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POLICY — BOA 01 | Board Roles & REVIEW DATE:
Responsibilities
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose

The Board is elected by the members of the LINK UP QLD to be responsible for, and to
undertake, the Executive management of the Corporation on behalf of the membership. This
includes entering into contractual agreements with Departments and Agencies of the
Commonwealth and/or Queensland Governments.

The Board shall manage and control the affairs of the LINK UP QLD in accordance with its
Constitution and with the Corporations (Aboriginal and Torres Strait Islander) Act 2006.

The policy objectives for this Part of the Policies and Procedure Manual are:
To facilitate an understanding of the legal framework of the Committee; and
To provide clarity and guidelines on the roles and responsibilities of the Committee

2.0 Legal Framework

2.1 Membership
Any Aboriginal or Torres Strait Islander person who is over 18 years old, and who meets the
following qualifications may apply to become a member of the corporation and who:

a) Resides in Queensland

Indicates in writing that he/she believes he/she can assist the corporation achieve its aims
and objects.

Is not indebted to the corporation in a sum of more than $100.

b) A body corporate which is incorporated in and domiciled in Queensland and which,
upon application, nominates its authorised representative, under Seal, to vote or
otherwise act on its behalf. Corporate membership cannot exceed 51% of the total
membership base (Rule 5.2.2.2).

c) A person who was a member but whose membership was cancelled under rule 5.7 (Link
Up QLD Constitution) cannot apply to become a member again.

d) Continuity of membership is dependent upon meeting a “participation” test every two
years (Rule 5.4.2 (b) and 5.7.5).

2.2 Make-up of the Board
The Board shall contain no less than 3 and no more than 12 Board Members.
Before they can be elected to the Board a candidate must

o meet all director eligibility criteria (Rule 8.2.1)

o have consented to act as a director in writing (Rule 8.2.3)
Board Members are elected at each Annual General Meeting by postal vote and on a 2 year
rotational basis.

Office Bearers
The Chairman of the Corporation shall be elected by the Committee at their first meeting after
the annual general meeting.

The Board is to control and manage the affairs of the Corporation.
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2.3 Appointment of Board Members
Only eligible members may nominate for election.
Ineligible members (Rule 8.2) include:
) employees and contractors
o non-participating (inactive) members

o previous disqualification under the Act
- bankruptcy/insolvency

- insanity
o convicted of fraud/dishonesty/misappropriation of assets
. imprisonment for longer than 1 year

. indebted to Link-Up for more than $100

o being a previous director of an organisation that was placed under
Administration or wound up

Eligible members (Rule 8.2) include:
active (participating) member

o demonstrated experience in managing a corporation

holding a qualification in corporate governance
o previous committee member in a corporation for minimum 2 year term.

2.4 Circumstances Under Which Committee Members Cease to Hold Office
Rule 8.9 prescribes the following circumstances where a committee member will cease to hold
office:

o upon death
o upon resignation

o if a corporation representative, upon insolvency and/or winding up of that
corporation

o as prescribed by the Act
- bankruptcy or insolvency
- insanity
o as prescribed by Rule 8.2
- appointed as employee or contractor
- non-participation as active member
- conviction for fraud/dishonesty/misappropriation of assets
- imprisonment
- indebted to Link-Up for more than $100
Under any of the circumstances listed above, Rule 8.9 prescribes a committee member “stops”
being such at the time the disqualifying circumstances occurs; neither the members nor the
remaining committee members need to pass any resolutions of removal — that committee
members position is declared vacant and is subject to filling by casual vacancy appointment
(Rule 8.5.2).

2.5 Removal of Board Members
2.5.1 The only ground for directors removing a Board member from office is that he/she
has not attended 3 or more consecutive Board meetings without a reasonable excuse. The
Board may remove the Board member by resolution.

a) Rule 8.11.2 (Link Up QLD Constitution) operates despite anything in:
I. These rules or
Il. An agreement between the corporation and the Board member or
. An agreement between any or all members and the Board member.
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b) Before removing the Board member, the committee must give the member concerned
notice in writing:
l. That the Board intends to remove them from office because they have
not attended 3 or more consecutive Board meetings without a
reasonable excuse and
II. That the Board member concerned has 14 days to object to the removal
and
lll. That the objection must be in writing and given to the corporation within
14 days from the day the notice is given.

