
budget, by the Board.

11. All contact regarding the position is to be directed &G@hair, with all applications
marked “Confidential”.

12. Basic records of the recruitment process are to betanadéa. Records should include
information about position descriptions sent, appliceticeceived (including
applicants’ names, addresses and contact numbers) padipplicants short-listed and
interviewed, and a record that applicants have beenatbtif outcomes.

13. Letters of acknowledgment will be posted to all vertapplications prior to the short-
listing of final suitable applicants.

14. Applicants who do not meet the key selection criterchae not suitable to be short-
listed for an interview will be sent a written reject letter.
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15.

16.

The short-listing and interview process will be conducted pgnel which will include
the Chair. If an applicant is a family member oerid of a member of the Board or

staff, then the panel will be selected accordingly togmtaihe process and declaration
of interest.

At the conclusion of the recruitment process, alliappons will be filed for five years
in the Staff Recruitment File in the Foundation’s @i
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ACCESS AND EQUITY POLICY

Principles
1. The principles underlying this Access and Equity Poliey ar

a. Access — As a service provider, the Foundation will makeices available to
everyone who is entitled to them, free of any forndis€rimination on the basis
of a person’s country of birth, language, culture, racelagion.

b.  Equity — As a service provider, the Foundation will develag @eliver services
on the basis of fair treatment of all those cliemb® are eligible to receive them.

c. Communication — As a service provider, the Foundationusél all necessary
strategies to inform eligible clients of the serviegailable, their entitlements,
and how they can obtain them. Providers shall alssutowith their clients
regularly about the adequacy, design and standard of services

d. Responsiveness — As a service provider, the Foundationensgkbsitive to the
needs and requirements of clients from diverse liiguasid cultural
backgrounds, and be responsive as far as practicable torticalpa
circumstances of individuals.

e. Effectiveness — As a service provider, the Foundationbeilflocused on meeting
the needs of clients from all backgrounds.

f. Efficiency — As a service provider, the Foundation witimise the use of
available public resources through a user-responsive appaehvice delivery
that meets the needs of clients.

g. Accountability — As a service provider, the Foundation halve a reporting
mechanism in place which ensures it is accountable fdemgnting access and
equity objectives for its clients.

Policy
2.  The Foundation acknowledges that its legal and monabrssbilities cover the areas
of:

a. access in the provision of services offered by the Fowndati

b access in employment by the Foundation

c. access in the provision of information offered by tharftation

d access to any training and development offered by the Fooimdat

e access to events hosted by the Foundation

3. Allthe Foundation staff shall wherever feasible haslequate support and training to
provide services and information accessible to all people.

4. The Foundation will ensure its programs are designed argiracted to provide equal
access for all users.

5. The Foundation, in its role as an employer, will enslirpeople have equal access to

advertised positions, interviews, equipment, office awoodation, staff training and
promotion.
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10.

11.

The Foundation shall wherever feasible assess proposasyf new (or substantially
revised) policies or programs for their direct impactimnlives of people from a range
of cultural and linguistic backgrounds prior to any decismpursue such proposals.

Any new (or substantially revised) policies or prograhag tmpact in different ways on
the lives of people from different cultural and lingicisiackgrounds shall wherever
feasible be developed by the Foundation in consultatitnpeople from those
backgrounds.

The Foundation shall wherever feasible for any nevgbstantially revised) policies
or program initiatives have a communication strategielbped and sufficiently
resourced to inform people from relevant cultural and Istgribackgrounds of these
changes.

The Foundation shall provide resources so that publicljada and accessible
information on its policies and programs is where regrgscommunicated
appropriately to people from a range of cultural and linguistckgrounds, and
especially to those identified as having a high leveloofcompliance.

The Foundation shall institute complaints mechanismsetigble people (regardless of
cultural and linguistic backgrounds) to address issues anccaaiserns about its
performance.

The Foundation shall require that any agents, contsaaopartners of the Foundation
deliver outcomes consistent with this policy, and shatidding for tenders or
contracts budget where appropriate for special provisiolnfguistic and cultural
diversity.

Procedures

12.

13.

14.

15.

16.

17.

18.

19.

The Foundation shall where necessary provide for theaspeeds of clients from
diverse cultural and linguistic backgrounds by English bewolanguage assistance
through the use of interpreters or facilitators.

The Foundation shall where necessary and feasible priovitlee special needs of
clients in remote areas through developing outreach @amahanity liaison
arrangements.

The Foundation shall incorporate cultural diversity issnesy training programs it
provides.

The Foundation staff shall where necessary receiveigngaltural diversity training
so that they develop knowledge and skills to work effetgifrom a cultural
framework.

The Foundation shall where necessary provide informatitanguages other than
English, and through print, electronic media, and disgialipropriate methods of
communication.

The Foundation shall where appropriate consult with gih@riders and government
agencies to ensure co-ordination of services appropriatentstneeds.

The Foundation shall promote diversity in the membershis &oard, committees and
working groups.

The Foundation shall protect the privacy of individuadmis when collecting data.
Consideration will be given to:
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f. collecting only data essential to the particular serdilesery or evaluation
purpose;

g. guaranteeing anonymity; and
h.  ensuring that all data collection proposals are non-ingus

Responsibility

20.

It shall be the responsibility of the Chair to endina the requirements of these
procedures are complied with. This policy and these proesdinall be reviewed
every year by the Board.
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DISCRIMINATION & HARASSMENT

Introduction

1. The Foundation recognises the right of every emplogdevalunteer to be able to
attend work and to perform their duties without being subgett any form of
discrimination or harassment.

2. Equally it is the obligation and responsibility of evergployee and volunteer to ensure
that the workplace is free from discrimination and ksnaent.

3. The Foundation is fully committed to its obligations limm@ate discrimination and
harassment in the workplace and in customer relations.

Purpose

4.  The purpose of this policy is to outline the Foundationsitpm on discrimination and
harassment and to document the process which is tdllwedd should any grievances
arise.

Policy

5. Discrimination in employment is specifically prohibite@ihe Foundation will not
tolerate any form of discrimination, or victimisationden any circumstances. The
responsibility lies with every Manager, Supervisor, Exgpe and Volunteer to ensure
that discrimination or victimisation does not occur.

6. Harassment does not have any legitimate workplaceifumct he Foundation will not
tolerate harassment under any circumstances. Thensasphioy lies with every
Manager, Supervisor, Employee and Volunteer to ensurdanassment does not
occur.

7.  The principles set out in this policy are intended tdyafgpany work-related context,
including conferences, work functions, social events asthbss trips.

8. The Foundation strongly encourages any employee orteguwho feels they have
been harassed to take action, preferably by makingait &t such behaviour is
unwelcome and offensive, and/or to follow the proceduresefmrting the behaviour.

9.  Any reports of harassment will be treated seriously aathptly with sensitivity and
complete confidentiality. Complainants have thetrighdetermine how to have a
complaint treated, have support or representation thramighe process, and the option
to discontinue a complaint at any stage of the process.

