Employee Handbook

The purpose of this handbook is to:
1. Provide the new employee with information regarding their employment prior to their commencement. The intention of this handbook is that it is an overview of some of the terms and conditions of employment, in a form which can be read and clearly understood by the new employee.

2. Prepare new employees for the induction process by making them aware of key policies and procedures relating to their job, especially in the areas of OHS, conduct and privacy.

This handbook is therefore designed to educate and inform new employees and also to assist in the prevention of claims in relation to employment law, harassment & bullying, workplace injuries and legal liability.  

For this reason, the handbook must be as easy to read as possible.  The wording of some procedures may need to be changed to make them easy to understand and some policies or procedures may need to be shortened by taking out administrative information which is not essential knowledge for every employee.  

It is not the intention of this handbook to replace the relevant award / employment contract. The employment contract should be provided upon commencement.  At the same time it is important to provide the correct information as that which would be contained in an employment agreement and the clinics policy/procedure manual, thus preventing any confusion.

To customise this handbook:

1.  Insert the practice name & logo as a header, so it appears on each page.

2. Items will  need to be inserted or changed making adjustments to suit your practice.

3. Insert procedures as listed throughout the handbook, summarising them and changing the language as necessary to make them easy to understand.  We recommend making the language more personal, using ‘you and ‘we’.

When you have completed the handbook, ask one or more people at the practice to check it.  

Once it is completed the handbook should be issued to all current employees and given to all new employees with their Letter of Offer of Employment.

Although it may seem time-consuming initially to set up a handbook, it will save time in training and induction of new staff and affords significant legal protection to the practice. This handbook must be used in conjunction with the DCGPA policy and procedure manual version 2010. Please read  Section 2 and 3 which contains more detailed  information about HR, OH&S and the new fair work changes prior to personalising this Employee handbook . 
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About your handbook

Welcome to (Practice Name). This handbook will provide you with an understanding of our general operating policies, practices and benefits.

As an employee, you are part of an organisation where people are the single greatest asset.  At (Practice Name) we strongly value the efforts of all members of staff. In fact, without the contribution of each and every person (Practice Name) cannot operate successfully.

Your job satisfaction, progress, and welfare are important.  Without these important ingredients, we cannot hope to be successful.  Our intent is to be a good practice to work in and provide excellent care for our patients as well as operating profitably and efficiently.  To do this, we will need your help.

This handbook contains important information about how we work together here at Practice Name. This handbook is a guide to practice policies and provisions for all employees. Where no distinction is made, it is to be assumed that conditions described in this handbook apply equally to everyone.  Where different conditions apply, you will be informed in writing through your employment agreement.

The guidelines in this handbook may be revised from time to time in response to changing business conditions or practice policies or programs.  These changes may be necessary to more effectively achieve our mutual goals. 

If you require more detailed information or clarification about any of Practice Name’s policies and programs please do not hesitate to ask the Practice Manager or Practice Principal.

Name of Practice Principal ……………………………………………………………….
Title                                     ………………
Practice Mission Statement
Insert Procedure 1.1 Mission Statement (You may choose to shorten this procedure)

Practice Philosophy
Insert Procedure 1.2 Practice Philosophy (shorten as necessary)

Practice Background
Insert Procedure 1.3 Practice Background (shorten as necessary) 

Practice Structure & Organisational Chart
Insert Procedure 1.4 Practice Structure (shorten as necessary) 

Insert Procedure 1.5 Organisational Chart (shorten as necessary) 

Practice Services
Insert Procedure 1.6 Services (shorten as necessary) 

Practice Hours
The usual regular hours of this medical centre are as follows:-

	DAY
	Opening time
	Closing

time
	Unpaid Meal Time Break ie Lunch Break 
	Paid tea breaks ie morning tea

	Monday
	Example - 8.30am
	Example-

7.00pm
	Example-

30 mins (as per award/employment agreement)
	Example-

10mins(as per award/employment)

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	


( Hint

You should also include here information as to whether the centre is open / closed on Public Holidays and the process about who/how is expected to work these days if the clinic is to open. Further details about public holidays are also listed below.

You will be provided with a roster every fortnight (delete if not applicable/or amend accordingly). Your regular hours of working will be as follows – (Include proposed days/times of working and total hours expected to be worked per week)

(Include here if there will be occasions when the employee may be required to cover for other colleagues as in covering for leave/school holidays.

 ie There may be occasions when you will be required to work additional hours. This will be negotiated and agreed to between both parties.) 