C) if the Board member does not object, the Board must remove the member concerned
from office.

d) if the Board member does object, the governing committee cannot remove them from
office. The corporation by resolution in a general meeting may remove the Board member
from office according to rule 8.11.1.

e) if the Board member concerned is removed from office, the corporation must give them a
copy of the resolution as soon as possible after it has been passed.

2.5.2 On the other hand, members in general meeting may remove a governing
committee member for any just and proper reason, under Rule 8.11.1 provided that at least 21
days notice of intention to remove is given to the company and the director concerned
(Rule 8.11.1 (b) and (c)).

2.6 Board Casual Vacancies

if the number of committee members falls below the quorum required in rule 11.3 (Link Up QLD
Constitution) the committee may meet only the purpose of filling the vacancy.

A person can be appointed under rule 8.5.2 (Link Up QLD Constitution) to make a quorum for a
Board meeting even if the total number of Board members is not enough to make a quorum.

If a person is appointed under rule 8.5.2, the corporation must confirm the appointment at the
corporation’s next annual general meeting. If the appointment is not confirmed, the person
ceases to be a Board member at the end of the AGM. The members present at the AGM may
appoint someone to fill the vacancy on the Board for the rest of the period of the person being
replaced.

A member appointed to fill a casual vacancy will be a Board member until the end of the next
annual general meeting (unless they stop being a Board member before then, for any reason
listed under rule 8.9 (Link UP QLD Constitution).

A Board member at the next annual general meeting after their appointment.
2.7 Meetings of the Committee

The Board will meet as often as it considers necessary for the good functioning of the
corporation but must at least meet once every three (3) months. (Rule 11.1)

2.8 Quorum

The quorum for a Board meeting is a majority of the Board and the quorum must be present at
all times during the meeting. (Rule 11.3)

Page 7 12/16/2009



Without Prejudice

2.9 Conflicts of Interest
Any Board member who:

1. has a direct or indirect financial interest in a matter being considered or
about to be considered by the Board or

2. has a material personal interest in a contract or proposed contract of the
corporation of

3. holds any office or

4. owns any property
which might give rise to a conflict with their duties as a Board member of the corporation, is
deemed to have a conflict of interest. If so, they must give the Board notice of the interest at a
Board meeting as soon as possible after becoming aware of it. (Rule 10.2)

Notes:

A conflict of interest may arise when a member is involved in making a decision about an issue
in which they stand to benefit in some way (direct conflict), or a relative or business they are
involved with stands to benefit (indirect conflict).

A ‘material personal interest’ includes direct and indirect financial interests, as well as direct
and indirect non-financial interest (eg. If a committee member’s relative would get the main
benefit of the goods or services to be provided by a contract to be entered into). Generally, it
would have to be enough of an interest to influence the Board member’s decision, and there
must be a real or substantial conflict.
b) A notice of a conflict of interest must set out:

1. the nature and extent of the interest and

2. the relation of the interest to the affairs of the corporation
c) A notice of a conflict of interest can be a standing notice to the Board.

Note: This means that if there is a potential conflict of interest which will continue, the notice
only has to be given once, and does not have to be given at every Board meeting.

d) The substance of a notice of a conflict of interest must be recorded in the minutes of the
Board meeting at which it was given.

e)A Board member who has a conflict of interest about a matter that is being considered at a
Board meeting must disclose:
1. the nature and extent of the interest and
2. the relation of the interest to affairs of the corporation.

Important Note: A Board member is not entitled to be present or to vote on a resolution if they
have a conflict of interest.
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3.0 Roles and Responsibilities of the Board

3.1 Role of the Board
The Board of Directors of Link Up has the usual accountabilities of a best practice company
under the Commonwealth Corporations Act. There are seven specific accountabilities for the
Board of Directors:

1. Strategy formulation and approval. This is achieved through the Strategic Plan
and the annual Action Plan with the aligned annual Budget.