10. The alleged harasser will be given the right to regeipport person of their own during
any investigation procedures, to representation and advaegthout the process and to
respond fully to any formal allegations made. Therelvalho presumptions of guilt
and no determination made until a full investigation hanhlm®mpleted.

11. No employee or volunteer will be treated unfairly assult of complaining of
discrimination or harassment. Disciplinary actioryrba taken against anyone who
victimises or retaliates against a person who has @ngal of discrimination or
harassment, or against any employee who has been altepedtharasser.

12. All employees and volunteers reserve the right &k $he assistance of the relevant
tribunal or legislative body to assist them in theotation of any concerns.
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13.

Managers or Supervisors who fail to take appropriate coreeattion when aware of
discrimination or harassment of a person will be sttliedisciplinary action.

Definitions

14.

15.

Discrimination is treating an individual with a particular attribueésd favourably than
an individual without that attribute or with a differeaitribute under similar
circumstances, or seeking to impose a condition ornegeint on a person with an
attribute who does not or cannot comply while peopléaaut that attribute do or can
comply.

Harassments uninvited, unwelcome behaviour, which does not have gitynhate
workplace function. Harassment includes any written, physor verbal conduct that
from the perspective of a reasonable person is intimglabffensive or humiliating
against another person.

Responsibility

16.

17.

18.

It is the Board’s responsibility to ensure that:

a. it understands and is committed to the rights and emgties of all employees
and volunteers to attend work and perform their dutighourt fear of being
discriminated against or harassed in any form;

b. all reasonable steps to eliminate discrimination andskarant are made;

c. allemployees and volunteers are regularly made awdheio obligations in
relation to providing a workplace free from discriminat@r harassment;

d. it provides an environment which discourages harassment endisation and
set an example by their own behaviour;

e. all complaints are treated seriously and confidentially

f. it takes immediate and appropriate corrective actidrbécomes aware of any
offensive action.

It is the Employees’ and Volunteers’ responsibility tsw@e that:

a. they understand and are committed to the rights andeengitits of all employees
and volunteers to attend work and perform their dutielsowit fear of being
discriminated against or harassed in any form;

b. they provide an environment which discourages victimisatizerimination and
harassment ;

c. theyimmediately report any offensive action.
It is the Chair’s responsibility to ensure that:

a. guidance and education is provided, where requested and/or agieraprcases
and subsequent decisions relating to discrimination or maess

b. management, employees and volunteers are awarerodligations and
responsibilities in relation to discrimination or hamagnt, and the rights and
entitlements of their employees;

Cc. ongoing support and guidance is provided to management, emplayee
volunteers in relation to the prevention of discriation or harassment.
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Procedures
Complaints Procedures

19.

20.

21.

Current legislation states that it is illegal to disgnate, victimise, harass or vilify on
the basis of:

a. sex;

b. sexual harassment;

C.  pregnancy;

d. potential pregnancy;

e marital/domestic status;
f disability;

g. race, colour, national extraction, social origin,ad, and ethnic, ethno-religious
or national origin;

h. age, compulsory retirement;
I. family responsibilities, family status, status as a Itaoe carer;
racial vilification;

[S—

k. homosexual vilification;
HIV/AIDS vilification;
religious belief or activity;

political belief or activity;
physical features;

industrial activity;

employer association activity;

= 8 T o 5 3

trade union activity;
breastfeeding;

- O

sexuality;

transsexuality;

transgender;

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

< x £ < €

criminal record.

Discrimination and harassment can occur at any leviileobrganisation, can be
experienced by both men and women and may involve a coewa volunteer,
Supervisor, Manager, service provider, client or custorback of intent is no defence
in discrimination or harassment cases.

Formerly agreed behaviour may be found to be harassmdisicomination when it
continues after a request from the recipient for #fealiour to stop, or at the point it
becomes intimidating, offensive or humiliating.
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22.

23.

24,

Employees or volunteers who believe they are theestbf discrimination or
harassment should take firm, positive and prompt action.

If deemed appropriate the employee or volunteer shoulke i perceived harasser(s)
aware that they find their behaviour offensive, unwelcameagcceptable, and that it
needs to stop immediately.

If the behaviour continues, or if the employee or vtdenfeels unable to speak to the
person(s) directly, they should contact their Managehe Chair. The Manager or
Chair will provide support, and ascertain the nature o€tmaplaint and the wishes of
the complainant. The complainant does not have to reguelt formal investigation if
they will be satisfied by less formal treatment & tsue.

Intervention

25.

26.

27.

28.

29.

30.

31.

32.

The Manager or the Chair will explain the employegaunteer’s rights and
responsibilities under Foundation policy, procedures and/&tE@liscrimination
legislation.

Intervention may be done through a process of eitheratiedior conciliation. During
Intervention the respondent will be made aware oatlegations being made against
them and given the right to respond.

The Manager or the Chair should clarify the complaimd obtain a step by step account
of the incident. In serious cases, more than oeevieiv may be necessary.

The Manager or the Chair will document all such wiaws accurately and avoid
irrelevant information. This will include parties involveahing, location, and nature
of conduct complained against.

Records are to be kept and filed in a confidential and s@tace. These records
should be kept for a period of seven years. Under narastances will records be
placed on the complainant’s personnel file.

The Manager or the Chair will organise an investigatiamch in most cases may
involve but is not be limited to:

a. aprivate interview to ascertain the facts and whattmplainant expects to
happen as a result of making the complaint;

b. aninterview with the alleged harasser(s) to ascetttain defence;

c. interviews with other employees, volunteers or irdinals who may be able to
assist;

d. examination of any relevant documents;
e. determination of previous behaviours or issues.

On completion of the investigation the complainant dsedManager or the Chair will
determine a course of action to be taken.

Possible course of actions may include, but not be limitedrty combination of the
following:

a. counselling;

b. disciplinary action against the harasser (e.g. demdtiamsfer, suspension,
probation or dismissal);

c. official warnings that are noted in the harasser’s perskfile;
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33.

g.
h.

disciplinary action against the person who complaingéideife is strong evidence
that the complaint was vexatious or malicious;

formal apologies and undertaking that the behaviour edke;

conciliation/mediation conducted by an impartial third parhere the parties to
the complaint agree to a mutually acceptable resolution;

reimbursing any costs associated with the discriminatidrarassment;
re-crediting any leave taken as a result of the hamssm

Outcomes will depend upon factors such as:

a.
b
C.
d

e.

f.

the severity and frequency of the discrimination oaksiment;
the weight of the evidence,;
the wishes of the person who was subjected to discrimmati harassment;

whether the harasser could have been expected to knbsutiabehaviour was a
breach of policy;

the level of contrition;
whether there have been any prior incidents or warnings.

34. The Manager or the Chair will advise all relevantiparof the outcome.

Procedures for Dealing with Criminal Conduct

35.