Any overtime must be approved by prior arrangement with your supervisor/practice manager.

Insert relevant information from Procedures 
5.2 Medical Emergencies and Urgent Queries (shorten as necessary) 

5.3 After Hours Service (shorten as necessary) 

Attendance

All employees are required to attend for work in a timely manner. Your punctual attendance is essential as the other staff at the clinic and our patients are relying on you.

If you fail to attend patient care may be affected

Practice Meetings 

Insert Procedure 5.8 Practice Meetings (shorten as necessary).  Give current details of regular meeting times and places.
Changes in personal information

It is essential that any changes in your personal status, address, telephone number or emergency contact person be reported to (insert name of supervisor/practice manager/bookkeeper or GP) as soon as possible.  Changes must be reported in writing

Payment of wages

Give details of the pay period (weekly, fortnightly) and how wages will be paid.  For example

The pay period is fortnightly commencing on a Monday and concluding on a Friday. The pays are processed on (insert which day the pays are processed). Your pay will be deposited into your nominated account. Please allow for overnight processing. 

It is a legal requirement for you to be provided with a pay slip. This will be provided once the pays have been processed. Your payslip will include hours worked/pay rate/period covered/classification/overtime details /superannuation details including amount per SGC/tax deductions/allowances or reimbursements/leave taken details. 

( Hint

Visit the Fair Work Australia website for further information www.fwa.gov.au for details relating to Pay slip requirements.
Further details including other payroll/tax forms will be provided upon commencement.

If you have a pay query you should immediately inform the Practice Manager.(or person responsible for the processing of the pays) 

Trial period of employment

All new employees will initially be appointed for a probationary period of three months and a qualifying period as imposed by law. This gives both the employee and Practice Name the opportunity to consider whether they are happy to continue as employer and employee.   

( Hint

The probationary period is the period of time in which both parties can decide their suitability for the position.  It is advisable to always include this clause in an employment contract or agreement.  It is also advisable that if you are providing the handbook that this should be included.  Further clarification can be found by contacting Fair Work Australia at www.fwa.gov.au  or to seek your own legal advice.  If seeking legal advice ensure they are employment law specialist and are familiar with Awards and Workplace Relations legislation.
Casual employment

If your employment is on a casual basis, as stated in your offer of employment, then you will be paid a loading of 25% on the agreed wage rate for your work classification (as per the award/or agreement).  Casual workers do not accrue and are not entitled to personal/carers leave, annual leave or any other paid leave.

( Hint

If the type of employment you choose for your employee is casual be sure it IS that. A Casual employee works ad hoc hours and not in a regular pattern of work over the pay period. 

Superannuation

Superannuation will be paid on your behalf as per the statutory requirements, into your nominated superannuation complying fund. The current rate is 9% and is calculated on ordinary hours worked. If you do not nominate a superannuation fund your contribution will be automatically paid into the practices nominated default fund. This is (insert name of default superannuation fund)

Employee contributions can also be arranged. If you choose to contribute extra please advise in writing and provide this information to (insert who is responsible for processing the superannuation contributions. This is usually the practice manager or bookkeeper)

Further information will be provided upon commencement.

New employees will be provided with the Fair Work Information Statement. It is current legislation and therefore employers are required by law to provide this.

These leaflets can be downloaded through the Fair Work Australia website www.fwa.gov.au
( Hint

Further information on Superannuation obligations can be found at Australian Taxation Office, refer to www.ato.gov.au 

Evening and weekend work (if applicable)
This clinic is open in the evenings and on the weekends. It is expected that all employees are willing to work in the evenings, on weekends when/if required. 

An employee who is required to work in the evening or on a weekend during the week or on Saturdays will be paid at the appropriate rate as per the award/agreement. 

Public holidays

Employees will be off work on these days without loss of pay.  If you are required to work on one of these days you will be notified as far in advance as possible and overtime provisions will apply as per the award/or employment agreement.  Public holidays are listed in your award or workplace agreement.

Official public holidays for Victoria can also be found at http://www.information.vic.gov.au/resources/publichols.htm.