2. Monitor organisational performance. This is achieved through review of quarterly
income and expenditure reports and quarterly reviews of the Action Plan; as well
as at least monthly meetings between the CEO and Chairperson.

3. Putin place a top level policy framework and ratify specific policies. This is

achieved through the Corporate Policies and Procedures Manual

Risk management and compliance overview policies, practices, procedures

5. CEO. This involves the four functions of select/remove; remunerate; performance
apypraisal; mentor

6. Network on behalf of Link up to achieve its goals. This can result in agreements or
MOUs.

7. Communicate with key stakeholder groups, especially member organisations and
funding bodies.

The Board of Directors sets the strategic business directions for Link-Up and decides the pace of

implementation. An Annual Action Plan, drafted initially by the Chief Executive Officer and

considered then approved by the Board of Directors, will specify outputs to be achieved.

»

The primary role of the Board of Directors is to oversee the operations and activities of LINK UP
QLD to ensure it is achieving its business directions. This will include approving an Annual Action
Plan. This includes facilitating the smooth operation of the Board of Directors itself. The
overseeing role of the Board of Directors can be broken down into several more specific areas,
which include:

= Fulfilling constitutional, legal, and funding body requirements.

= Financial management.

* Program management.

= External relations management

= Forward planning and evaluation.

= Human resource management, which includes the power to appoint and remove or
suspend, determine the duties and pay of the Chief Executive Officer and the Senior
Management Team

= Corporate Policy development.

= Effective business management.

= Physical asset management

= Accountability to members, funding agencies, and the community.

Each person who is on the Board:
= Has a duty to act in that position with honesty, diigence and reasonable care; and
= Shall not make improper use of information or opportunities received through that
position.
Directors are obliged as a collective group to govern LINK UP QLD according to:
= The laws relating to it as a legal entity.
The laws relating to the purpose for which LINK UP QLD was established.
 The philosophy, aims, objects, rules and by-laws set down in the Constitution
« The terms and conditions of any service agreements entered into by the Board
= The policies, procedures and practices formally endorsed by the Board of Directors.
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The Board of Directors is obliged to act in accordance with the provisions contained in a range
of documents, including legislated requirements under all relevant Awards and Acts, including
legislation relating to occupational health and safety.

The Board of Directors must decide which decisions can be made by the Board, or delegated
to any of its members such as the Chairperson, or to the Chief Executive Officer and other staff.
The Constitution, position descriptions of managers and the Policies and Procedures Manual will
assist with clearly defining these decision-making authorities from time to time.

3.2 Responsibilities of the Board
The Board of Directors is ultimately responsible for ensuring that LINK UP QLD:

= Meets all legal and statutory requirements.
= Maintains financial viability at all times.
= Provides a just and fair personnel/industrial climate.
= Provides clear strategic directions and business priorities.
= Ensures clear communication processes, make certain that the Board of Directors and
members are kept informed.
3.3 Expectations of the Board
= Act honestly and in good faith.
= Act with care and diligence.
= Act loyally and avoid conflicts of interest.
= Act professionally
= Avoid abuse of opportunity and information.
= Actin the best interests of the Association.
= Exercise powers for their proper use.
Board members are expected to be both collectively and individually accountable for all the
decisions and actions that are taken/not taken by the Board.

3.4 Role of the Chairperson
The role of the Chairperson is to provide leadership, support and direction in relation to the
strategic direction of LINK UP QLD.

The Responsibilities of the Chairperson

= To preside as Chairperson at each Annual General Meeting, Extraordinary General
Meeting and meetings of the Board of Directors

» To represent the Board of Directors and be the public spokesperson for the Association

» To delegate negotiations with all governments and their ministerial staff, departmental
personnel, agencies and non- government organizations relating to the aims and
objectives of LINK UP QLD to the Chief Executive Officer, whilst retaining the right to
personally attend and participate in any meetings

» To provide advice and guidance on policy matters to the Chief Executive Officer

= Tosign the report to be tabled by the Board of Directors at each AGM Meeting.