Some forms of severe harassment, e.g. physical attbs&ene phone calls, may
constitute criminal conduct. While the Foundation is cat@aito treat most
harassment complaints internally as far as posshigetype of conduct is not suited to
internal resolution. Such complaints should be tehtethe criminal justice system.
Employees or volunteers should be advised of the opfipolice support or
intervention. It is not the obligation or duty of theundation to report such matters to
the police on behalf of the complainant.
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EQUAL EMPLOYMENT OPPORTUNITY (EEO)

Introduction

1. The Foundation recognises that Equal Employment Opporturatynatter of
employment obligation, social justice and legal respalitgibilt also recognises that
prohibiting discriminatory policies and procedures is sound genant practice.

2.  This policy has been designed to facilitate the creati@workplace culture that
maximises company performance through employment decisimesse decisions will
be based on real business needs without regard to neanetziteria or distinctions,
and will ensure that all decisions relating to employnestes are based on merit.

3. This policy is designed to ensure that the Foundation ¢esnith all of its obligations
under relevant legislation.

Policy

4.  The Foundation is an equal opportunity employer and will ppogglality in
employment for all people employed or seeking employmgntery person will be
given a fair and equitable chance to compete for appeintrpromotion or transfer,
and to pursue their career as effectively as others.

5. Inall cases performance and competence are to be sitleel ldasis for performance
assessment, training and development opportunities and pooshoti

6. This policy is to be used in conjunction with the Discnation & Harassment Policy.

Definitions

7.  Equal Employment Opportunitys ensuring that all employees are given equal access
to training, promotion, appointment or any other employmeataelissue without
regard to any factor not related to their competency hititlydo perform their duties.

8.  Victimisation happens where an employee is treated harshly or subjecaay
detriment because they have made a complaint of disation or harassment.
Victimisation will also happen if a person is subjedted detriment because they have
furnished any information or evidence in connection witlsaranination complaint.

Responsibility
9. ltis the responsibility of the Chair to ensure that:

a. all Managers, supervisors and staff are aware of thégations, responsibilities
and rights in relation to Equal Employment Opportunity;

b. any matter which does not comply with the principlesaual employment
opportunity are identified and addressed as promptly andisehsas possible;

c. ongoing support and guidance is provided to all employeesaiioreto Equal
Employment Opportunity principles and practice.

10. Itis the responsibility of the Board to ensure that:

a. it understands and is committed to the principles angl&gin relating to equal
opportunity and that they are applied in the workplace;

b. all decisions relating to appointment, promotion anderadevelopment are made
without regard to any matters, other than the individuaherent ability to carry
out the job;
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c. it provides an environment which encourages EEO and seiaaipke by its
own behaviour;

d. all staff are aware of the EEO policy.

11. Itis the responsibility of all Employees, Contrastand Volunteers to ensure that they
treat all colleagues and customers with respect andgsiohalism without regard to
non-relevant criteria or distinctions.

Procedure

12. Managers must make all decisions relating to appointmeatotion and career
development without regard to any matters, other thamdividual's inherent ability
to carry out the position. Any concerns or queriesihbe directed to the Chair.

13. Employees who believe they being treated unfairly asuatref discrimination should
notify their manager or the Chair.
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TRANSPARENCY AND ACCOUNTABILITY POLICY

Introduction

1. The Foundation wishes to be proactively concerned vetrelationship with its clients,
its members, its stakeholders, and the general publie.Fdtndation realises the
importance of transparency in its operations, and wigsheathhold from public
scrutiny as little if its operations as is possible.

Purpose

2. The purpose of this policy is to:

a. Indicate which documents and materials produced by the orgjanisae
presumptively open to members and/or the public;

b. Indicate which documents and materials produced by the organisae
presumptively closed to members and/or the public;

c. Specify the procedures whereby the open/closed status uihdots and
materials can be altered.

Policy

Board

3. All Board deliberations shall be open to the public excdpre/the Board passes a
motion to make any specific portion confidential.

4.  All Board minutes shall be open to the public once accdptede Board, except where
the Board passes a motion to make any specific porvinfidential.

5.  All papers and materials considered by the Board shalpba to the public following

the meeting at which they are considered, except wherBdard passes a motion to
make any specific paper or material confidential.

Client Records

6.

All client records shall be available for consultatinthe client concerned or by their
legal representatives.

No client records shall be made available to any qibeson outside the organisation.

Within the organisation, client records shall be maddabta only to those persons
with responsibilities for that client, except that

Client records shall be made available to the Boarcdhwiguested but should be where
possible rendered anonymous.

Staff Records

10.

11.
12.

13.

All staff records shall be available for consultatmpnthe staff member concerned or by
their legal representatives.

No staff records shall be made available to any persaideuhe organisation.

Within the organisation, staff records shall be maddabia only to those persons with
managerial or personnel responsibilities for thaf sta&imber, except that

Staff records shall be made available to the Boarawwbeguested.
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Member and Donor records

14.

15.

16.

17.

18.

All member and donor records shall be available for dtatgan by the members and
donors concerned or by their legal representatives.

No member and donor records shall be made available talayperson outside the
organisation.

Any member shall be entitled to receive on request aflisieonbers with contact
addresses.

Within the organisation, member and donor records shalidsée available only to
those persons with managerial or personnel respongbifér dealing with those
members and donors, except that

Member and donor records shall be made available to theiBdhen requested.

Administrative records

19. Allrecords and materials not falling into the catege@above may be released to the
public at the discretion of the Secretary, who sh&# tato consideration
a. ageneral presumption in favour of transparency;

b.  the relevant provisions of the Associations Incorponafiot regarding
information to be made available to members;

c. the marketing, commercial, legal, and administrativerests, priorities, and
resources of the organisation, including commercial denfiality and
copyright issues.

Procedures

Requests for access

20. Any request for access to records or materials shaliduke in the first instance to the
Secretary.

21. Where requests are made for client files or staff fig any person not the client or
staff member, the Secretary shall inform the cliergtaff member and allow them to
make any submissions they wish.

22. The Secretary may, where appropriate, consult witlCtiedr or the Board.

Procedures for access

23. Requests from members shall be subject to no charges,eandrties and addresses of
members shall be given in hard copy format and (waeadable) in electronic format.

24. For all other requests, the Secretary shall allovessto approved organisation records

and materials under such conditions and according toasuaghgements as he/she sees
fit.

Record keeping

25.

26.

The Secretary shall report to every meeting of thaer8on the number, nature and
outcome of requests for records or materials since thegus meeting.

The Secretary shall ensure that membership applicathitgraspective clients are aware
of and consent to the organisation’s Access to Informa&mlicy.
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BRIBERY AND CORRUPTION POLICY

Purpose, Aims and Objectives

1.

The Foundation has a legal, corporate and ethical ragdayns$o ensure it is not
knowingly providing support in a transaction involving the Qftgving or receiving of
a bribe. This policy is designed to ensure all Foundatafhand its agents are aware
of, and have procedures for dealing with, such situatiomsldghhey be encountered.