Absence from work

Staff leave should generally be prearranged and mutually agreed upon prior to leave being taken.  It is the responsibility of every staff member to advise the practice manager in advance, where possible, of any absences.  If unable to report to work at the expected time or absent without prior notification, staff members must make contact with the practice at the earliest opportunity on the day of absence.
All absences must be recorded by completing a leave form.  If the absence is planned, we request that you give the practice as much notice as possible so we can make any necessary arrangements.  If the absence is due to unforseen circumstances, such as sick leave, please fill in a leave form as soon as you return to work and attach any relevant documents such as medical certificates.

Personal / Carers Leave (previously called sick leave)

Should you be genuinely ill and need to be absent from work you will receive sick pay under the following conditions;
· If you will be absent from work you must notify your supervisor as soon as possible and within four hours of your normal start time.

· Normal entitlement is as per the award/agreement and can be taken providing you have enough leave entitlement accrued.

· If you absent from work for personal/Carers leave purposes you can be required to produce a medical certificate for all absences.

· Casual employees are not entitled to paid Personal/Carers leave..  

If you are absent due to illness you should complete a Leave Form upon return to work and submit it with your timesheet along with medical certificates if applicable.
Carer’s leave enables you to use part of your sick leave entitlements in order to be the primary caregiver for a member of your immediate family who is ill.  As for sick leave, you must notify the practice of your absence as soon as possible and provide a medical certificate for the family member stating that their illness is such that they must be cared for by another.  Immediate family is defined in the relevant award or workplace agreement.  

Annual leave

All employees are entitled to four weeks annual leave after 12 months continuous service.  Applications need to be made as early as possible in advance of actual leave to ensure practice staff coverage.  Discuss leave details with the Practice Manager prior to completion of Leave Form.  Please also consider other staff and work rosters when considering your leave application.  School holidays are a priority leave time, and as such, require more advance notice.

To apply for annual leave a form must be filled in and submitted to your supervisor/practice manager. You will be notified in due course of approval for annual leave.  Approval of annual leave is at the discretion of Practice Name and may not always be given.  We suggest you obtain approval before arranging or booking holidays.  Annual leave may not be approved if it falls at particularity busy times, if other employees are going to be away at the same time or if you have not accrued sufficient days.  

For planning purposes at least 4 weeks notice should be given when applying for leave,   Leave may be applied for up to one year in advance.  

It is desirable and good business practice that annual leave is taken in a timely manner and in the year in which the entitlement has accrued. This is not always possible.

If you wish to take extended leave you must notify your supervisor/practice manager of your intention.  

If you know you require leave but are not sure of the exact dates, such as for the birth of a baby or you want to book a holiday but are not sure which dates will be available, please ensure you fill in an application giving an indication of the likely dates and time required and explaining the situation.

Any leave taken (other than personal/carers leave), which has not been approved, will be unpaid and may be considered as abandonment of employment. 

Bereavement Leave

We acknowledge the need for staff to take compassionate leave.  Where such leave is necessary, you should make contact with the practice as early as possible.  Leave will be granted at the Practice Manager’s discretion using the award as the basis for entitlement.

Leave Without Pay

Requests can be made for leave without pay, subject to staffing levels.  Consideration will be given to the circumstances for the intended leave and the employment record of the applicant. Leave without pay will be granted subject to negotiation with the Practice Manager.
Parental Leave

Parental leave is available to men and women to be the primary care-giver for their child.  It includes maternity, paternity and adoption leave.  A staff member may qualify for 12 months unpaid parental leave in accordance with the relevant award or employment contract.  Usually this is applicable after 12 months of continuous employment.  Please refer to the relevant award or workplace agreement for entitlements.  

The Practice Manager must be advised of at least 6 weeks in advance of the intended leave commencement date.  We encourage you to keep in touch with the practice whilst on parental leave, especially in the weeks prior to your return to work. 

Long service leave

Long Service Leave will accrue and be calculated as per the legislation. If long service leave is requested, it must be agreed upon between both parties. The request should be discussed and then put in writing so that consideration can be made for approval.

Further information can be found at www.business.vic.gov.au
Telephone: 9651 9999 or 13 22 15
Add other items from Procedure 2.1 Award Entitlements as required.  
Staff Induction 

This practice has an induction program for all new General Practitioners and practice staff.  To ensure staff and patient safety, new staff must be able to demonstrate knowledge of the key procedures in the Policy and Procedure Manual and key operating systems relevant to their role within the practice by the end of the induction period.

Staff are also expected to familiarise themselves with the entire contents of the Policy and Procedure Manual and use it as a resource in the course of their employment.

All new staff must complete a full induction program (including an OH&S induction) as detailed on the Staff Induction Checklist as part of their orientation. A sample Staff Induction Checklist is included at the end of this handbook. 

Confidentiality & Privacy Policy

Insert Procedure 2.5 Privacy  

Code of conduct

Insert Procedure 2.8 Staff code of conduct

Dress / Appearance 

Being a medical clinic, it is imperative that our patients and visitors leave with the impression that this practice is a professional one, with a team of employees who take pride in their work.

Your dress and appearance are important. It is the responsibility of the employee to present in a clean, neat and tidy manner at all times. Jewellery/make up should not be excessive.  

Insert Procedure 2.8 Staff Presentation 

Team concept

At (Practice Name) we are all part of a team dedicated to one goal: providing excellent patient care in accordance with ethical standards and best available evidence.  

This can only be achieved by the combined effort of individuals who work together as one.  Consider the following factors that are important to the success of any team:

· understanding your job and how it contributes to the overall team objectives;

· supporting and assisting one other with their work to achieve the team goals;

· taking individual responsibility for the quality of your work;

· communicating clearly and honestly with one another;

· respecting each member of the team as equally important to the common objective;

Bullying and Harassment policy 

Insert (Bullying & Harassment Policy from 2.10 Equal Opportunity, Bullying & Harassment)

You may shorten this procedure, taking out information which is primarily for the administration of the policy.  It is essential that all employees are aware of:  

· the type of behaviours which constitute harassment, bullying & discrimination

· that these behaviours are totally unacceptable at this practice.  

· the consequences of this behaviour, including summary dismissal or termination
( Hint

Further information can be provided by contacting Victorian Workcover Authority www.workcover.vic.gov.au or phone 132360

Anti-discrimination policy

Insert the (Anti-discrimination Policy from 2.10 Equal Opportunity, Bullying & Harassment).  Again, include only the parts directly relevant to employees.

( Hint

Ensure that what is included in the employment contract is the same as what is included here. This will prevent the employee from claiming any discrepancy if the employment arrangement does not work out)

*Hint further information can be provided by contacting Victorian Workcover Authority www.workcover.vic.gov.au or phone 132360

Family friendly Policy (if adopted) 

Insert the (Family Friendly Policy from 2.10 Equal Opportunity, Bullying & Harassment), if this policy has been adopted by the practice

Telephone calls

While we understand at (Practice Name) that there are times when you will need to receive personal calls during working hours, we ask that they be kept to a minimum.  Please restrict such calls to emergency situations or for urgent matters concerning organisations which are only open during office hours and which cannot be completed at any other time.  Personal mobile phones are not to be used during working hours.
Insert relevant information from (Procedures 3.2.5 Telecommunication System & 5.4 Telephone) (shorten as necessary) 
Provision of Brochures to Patients

Insert relevant information from (Procedures 5.13 Provision of Brochures, Leaflets and Pamphlets for Patients & 5.13.1 Practice Information Sheet) (shorten as necessary) 

Solicitations

(Practice Name) has decided to limit non-company solicitations to provide a more orderly work environment, to prevent work interference and to protect employees from unnecessary burdens.

The following activities are prohibited during working time in the working areas of (Practice Name) without the express permission of the Practice Principal:

· Sales of merchandise for personal or charitable benefit, raffles, etc.

· Distribution of non-practice literature

· Circulation of petitions

· Promotions of outside activities

· Collections

· Signs posted on practice property

The practice will grant permission to selected community charitable activities.  

Practice policy on visitors

For safety and security reasons (Practice Name) requires that all visitors obtain approval from a principal or manager before entering the non-public areas of the practice.  This includes sales representatives, tradespersons and personal visitors.  In general a member of staff or management representative of (Practice Name) would accompany any visitor who enters these areas.  

If you arrange for a person to visit you on a work-related matter, you will need to inform your supervisor or Practice Principal in advance of their arrival so that they are expecting you to receive a visitor and can make appropriate arrangements.