The Foundation will oppose and not be a willing party tongdwing, corruption,
bribery, or other financial impropriety in any of itsiaittes. It shall take prompt and
firm corrective action whenever and wherever wrongd@rfgund among its
governing body, paid staff, contractors, volunteers anch@adrganisations.

Overview

3.

The following policy and procedures outline the measurdagshbaFoundation will
apply to comply with:

a. This policy on bribery and corruption;

b.  Australia's undertakings with respect to the Convergio@ombating Bribery of
Foreign Public Officials in International Business &actions; and

C. The Tasmanian Criminal Code 1995.

Background

4.

There are few defences to a charge of bribing a fogudptic official. The first of these
applies where the conduct is legal in the country wtieeonduct takes place.
However, domestic bribery is unlawful in almost eveoyntry in the world, and it is
irrelevant that the conduct is customary or officiadiierated.

The second defence is that the behefias a ‘facilitation payment’, being a payment of
a minor nature and made for the sole or dominant purgdaseediting or securing the
performance of a routine government action of a miabune (such as the issuing of a
visa or licence; processing a work permit; providing tal@ominication services, power
or water etc.).

A person intending to rely on this defence must creadekaap a record of the
transaction, including their own identity, the date,dfgprovided, the identity of the
foreign public official and the action that the behefas provided to achieve. This
defence will not afford protection in circumstances rettbe benefit was provided to
facilitate making a decision to award business to a coypa

Policy

7.

Under no circumstances will the Foundation, directlindirectly, knowingly offer,

give or receive a bribe. Further, the Foundationnatl support a transaction that
involves the offer, giving or receiving of a bribe, and wiércise reasonable diligence
and care not to support unknowingly such a transaction.

No person in the employ of, or employed under conttad¢he Foundation shall make
or receive any payment, or kickback, or offer improper feradvantage to a

! A benefit includes any advantage and is not limitgartperty and therefore is not limited to cash payments.
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representative of another organisation, governmentaiffmr a government owned or
controlled entity for the purpose of obtaining businesstioer services in contravention
of the Criminal Code Act 1995.

Procedures

9. In keeping with the above, the Foundation shall take apptepmeasures to deter the
offer, giving or receiving of a bribe, including:

a. The inclusion of standardising clauses for Foundatiotraots;

b. Informing staff and business contacts about the legeemiences of bribery in
all business transactions whether in Australia @rmdtional;

c. Requiring staff and business contacts, as applicable ardanace with its
practices, to provide a contractual undertaking/declaratmimeither they, nor
anyone acting on their behalf, have been engaged oengtge in bribery.

d. Ensuring records are kept of any transaction involving thenpayof a
‘facilitation payment’ as described above;

e. Exercising reasonable diligence and care not to support unkglyva transaction
that involves the offer, giving or receiving of a bribe;

f. Bringing all transactions in respect of which therevisience or suspicion of
bribery to the attention of the Board;

g. Refusing to provide support where, in the Foundation’s opiti@ne is credible
evidence or reason to believe that bribery was involwedtransaction;

h.  Refusing to support future transactions with the same compangividuals; and
I Any other action that may be considered appropriate.

10. The Foundation will notify Australian law enforcemeanttaorities if in the context of
transacting business with a company or individual the Fdiomdeeceives credible
evidence (whether during its due diligence process or &ffgrort has been provided)
that there has been a violation of the law;

11. Any party that the Foundation reasonably has knowledgeaworfi¢p had any conviction
for bribery will not be supported by the Foundation untilohsiders that the party has
taken appropriate measures to deter further bribery.Fohadation will exercise due
diligence and care in determining the appropriateness ¢ theasures, including the
following:

a. Replacing individuals who have been involved in bribery;

b.  Adopting an effective anti-corruption program;

c. Disciplinary action where appropriate;

d. Any other measure that may be considered appropriate umdeircbmstances.
Accountabilities
12. This policy applies to all employees of the Foundatiahitmagents.

13. All enquiries regarding this policy and the guidelines alghauld in the first instance
be directed to the Chair.
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CHILD PROTECTION POLICY

Goal

1. The overall goal of this policy is to protect childrearfr abuse of all kinds in the
delivery of the Foundation’s programs.

2.  The policy outlines practical steps to increase the Fdiomds capacity to manage and
reduce risks of child abuse associated with deliveringetgces. While it is not
possible to eliminate risk entirely, much can be donedace opportunities for child
abuse.

Statement on Commitment to Child Protection

3. The Foundation is committed to the safety and well befradl children. It supports the
rights of children and will act without hesitation tasare a child safe environment is
maintained.

4. The Foundation is committed to the protection of childremfharm, abuse and
exploitation. Children have a right to survival, devetemt, protection and
participation as stated in the United Nations Convergiothe Rights of the Child.
The Foundation will uphold these rights.

5. The Foundation takes its duty of care seriously andawil at all times to provide the
safest possible programs and environments for children. wilhise achieved by
identifying and managing risks that may lead to harm.

Purpose of the Policy

6. This Child Protection Policy has been developed to provide aqabguide to prevent
child abuse in the Foundation’s programs. It outlineange of risk management
strategies that will be implemented which will reduoe tisk of children being harmed.

7.  The Child Protection Policy demonstrates the Foundatiarts@tment to protect
children from harm and abuse.

8. The Child Protection Policy aims to educate staff and sthleout child abuse and
promote a child safe and a child friendly culture whereyewe is committed to
keeping children safe.

9. The Child Protection Policy aims to create an open araeaenvironment where
concerns for the safety and well being of a child caralsed and managed in a fair and
just manner, which protects the rights of all.

10. The Child Protection Policy provides guidance on how tpaes to concerns and
allegations of child abuse. It provides guidance to stafoimers on how to work
respectfully and effectively with children. This wpltovide all stakeholders, including
staff and others with a safe working environment.

11. The Foundation is obliged to adhere to local and internatitild protection criminal
laws, which prohibit the abuse and exploitation of childr&hese include local laws
where the Foundation’s programs exist, and international &nd Conventions in
relation to all forms of child abuse and child exploaatiincluding: child sex tourism,
child sex trafficking, child labour and child pornography.
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Guiding Principles

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

The Foundation believes that any form of child abuse andiaddn is unacceptable
and will not be tolerated.

The United Nations Convention on the Rights of the isilthe universal foundation
for child protection. The fundamental principle of then@ntion is that children have
their own indivisible rights.

The Foundation believes that all children have a rigbetsafe at all times, and we
have an obligation to provide safe and protective servitgg@vironments.

The Foundation recognizes its duty of care to take albredde steps to ensure that
children are safe from harm.

The Foundation will take proactive steps to create child and child friendly
programs.

Adherence to this Child Protection Policy is a mandateguirement for all staff and
others.

The Foundation will ensure that all staff and relesakeholders are made aware of
the Child Protection Policy and their responsibilities.