Please organise for personal visitors to meet with you during your breaks, not during work time.  If you wish to receive personal visitors on the premises at (Practice Name) please advise the Practice Principal or Practice Manager and where practical a private space will be made available.  The lunchroom is not a suitable place to entertain personal visitors, as it is a shared space for all employees to relax during their breaks.  Personal visitors include friends, family, persons conducting private business with you and your union representatives.

Insert additional information as required from Procedures:

3.2.6
(Unauthorised Access Areas) 

3.3 (Security)

5.5  
(Visitors)

Dealing with patients

This practice deals with a wide range of diverse people and as such you will be required to treat all patients/visitors/colleagues/Gps with the utmost respect.

Remember you are the front line of the business and how you act will leave a lasting impression.

Insert essential information from Procedures:

5.2      Appointments 

5.3
Home Visits 
5.4.1
Communication with Patients via Electronic Means 

5.9
Patient Rights 

5.10
Complaints 

5.11
Non English Speaking Background Patients 

5.12
Directory of Local Health and Community Services) 

Computer and internet security

Insert essential information from Procedures:

5.16
E mail Policy

5.17
Internet Policy

5.18
Computer Security)

A breach of any of these policies may result in disciplinary action

Policy on smoking, drugs & alcohol

It is illegal in Australia to smoke in any confined space. This rule is strongly endorsed by practice management.  Smoking is not permitted anywhere inside the building (including toilets).

If the practice has a “no smoking” policy, include this here.

OR 

Smoking is permitted in the area – (specify).  Employees are not permitted to smoke in front of the practice or where patients entering the building may see them.  Please dispose of cigarette butts in the bins provided and keep the outside are tidy for others.  Smoking is permitted only during breaks.

Insert relevant information from 3.1.5 Smoking, Drugs and Alcohol 

Practice location & facilities

Insert relevant information from Procedures:

3.2 
Practice Facilities

3.2.1
Consulting Rooms 

3.2.3
Waiting Area 

At present your position is based at the clinic address given on your letter of offer of employment but you may be required to relocate to another location within the Melbourne metropolitan area, after appropriate consultation.  (insert if applicable)

Car Parking

Limited car parking space has been provided on site for the use of Practice Name employees.  Ask your supervisor or induction officer to let you know which places are best for you to park.

Whilst in the car park, owner onus applies and the practice will not be held liable for any theft or damage to or from employees' vehicles.

Insert additional information if essential from Procedure 5.1 Access and Parking 

Lockers and wash-up facilities 

Lockers are provided for your clothes and other personal items. These need to be maintained in good condition and food should not be left overnight in the lockers.  Valuables should not be left in your locker and Practice Name cannot accept responsibility for items stolen whilst in your locker.

Please keep the wash-up facilities clean and tidy – rinse wash basins clean when you are finished, replace toilet paper or hand towels when they run out and place all rubbish in the bins provided.

Insert additional information as required from Procedures 3.2.2 Handwashing Facilities & 3.2.4 Toilets.
Lunch room and kitchen facilities 

A lunchroom and kitchen facilities are provided for the benefit and convenience of all staff.  Under the OH&S guidelines the employer is required to provide an area for staff to take a break, likewise the employee has a duty of care to abide by OH&S policies and procedures. This includes assisting in keeping the facilities clean. Please observe the following guidelines for the use of these facilities:

· wash and dry all dishes after use and return them to the cupboards and drawers,

· remember your food in the refrigerator and don’t leave spoilable food in the fridge overnight.  (Do not place food in the refrigerator used for medical supplies)

· keep the tables and benches clean, clean up spills promptly,

· empty the rubbish bin regularly – don’t wait for it to overfill.

· when you’re finished reading magazines and papers move them to the rubbish.

All employees are expected to take responsibility for hygiene in the lunchroom – don’t be afraid to take the lead and tidy up where others may have forgotten.

Staff are not to eat food or consume drinks at the reception desk as any time.

( Hint

Further information can be obtained from www.worksafe.vic.gov.au
Practice equipment

The practice supplies specific implements and equipment for particular clinical and administration applications. Training will be provided on the correct technique for using various types of equipment.  You are required to take care with all equipment and use it only according to instructions. Do not remove implements or equipment from a workstation. Return all equipment to the correct place once you have finished with it. 

Insert relevant information from Procedure 7.12 Practice Equipment and other procedures listed under this section as applicable.

( Hint

Under the OH&S Guidelines employers are obligated by law to ensure staff are suitably trained for use of equipment.

The Practice’s commitment to safety
The practice is committed to its OH&S obligations as required by the legislation and strives to encourage a safe and healthy working environment. We will not knowingly expose employees to situations which may be unsafe, injurious or harmful to your health.  Furthermore, because this clinic believes that our people are our most valuable resource, it makes sense that protection of this resource is a key to our success.
While we will make every effort to provide a working environment that is safe and protects you and your fellow team members from injury, it must be recognised that workplace safety is everyone's responsibility.

Where potentially hazardous tasks or environments exist in the workplace, signs and labels are fitted to warn you of the hazard.  

Experience has shown that the best safety measure is a careful worker, therefore:

· Always follow instructions and practice policies & procedures.  If you are not sure how to do the job, ask your supervisor;

· You must use all safety and protective equipment and follow the appropriate procedures required for a job: Remember, safety first -  take no short-cuts;

· Obey all specific rules, policies, signs and instructions; they are there for a purpose;

· IMMEDIATELY report to your supervisor, the Practiced Manager or Practice Principal ANY condition or practice which you believe is unsafe;

· You must not deliberately place the health or safety of any person at the workplace at risk in any way
REMEMBER: ACCIDENTS DON'T JUST HAPPEN    - THEY ARE CAUSED

What the law says about workplace safety

It is important to understand that both the management of this practice and its employees have a duty of care under the OHS legislation. Management is legally responsible for workplace safety and staff well being. Heavy penalties can apply if this is responsibility is not met. The provisions of the Occupational Health and Safety Act 2004 apply to all workplaces in Victoria. Some of the more important elements in the OH&S Act are outlined below:

	Sec 21. Duties of employers:  (1) An employer shall provide and maintain so far as is practicable for employees a working environment that is safe and without risks to health. 

Sec 25. Duties of employees:    (1) While at work, an employee must-- 

(a) take reasonable care for his or her own health and safety and for the health and safety of anyone else who may be affected by his or her acts or omissions at the workplace; and 

(b) co-operate with his or her employer with respect to any action taken by the employer to comply with any requirement imposed by or under this Act.
( Hint

 Duty to consult with employees in regard to OHS matters.

Under the new guidelines employers have an obligation to consult with staff safety issues.  (After all who better to ask what works best, other than the people using the system?


If you wish to learn more about your legal rights and obligations with regards to safety or have any other questions or contributions to make on the subject, ask the Practice Manager or Practice Principal.  

The following pages of the Handbook, explain some general safety issues that all employees must understand and adhere to.
( Hint

Further information on OH&S can be obtained by contacting Victorian Workcover Authority www.worksafe.vic.gov.au or by phoning 1800 136 089

Accidents

If you are unfortunate enough to sustain an injury at work, or on the way to or from work or if you spot a potentially hazardous situation you should immediately notify the Practice Manager or Practice Principal, regardless of how minor you may consider the accident or the issue.

Failure to notify the appropriate person may make it harder should you need to claim Accident Compensation payments.  Failure to notify may also mean that the practice does not have the chance to correct a problem that could possibly lead to a more significant accident.

Should you have an accident or suffer an injury which may require treatment, report immediately to one of clinical staff, who will assist you.  

Note that the employer is required by law to maintain a register of Incidents and Injuries. Make sure that the Injuries Register is filled out when attending to injuries.  

Worcover  Accidents/Claims

Forms for Accident Compensation claims are available from practice administration.

Disclosure of information on pre-existing injuries
If you have any pre existing injuries or diseases that might be affected or aggravated by the nature of your position at this clinic, please advise the practice in writing before commencement of your employment.   If you fail to disclose this information or if you make a false or misleading disclosure, then section 82(8) of the Accident Compensation Act will apply and you may not be entitled to workers compensation for any recurrence, aggravation, acceleration, exacerbation or deterioration of the pre existing injury or disease.

( Hint

It is advised to include this “Disclosure of information on pre existing injuries information” into the employment contract or job description as well. Ensure the wording is the same. It is better to know what you’re dealing with at the beginning of the employment agreement. Remember you cannot discriminate against a prospective employee if they have had a previous workcover claim. 