All decisions regarding the welfare and protection oldcan are made based on the
Best Interests of the Child Principle. ‘This principdders to decisions considering that
the child receives maximum benefit possible from senpcesgided, and that the
positive impacts of any course of action outweigh amgatiee impacts.

Where possible, children will be consulted in the dgwalent of the Child Protection
Policy and the implementation of child safe practic€kildren in our programs should
be given opportunities to express their views on madtigesting them.

The Foundation believes that all children should be equalkgpted and assisted
regardless of their gender, nationality, religious oitioal beliefs, family background,
economic status, physical or mental health or crimbbaakground.

The Child Protection Policy is guided by these principles:

a. Zero tolerance of child abuseChild abuse is not tolerated by the Foundation,
nor is possession of or access to child pornography. dined&tion actively
manages risks of child abuse associated with delivasrggrvices and trains its
staff on their obligations. The Foundation will not Wmagly engage, directly or
indirectly, anyone who poses an unacceptable risk to chjldie support any
individual or organisation that does not meet the Foundatahild protection
compliance standards in their operations and activities

b.  Recognition of children’s interests Australia is a signatory to the United Nations
Convention on the Rights of the Child, and the Foundasi@ommitted to
upholding the rights and obligations of the conventione Fbundation
recognises that some children, such as children with digegand children
living in areas impacted by disasters (natural or corflsted), are particularly
vulnerable.

c.  Sharing responsibility for child protection To effectively manage risks to
children, the Foundation requires the active support and catapeof staff,
contractors and volunteers in implementing the FouodatiChild Protection
Policy. Staff, contractors and volunteers must rtieeterms of the Child
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Protection Policy and will be held accountable, througttreats and audits, for
complying with it.

d. Risk management approachWhile it is not possible to eliminate all risk of lchi
abuse, careful management can reduce the incidenbddébuse associated
with aid activities. This policy introduces risk assessimand treatments for a
range of recognised risks to children.

Context

23.

24,

25.

26.

27.

Child abuse is a global problem that affects both boygalsd It has existed since the
beginning of time and is deeply rooted in cultural, ecan@nd social practices.
Children are abused physically, sexually, emotionaltytiough neglect.

Children are forced to endure the most hazardous foretsildflabour including sweat
shops and prostitution. In some countries boys are kiddagmkforced into armed
conflict as soldiers. In many countries children expesgesevere corporal punishment
in schools. Children living in poverty are more at wdlchild abuse and exploitation.

While most child abuse occurs within families and comnmesyitchildren also
experience abuse and exploitation in organisations wirc¥ide them with support and
services. Experience has found that physical, emotaneae and neglect in child
focussed organisations and institutions are less systeamatiusually un-planned. Itis
usually the result of poor conditions, bad work practicesreegligent management.
However child sexual abuse in organisations is often pthand premeditated. Child
sex offenders target organisations working with childresrder to gain access to
victims.

They will seek work in organisations that provide opportesito make contact with
children and an environment where their abuse may go unel@teChild sex offenders
will be attracted to organisations with inadequate rement practices and supervision.
They will seek work in countries with inadequate child pradveckaws and law
enforcement as well as countries where children andfdmaities are vulnerable to
exploitation.

While there are examples of children being sexually abogddreign offenders there
are also numerous examples of local staff and vodusitgexually abusing children in
aid and development programs.

Definitions

28.

29.

30.

31.

Duty of Care Duty of Care is a common law concept that refeithé responsibility of
the organisation to provide children with an adequate t&valotection against harm.

It is the duty of the organisation to protect children fralhreasonably foreseeable risk
of injury.

Child and young person A child or young person is regarded to be any person under
the age of 18 years, unless a nation’s laws recogniséaddlearlier.

Child Protection Is the term used to describe the responsibilitidsaativities
undertaken to prevent or stop children being abused oreauatt.

Child Abuse Abuse happens to male and female children of all agescity and
social backgrounds, abilities, sexual orientationgi@lis beliefs and political
persuasion. Child abuse includes physical, sexual, emotiegéct, bullying, child
labour and domestic violence. Both boys and girls cahdgictims of abuse, and

38



32.

33.

34.

35.

36.

37.

38.

39.

40.

abuse can be inflicted on a child by both men and woasewgell as by young people
themselves. In some cases, professionals and othes auking with children in a
position of trust also abuse children.

Physical abuse This occurs when a person purposefully injures or thmedteinjure a
child or young person. This may take the form of slapguogching, shaking, kicking,
burning, shoving or grabbing. The injury may take the formwisbs, cuts, burns or
fractures.

Emotional abuse This occurs when a child is repeatedly rejected orti&iggd by
threats. This may involve name calling, being put down otiraged coldness from
parent or caregiver, to the extent that it affecésdild’s physical and emotional
growth.

Neglect Neglect is the persistent failure or the delibedstieial to provide the child
with clean water, food, shelter, sanitation or sup@misr care to the extent that the
child’s health and development are placed at risk.

Sexual abuse This occurs when a child or young person is used by an aidegger
child, adolescent or adult for his or her own sexualidétion or gratification -
regardless of the age of majority or age of conseatlip  These can be contact or non-
contact acts, including threats and exposure to pornography.

Child-Sex Tourism The commercial sexual exploitation of children bynroe women
who travel from one place to another, usually frontlaer country to one that is less
developed, and there engage in sexual acts with childrenedefs anyone aged under
18 years of age.

Bullying: Bullying is the inappropriate use of power by an individuadroup, with
intent to injure either physically or emotionally.idtusually deliberate and repetitive.
The bullying may be physical or psychological (verbal aan-verbal).

a. Physically, bullying includes pushing, hitting, punching, kicking or atfner
action causing hurt or injury.

b.  Verbal bullying includes insults, taunts, threats and riégul
c. Psychological bullying includes physical intimidation anttaxgsm.

Exposure to Domestic ViolenceDomestic violence occurs when children and young
people witness or experience the chronic domination, ioreratimidation and
victimisation of one person by another by physical, sexuamotional means within
intimate relationships.

Particularly vulnerable children Child abuse takes place not only within the family
environment, but also outside the family, including: insitins, at work, on the streets,
in war zones and emergencies.

Children in emergencies Children in emergencies are especially vulnerabldtsa
and exploitation. In an emergency or crisis situatabriidren are extremely vulnerable
when they become part of a displaced or traumatised papulati

Scope of the Policy

4].

This policy applies to all staff and other key groups.
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a. ‘Staff refers to: full time, part time, internatiahand national and also those
engaged on short term contracts such as: consultaresesyrchers,
photographers etc.

b. ‘Others’ refers to: visitors, volunteers, board mensbtrustees, staff in
partnership agencies, and any other individuals or groupbdkiatcontact with
the organisation.

Coordinated Policy Implementation

42.

43.

To ensure coordinated implementation of the policy, tbar8s responsibilities include
promoting child protection throughout the agency, coordinataiging for staff,
monitoring internal and external policy compliance anordimating policy reviews.

The Chair serves as the central contact point ferigsi (internal and external) about
child abuse and child protection.

Child Protection Risk Management

44,

45,

46.

47.

48.

The Foundation recognizes that there a number of pdtaska to children in the
delivery of its programs to the vulnerable and disadgmata In recognizing these
risks, the Foundation proactively assesses and managegigies to children in its
programs (and in the communities in which it works) tduce the risk of harm. This is
achieved by examining each program and its potential impadtiloinen.

Programs that involve direct work with children are co@ased a higher risk, and
therefore require more stringent child protection procedusesvever, as children are
part of every community in which the Foundation workss dlways mindful of
potential risks.

Risk management is an ongoing part of every activitgt,tha Foundation conducts a
child protection risk assessment on every new and emegogaggam and project
included in the project management cycle.

Staff and others should continually be aware of rishkd, 8 actively minimizing
opportunities and situations where children can be harmed.

A child abuse incident reporting sheet has been devetomdtaff are aware of its
existence.

Code of Conduct for Working with Children

49.

50.

51.

Staff members and others are responsible for maintairpngf@ssional role with
children, which means establishing and maintaining cleaegs@nal boundaries that
serve to protect everyone from misunderstandings arlatian of the professional
relationship.

All staff should conduct themselves in a manner congistéh their role as a
Foundation representative and a positive role model tdrehil The Foundation has
developed a child safe code of conduct to protect childrehasidfthe organisation by
providing clear behavioural guidelines and expectations.

The Foundation’s child safe code of conduct includes:

| Will:
a. Treat all children and young people in our program withees

b. Conduct myself in a manner that is consistent the valtidse Foundation.
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c. Provide a welcoming, inclusive and safe environment fashaltiren, young
people, parents, staff and volunteers.

d. Respect cultural differences.

e. Encourage open communication between all children, youndgemyents, staff
and volunteers and have children and young people parédip#te decisions
that affect them.

f. Report any concerns of child abuse.
g. At alltimes be transparent in my actions and wheyeth

h.  Take responsibility for ensuring | am accountable and do aog phyself in
positions where there is a risk of allegations being made.

I. Self-assess my behaviours, actions, language and relapsrwith children.
J- Speak up when | observe concerning behaviours of colleagues.

| Will Not:

k.  Engage in behaviour that is intended to shame, humibelitle or degrade
children.

l. Use inappropriate, offensive or discriminatory language wpeaksng with a
child or young person.

m. Do things of a personal nature that a child can do farhHarself, such as
assistance with toileting or changing clothes.

n. Take children to my own home/hotel or sleep in the saomror bed as a child.
0. Smack, hit or physically assault children.

p. Develop sexual relationships with children or relatiops with children that may
be deemed exploitative or abusive.

g. Behave provocatively or inappropriately with a child.

=

Condone or participate in, behaviour of children thatagadll, unsafe or abusive.
Act in a way that shows unfair and differential treattnof children.

- O

Photograph or video a child without the consent of thiel @md his/her parents or
guardians.

u. Hold, kiss, cuddle or touch a child in an inappropriate, uessary or culturally
insensitive way.

v. Seek to make contact and spend time with any child or yousgmpeutside the
program times.

w. Use the Foundation’s computers, mobile phones, video gitdldiameras
inappropriately, nor use them for the purpose of explodingarassing children.

X. Hire minors as domestic labour.
Core Principles

52. Sexual exploitation and abuse by humanitarian workerstitote acts of gross
misconduct and are therefore grounds for terminatiompi@yment.
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53.

54.

55.

56.

57.

58.

Sexual activity with children is prohibited regardless efalge of majority locally.
Mistaken belief in the age of a child is not a defence.

Exchange of money, employment, goods or services fonskding sexual favours or
other forms of humiliating, degrading or exploitativén@eiour is prohibited. This
includes exchange of assistance that is due beneficiaries.

Sexual relationships between humanitarian workers anditianies are strongly
discouraged, since they are based on inherently unequat dgmaamics. Such
relationships undermine the credibility and integrity ofmanitarian aid work.

Where a humanitarian worker develops concerns or suspicgarding sexual abuse
by a fellow worker, whether in the same agency orsibe must report such concerns
via established agency reporting mechanisms.

Humanitarian workers are obliged to create and maintagmainonment which
prevents sexual exploitation and abuse, and which prertteeemplementation of their
code of conduct.

Managers at all levels have particular responsiksliteesupport and develop systems
which maintain this environment.

Sponsorship Guidelines

59.

The Foundation recognises the need to implement spguifielines to manage the
child protection risks within its sponsorship programs. Thesgelines include
ensuring that:

a. Letters which contain political or religious commewtsich could cause offence
or be inappropriate are not permitted.

b.  All sponsors will receive clear child protection and dabural guidelines
upfront.

c. Allvisits should be arranged in advance through the Fdiomds office and
sponsors interviewed.

d. Sponsors inform the Foundation at least 3 months innegvaf any visit.

e. Police checks are required for visiting sponsors and anyrguanwying family
members.

-

All visiting sponsors will sign the Child Protection Policy
Foundation staff will be present at all times duringwisé.

> @

Children should not be invited to leave or be taken away freeir communities.

Invitations to the sponsor’s country are not allowed.
J- Sponsors will be interviewed before each visit.
k.  All gifts and correspondence will be screened by the &ation.

l. Sponsors and sponsored families should not exchangegnaddresses during
Visits.

m. After every visit a report will be sent to the Foundation
n.  Allvisits will be monitored.
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0. Where sponsors go against policies, the Foundation aandponsorship to a
close.

Use of Children’s Images
60. The Foundation will at all times portray children inespectful, appropriate and

consensual way. Its guidelines on the use of children’gemare:

a. Achild should always be portrayed in a dignified and re$plectanner and not
in a vulnerable or submissive manner. Children should be adeqciatbled and
not in poses that could be seen as sexually suggestive.

b. A child and its family must always be asked for consdr@mnusing their images.
When asking for consent to use the image, details siheudgven as to how and
where this image will be used.

c. There should be no identifying information of the child usetthe publication of
images with their location.

d. Children should be portrayed as part of their community.

e. Local cultural traditions should be assessed regardstigat®ns for reproducing
personal images.

f. Images should be an honest representation of thext@mie the facts.

g. When sending images electronically, file labels shoutdexeal identifying
information.

h.  All photographers will be screened for their suitahilincluding police checks
where appropriate.

Employment of Staff and Volunteers
Awareness of Child Protection Issues

61.

62.

A key step in reducing risks to children when delivering therféation’s services is to
increase awareness of risks and how to manage them.

The Foundation’s staff receive regular training on child ptateessues and on their
obligations under the policy, including mandatory reportingosicerns or allegations
of child abuse.

Internal Recruitment and Screening Processes

63.

64.

65.

66.

The Foundation’s recruitment processes employ strirggaening measures to ensure
inappropriate persons are not employed by the Foundatio@eseTinclude criminal
records checks and background checks on all Board membérandtaolunteers
before they begin work.