Incidents, injury & adverse patient events

Insert procedure 3.1.2 Incidents and Injury and Adverse Patient Events & 3.1.3 Needle-stick Injury, Mucous Membrane Exposure to Blood or body Fluids (shorten as necessary) 

Staff immunisation

Being a health provider it is advisable to ensure staff are suitably immunised.  It is much better to gain this information at this point of time and saves embarrassment later.

Insert procedure 3.1.4 Staff Immunisation (shorten as necessary) 

Staff well-being 

Under the amended OH&S legislation there is an obligation to ensure the well being of staff. This practice is committed to the staff’s well being.  

Insert procedure  3.1.6 Staff and Gp wellbeing (shorten as necessary)

Infection control procedures

Insert a summary of the following Procedures.  Try to avoid giving the full detail of each one – it is enough to alert staff to the need to carefully manage the risk of infection control and know the correct procedures so they can follow them exactly.

4.1
Infection control procedures (
4.1.1
Standard Precautions (
4.1.2
Additional Precautions (
4.1.3
Handwashing (
4.1.4
Waterless Handrubs (
4.1.5
Personal Protective Clothing ( 

4.1.6
Single Use Items (
4.1.7 
Disinfection & Decontamination of the Practice Environment (( draft)

4.2
Cleaning Spills of Blood and Body Fluids (
4.3
Pre-cleaning/cleaning of Re-useable Items/ instruments (
4.4
Provision of Sterile items/instruments (
4.5
Disposal of Clinical Waste (
4.5.1
Disposal of Sharps (
4.6
Management of Soiled Linen (
Lifting and handling 

Insert Procedure 3.1.1 Manual Handling (shorten as necessary) 

LIFTING:  Learn the correct way to lift.  

Consider 

· Ensure you check the load beforehand

· Consider the load

· Keep your BACK STRAIGHT, LIFT WITH YOUR LEGS and not your back

  
SPACE YOUR FEET far enough apart to maintain good balance. 

· DON'T try to lift beyond your physical capacity.

· Get help if necessary. Use trolleys or lifting aids. 

· Stack and store materials neatly and securely.

Hazardous substances and chemicals must be handled with great care.  Always follow handling instructions and use any protective equipment provided.  Ask your Supervisor for guidance.
( Hint

Further information on guidelines for manual handling can be found at the following web address

http”//staff.uow.edu.au/ohs/workingsafety/manual handling/index.html

Fire and emergencies

Familiarise yourself with emergency plans and the location of fire escapes. At the induction process you will be guided through the process if an emergency was to occur. If unsure please see your supervisor or Practice Manager. Emergency fire and evacuation drills are conducted on a regular basis and all staff are required to attend these. Become familiar the use of the fire extinguishers and appliances provided.  Know what to do and how to report an emergency.

Do not lock fire escape exits or block fire escapes by storing material in exits or on stairways.

Insert summary of Procedures:

3.4
Non Medical Emergencies

3.4.1
Fire

3.4.2
Bomb Threat

3.4.3
Internal Emergency

3.4.4
Gas Leak

3.4.5   Flooding

3.4.6
Personal Threat

Communication

(practice name) is committed to free and open communication throughout the workplace – between colleagues and with management. Furthermore this clinic believes that the performance and satisfaction of employees is dependent on the commitment employees have to the practice's goals.  In turn this commitment will only grow where employees fully understand the practice's philosophy; goals and desired results. In a word, we need good communication.

Practice Name is committed to free and open communication throughout the workplace – between colleagues and with management.

For the successful running of any business, communication is imperative. For communication to be successful it needs to operate both ways.  Remember, you will get out of it what you put into it.

If you are dissatisfied

If you are unhappy about anything relating to your job at (Practice Name) the following procedure is to be followed:

Insert the Grievance Procedure from 2.10 Equal Opportunity, Bullying & Harassment.  Include only the parts directly relevant to employees.

( Hint

Use the grievance policy in this document and in the employment agreement to be consistent and to stop any arguments.

Resignation

If you decide that you wish to cease work with Practice Name, you are required to give adequate notice, as required under the relevant award or workplace agreement. Should you leave without this notice, you may forfeit up to one week's pay and/or some of your entitlements.  For details of the notice required please refer to your employment agreement or the relevant award. If unsure please see your supervisor or practice manager.