The Foundation will continue to evaluate and improveelmscesses. Additional
screening measures are incorporated into selection predessibe Foundation
positions working with children. These include verbal refarieecks and targeted
interview questions.

The Foundation is committed to child safe recruitmemécsen and screening
practices. These practices aim to recruit the safesimost suitable people to work in
its programs.

The Foundation’s child safe practices include:
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Promoting its child safe commitment on its websitegthrer promotional
materials and in all job advertisements.

Applicants will be required to submit a detailed applicatanm when applying
for a position. This form will ask for extensive infaation about the applicant’s
background such as dates and places of employment, edwadiather
activities.

All applicants will receive a copy of the Foundation’s I@Hrotection Policy and
be informed of the screening requirements when theyeateas application form.

All positions will be assessed for the level for riskelation to contact with
children. Positions working directly with children willquire the highest level of
screening and the applicant must possess relevant qualificand experience in
working with children.

Job descriptions are required for all positions (statfjmeers, consultants —short
and long term etc), which describe key selection caitend outline tasks and
accountabilities.

Interviews will be conducted for all positions, ideakié-to-face. However,
telephone interviews may be necessary in the intiena context.

Behavioural-based questions will be used to ask for exaroptee candidate’s
past behaviour and experiences. In positions workingttir@orking with
children, the panel will explore the candidate’s madtosas for working with
children, which will include value-based questions seekingnmtion about the
candidate’s attitudes to children, professional boundariesuatability, team
work and how they have responded to ethical dilemmas.

A minimum of three reference checks will be requir@ddil preferred candidates.
This would include short and long terms positions, volustearplacement and
consultants. The candidate’s most recent emplaygefsisor must be one of
these referees. The Foundation will verify the iderdftthe referee and make
direct contact with each of these referees. Writederences will not be accepted.
The Foundation reserves the right to request additrefeences.

All staff and all others involved with the organisatiwwiti be required to have a
police clearance or relevant criminal history checks aeipg on the country of
origin.

Where the candidate is working directly with childrerAustralia, they may
require a Working with Children Check (depending on thedigi®n).

All staff will be required to provide proof of identify inclindy birth certificate,
passport, drivers licence and relevant qualificationsgi@l documents are
required.

All positions will be subject to a probationary permepending on the length of
the contract.

Issues relating to child protection will be included in spaffformance reviews.

All staff and others will be required to read and signRtvendation’s Child
Protection Policy.

The Foundation reserves the right to refuse employitoemt terminate any
person’s employment that may pose a risk to children.
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Child Abuse Reporting Processes

67. The Foundation considers the abuse and exploitationildfen to be completely
unacceptable. It will take all concerns and reports dd @buse seriously and act on
these reports immediately.

Enhance internal procedures for handling complaints related tald abuse

68. The Foundation’s internal procedures for handling com@aeliated to child abuse,
including child pornography, include obligations and responséslior reporting on
and managing concerns about inappropriate behaviour.

69. Itis mandatory for Foundation staff and volunteensefmrt immediately concerns
relating to child abuse and child pornography by anyone cowgréte policy.

Ensure appropriate use of communication systems

70. The Foundation’s guidelines on appropriate use of its conuatimn systems cover
child pornography. Using Foundation systems to access chitdgm@phy is
inappropriate and is dealt with promptly, including reportmgeievant law
enforcement agencies, as appropriate.

Reporting

71. Itis mandatory for all Foundation staff and othersejgort concerns or allegations of
child abuse. These concerns may relate to a childtaffarember involved in the
organisation or a concern about a child or person/sdeutdithe organisation’s
programs. If staff and others have a concern, theyldhmmediately follow the
Foundation’s child abuse reporting procedures.

Who should report?

72. All Foundation staff and others, including people in theacinity and partner
organizations.

What should be reported?

73. Any disclosure or allegation from a child/community memtrestaff regarding the
safety/abuse exploitation of a child.

74. Any observation or concerning behaviour exhibited by a Fouwndataff member,
volunteer or other relevant stakeholder that bread¢teeBaundation’s code of conduct
for working with children.

75. Inappropriate use of the Foundation’s photographic equiparezs@mputers including
evidence of child pornography.

76. Staff engaging in suspicious behaviour that could be agsdawvith sexual exploitation
or trafficking.

Who to report to?

77. Overseas Child abuse reports should be made to the ResidentrRepresentative.
If this is not possible reports can be made directth¢acChair.

78. In Australia: Child abuse reports should be made to the Chair.
Reporting of Child Abuse in Australia
79. Child abuse reports should be made directly to the CPQ@rattedy CEO in Australia.
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80.

81.

82.

83.

84.

85.

Reporting child abuse in Australia is a clearer procesgpared to responding to
incidents that occur overseas. In all Australiarestand territories, sexual and physical
abuse of children are crimes. The age of consenbst Australian states and

territories is 16. However it is important to checleath jurisdiction as the age limit
may be different.

Additionally, in some jurisdictions it is a criminatfence for persons who are in
positions of power and trust (e.g. teacher, parent, carer)gage in sexual activity with
children under the age of 18.

Reporting child abuse can either be made to the local gtdite or the state child
protection authorities. If there is an allegationusyscion of child sexual abuse by a
staff member or volunteer in the Foundation, theseemsatvill be reported to the state
police.

In most Australian states there are specialised uratindewith child sexual crimes. If
there are concerns that a child is being sexually abusezhigosie external to the
organization, the Foundation will contact the statecpaind/or child protection
authorities.

Concerns about the welfare of the child in relationeglect and/or emotional abuse
will be reported to the child protection authorities intesiate or territory.

Concerns about people engaging in child sex tourism, chiltrakixking and child
pornography should be reported to the Australian FedergeRdlransnational Sexual
Crimes Squad).

Reporting of Child Abuse Allegations Overseas

86.

87.

88.

89.

Child abuse reports should be made to the Resident Dapresentative. If this is not
possible reports can be made directly to the Chairinkial assessment will be made
based on the quality and reliability of the informatiow @ decision will be made (in
consultation with the Board) on what steps to take.

A local reporting procedure will guide the process basedtwther the allegation
constitutes a criminal offence in the country, or Wkett is a breach of the
Foundation’s code of conduct and will be dealt with asamlinary matter.

The first step will be to gather all the relevant mfation and address any health and
protection needs of the child. The matter may be dyreetérred to the local police
and or authorities if the allegations are considerec terininal offences.

If the incident has occurred outside of the prograamtiatter will be referred to an
external body or agency dealing with child protection msiitethe country.

When to Report?

90.

Child abuse concerns should be raised immediately.

How Should It Be Reported?

91.

Verbally and by completing the Foundation’s child abus&lént reporting sheet.

What Will Happen Next?

92.

The Resident Donor Representative in consultation thwérChair will discuss the
allegations and then decide upon the next step. Thigwllve either:

a. Interviewing the person/persons who made the allegabioather witnesses to
gather more information with which to make a decision; or
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93.

94.

95.

96.

97.

Report to local police and or child protection authority; or
Report made to the Australian Federal Police; or

a o o

Concern handled internally if it is not a criminaltbea; or
e. No further action taken.

The Foundation will treat all concerns raised serioasly ensure that all parties will be
treated fairly and the principles of natural justia# lbe a prime consideration. All
reports will be handled professionally, confidentially @xpeditiously.

All reports made in good faith will be viewed as being madée best interests of the
child regardless of the outcomes of any investigatiore Hdundation will ensure that
the interests of anyone reporting child abuse in godld éae protected.

Any employee who intentionally makes false and malisiallegations, will face
disciplinary action.

The rights and welfare of the child is of prime impada Every effort must be made
to protect the rights and safety of the child throughaaiirilaestigation.

Children and community members with whom the Foundatiotkswwill be provided
with information about how to report any child protectiomeerns about the
Foundation staff members and others.

Responding to Disclosure by a Child.

98.

99.

100.

101.

102.

When a child/young person tells you that he or she has deused, they may be
feeling scared, guilty, ashamed, angry and powerless. Nouwrn, may feel a sense of
outrage, disgust, sadness, anger and sometimes disbelief

If a child discloses abuse, whatever the outcomegtiid must be taken seriously.

It is important for you to remain calm and in contradl &o reassure the child/young
person that something will be done to keep him or her safe.

When a child or young person’s discloses they are beingdaayou can show your
care and concern for the child/young person by:

a. Listening carefully;
b.  Telling the child/young person you believe him or her;

c. Telling the child/young person it is not their fault andshe is not responsible for
the abuse;

d. Telling the child/young person you are pleased he/she told you.
You will not be helping the child/young person if you:
a. Make promises you cannot keep, such as promising that Yonoiviell anyone;

b.  Push the child/young person into giving details of the ab¥selr role is to listen
to what the child/young person wants to tell you and not tdwtiran
investigation (beware of asking any leading questions as #ygnejudice any
subsequent investigation);

c. Indiscriminately discuss the circumstances of thed@yolung person with others
not directly involved.
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103.

104.

Try and obtain some details such as where the abteseng place, school, home, work
etc; is it currently occurring or did occur in the pasine of perpetrator if possible but
not necessary.

It is possible that some children or young people wikena disclosure and then ask
you not to tell anyone. It is important you seek guiddrera the Resident Donor
Representative or the Chair to discuss how the childwngy person can be supported
and the disclosure managed.

Other Actions to Take:

105.

106.

107.

Protect the child Once an allegation is made there should be an thateeresponse
that protects the child from further potential abuse dmaization. The child may
require medical assistance or counselling support. Wiwssible the child should
remain in the place of residence or relevant progrerteptions may be made where
the child is deemed to be at risk of victimization by pesra result of the allegation or
because the alleged abuse has occurred in home basedf theechild is in immediate
danger you should make arrangements for the child to gedtealace.

Distance the alleged perpetratofThe best interest of the child may warrant the
standing down of a staff member or volunteer. Thadees Donor Representative
should recommend the appropriate action in writing tachair. Any staff member
stood down in this manner continues to receive full piys-measure recognizes that
that the member is entitled to a just process that mimtegre-judge guilt or innocence.
Any volunteers who are stood down should similarlenee any reasonable
reimbursement of costs.

Confidentiality: All reports, the names of people involved and the idatall remain
confidential. Only the Resident Donor Representativetle€hair and the people
involved will be informed of the report. Details will beleased on a “need to know”
basis or when required by relevant local or Austrddanor a notification to police or
child protection authorities is made.

Involving Children and Young People

108.

109.

110.

The Foundation is committed to child and youth participatiomvill do this by
providing opportunities for children’s views to be heard anthberporated into its
policies and programs.

Children will be asked for their feedback about staff serdices. They will be
consulted in the development and review of the Child BtiotePolicy and will be
asked to contribute to the child safe code of conduct inadeda what they consider to
be appropriate and inappropriate behaviours.

Children will also be informed about the Foundation’s cabbdse reporting process and
who to contact if they are at risk, have been abosede concerned about another
child.

Educating the Organisation on Child Abuse and the ChildProtection Policy

111.

The Foundation is committed to educating staff and othereiChild Protection
Policy, in how to reduce risks and create child safe enviemtsn It will promote child
safe practices which keep children safe in the organisatidnn their own community,
and provide information about child protection to the childred communities in
which it works. This information will include reporting chadbuse if it has concerns
about a member of the Foundation’s staff or other repr@sesn of the organisation.
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Reviewing the Child Protection Policy

112. The Foundation’s Child Protection Policy will be reviewedrg two years. The Chair
will manage the review of the Child Protection Policyd ataff will be consulted in this
process.
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APPROVAL OF NEW PROJECTS/FUND-RAISING

APPROACHES

1. All new projects and significant new fund raising approasciedl be submitted in
advance to the Board for approval.

2. The Chair shall determine whether the proposal is subenitted to the Board in
General Meeting or through an electronic meeting usinglema

3.  The person initiating the proposal shall use the falgveubmission Template.

Hope for Cambodian Children Foundation Incorporated

Project/Fundraising Proposal for Consideration by the Board

Title: Title of Proposal
Purpose: Brief statement of the nature of the proposal being razba
Issue: Consideration of the issues for consideration:
=  What needs to be decided?
= Why?
= In what timeframe?
Background: Background:

= Relevant historical, legal, political, financial,
commercial or other information that will help good
decision-making;

= Need expected to be satisfied by the proposal;

U

Relationship to existing policy/plans;

=  Any legislative or other requirements satisfied by thg
proposal;

=  Current situation.

\1%

Preferred Outcome:

Reasons for proposal:
= Arguments favouring the proposal being advanced;

= ldentification and resolution of any possible argume
against the proposal;

= Possible outcomes if proposal is not favoured;

=  Other options considered, and the outcome of that
consideration.

nts

Consultation:

Brief statement on any consultation undertaken (including
with the community, other NGOs, Government, Councils,
etc).
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Strategic Plan Implications:

Brief statement on any Strategic Plan implicationslding
how the proposal is consistent with specific elemehtbe
Strategic Plan).

External Impacts:

Brief statement on any external impacts.

Risk and Legal
Implications:

Brief statement on any risk and legal implications.

Resource implications:

Statement on financial or resource implication (§)x
including detailed costing, staffing/volunteer impact,
compliance with the current budget, expected revenue g4
etc.

in,

=

Unique Issues:

Brief statement on any unique issues arising from the
proposal.

Proposed Communication
Strategy:

Outline any proposed communication strategy.

Recommendation:

Succinct statement of the specific recommendatiorgsigb
advanced for Board approvdlThis will become the text of
the resolution carried forward into the Minutes of the
Meeting that approves the proposal.]

Attached Documents:

Identification of relevant material provided by way of
attachments or supplementary material.

Submitted By/Date:

Name of person making the proposal and date of propos
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