If you have been absent from work for more than three days without notifying your team leader/supervisor it will be assumed that you have abandoned your employment and you will be terminated from the last day you worked.

Performance review process

Best business practice requires staff to receive regular feedback. This will be done on a regular basis. Any issues which may arise, should be addressed when they occur, not at their performance appraisal/review time. On an annual basis (or more often if required) a performance review is conducted. Whilst some employees fear this process, it should be emphasised that the performance appraisal is not about discussing with the employee the things which may not have been done well, but more for working out how performance can be enhanced in the future and to also discuss any staff development which may be required.  

The performance appraisal is not the forum for discussing wage rates.

Tip* The employee should be made to feel valued, calm and listened to. At the same time ensure them that a performance appraisal is meant to be a positive experience. Be straight forward and address issues in a professional manner 

Insert Procedure 2.6 Performance Review.  May be edited to exclude information not relevant to employees.  

Counselling and termination procedures

If an employee  is performing his/her work at an unsatisfactory level then our first aim is to help the employee to improve their performance so that they can work at a satisfactory level.  It is only when this fails that termination of employment ultimately occurs.

The first step in this procedure is to “performance manage” and assist the employee.

A meeting should be scheduled to discuss the issues on under performance. 

The supervisor then outlines for the employee those areas of job performance (obtained from the job description), attitude or behaviour, which are not up to the required standard.  The employee must be given an opportunity to respond.   Then both supervisor and employee work together to prepare a written list of specific performance objectives that will satisfy the supervisor and which the employee agrees he/she can achieve.  The employee then commits himself/herself to achieving these objectives and within a specific time period.

  At this stage the employee may outline his/her difficulties and request specific assistance.  The clinic is committed to providing any reasonable assistance to employees in order to help them achieve their best work performance.  Both parties sign a record of the discussion and a copy is given to the employee.  A time frame is set for the employee to meet with the supervisor and review whether the employee is achieving the agreed aims and whether the employer/supervisor is providing the agreed assistance.

If there are further problems and/or the employee does not achieve the agreed objectives within the agreed time frame a Written Warning will be given to the employee.  This states that their performance, attitude or behaviour must come up to standard by a stated date.  

On this date a review will be conducted and if the required performance, attitude or behaviour has not been produced then a Final Written Warning will be issued.   A final written warning lets the employee know that unless the required improvement is made, termination of employment is likely.

If the improvement in employee performance, attitude or behaviour is still not made then a Notice of Termination of Employment (as per the award or employment agreement- ensure the correct wording is provided to avoid confusion) is given to the employee. 

( Hint

Whilst the above procedure is advised, the requirement of three warnings is no longer required, however, the employee must be given “a fair go” and have an opportunity to improve within a reasonable time frame. Always document these issues.
For serious dishonesty or misconduct it may be necessary to remove an employee from the workplace for a time while investigations are conducted into the incident or situation.  In this case an employee will usually be stood down on full pay while the supervisor fully investigates the matter.  If serious misconduct is found to have taken place then the employee may be dismissed without further warning.  

At any time, the practice may by notice in writing summarily terminate the services of the Employee under this agreement if the Employee:

· Engages in any act of commission or omission constituting serious misconduct in respect of their duties;

· Wilfully fails or neglects to perform or carry out their powers, functions or duties in an agreed manner;

· Commits a serious or persistent breach or non-observance of any of the provisions of this agreement

· Is engaged in any conduct which may tend to injure the reputation or standing of the Employer;

· Refuses or neglects to comply with any lawful and reasonable order given to them by the Employer or any other person duly authorised by the Employer;

· Wilfully breaches the confidentiality of any client/customer/patient, Employee or the Employer

· Attends for work under the influence of drugs and/or alcohol.
· As per the award or employment agreement. 
Hint Ensure wording is correct in both documents to avoid any confusion.

Copies of the forms used for each stage of this procedure are included in this handbook.

Sample forms

Include:

· Induction forms from Procedure 2.4 Staff Induction 

· Performance Management forms from Procedure 2.6 Performance Review 

· All forms used in disciplinary procedures from Procedure 2.7Disciplinary Process

· Other forms as applicable (eg. Leave forms)

[image: image1.jpg]dandenong casey
general practice association




February 2008, August 2010
PAGE  
2