The Responsibilities of the Deputy Chairperson

* In the absence of the Chairperson, the Deputy Chairperson shall perform the duties of
the Chairperson.

» The Deputy Chairperson also performs such duties as the Board delegates, and is a
member of the Executive.

3.5 Role of the Treasurer

e To ensure all the money due to LINK UP QLD is collected /received and that all
payments authorized by LINK UP QLD are made.

¢ To ensure that correct books and accounts are kept showing the financial affairs of LINK
UP QLD, including full details of all receipts and expenditure connected with the
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activities of LINK UP QLD. This includes activities in connection with Agreements entered
into with Departments/Agencies of the Commonwealth and/or State Governments.

e To routinely report to the Board of Directors at its meetings with appropriate
documentation concerning the financial affairs of the Organisation. The Treasurer wiill
establish the standard of reporting documentation to be provided by the Chief
Executive Officer and Accountant, which must include statutory Financial Statements; a
comprehensive annual budget; and, as well, monthly reports showing: budget income
and expenditure; income and expenditure year to date; variances (“unders and
overs”) between year to date and budgeted income and expenditure; and notes
identifying risks as well as any actions required by the Board of Directors.

e To provide at each Annual General Meeting a financial report to the members on
behalf of the Board, outlining a full disclosure of the financial affairs of the Organisation
as provide for in the Constitution.

e Subject to the provisions of the Act and with the approval of the Board, some of these
duties may be delegated to the CEO.

3.6 Role of the Secretary
. To ensure the keeping of minutes and records of all appointments of office-bearers
and other Board of Directors members; the names of Board of Directors members
present at meetings of the Board of Directors, Board meetings or general meetings; all
proceedings at meetings of the Board of Directors and meetings of the organisation.
. To ensure that minutes of proceedings at a meeting are signed by the Chairperson of
the meeting

3.7 Governance Training and Support of the Board
An orientation program will be available for newly elected members to the Board of Directors.
The Chairperson in conjunction with the CEO will coordinate an induction package and
process for LINK UP QLD Directors that addresses:
Corporate governance — Responsibilities, Board workings, Financial/accounting reports, Charter
of Corporate Governance
LINK UP QLD Structure — Constitution, Environmental context, Strategic Plan
LINK UP QLD Culture- Stakeholder expectations, Stakeholder perceptions
Personal expectations and performance standards of Directors - Code of Conduct, Board and
Corporate Policies and Procedures Manuals, Confidentiality
LINK UP QLD is committed to ensuring that the good governance of the organisation is
supported through appropriate opportunities for skill and knowledge development of Board of
Directors members.

The Board will be assisted to develop a Charter of Corporate Governance, which can be
periodically reviewed and updated.

3.8 External Representation

As part of its roles and responsibilities for relationship management, the Board of Directors,
usually acting on advice from the CEO, may decide to enter into formal, written agreements for
partnerships, alliances or other forms of joint undertakings with one or more external
organizations (including Boards of various types), consistent with the aims and objectives of its
Constitution. This includes an agreement with the Queensland Aboriginal and Islander Health
Forum/Corporation regarding its College of Aboriginal Health, Aboriginal Medical Services,
Government Agencies and related community care organisations.

The Chief Executive Officer will maintain a register of external organizations, partnerships,
alliances or other forms of joint undertakings on which LINK UP QLD has representation. The
Board of Directors will review its expected outputs from each such representation in the context
of approving LINK UP QLD Annual Implementation Plan.
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1.0

POLICY — BOA 02 | Board Financial REVIEW DATE:
Controls
AUTHORISED BY: | Board NEXT REVIEW:
Purpose

The policy objective for this Part of the Policy Manual is to spell out the scope of the powers of
the Board of Directors. It is the policy of Link Up QLD to maintain accurate, comprehensive and
up-to-date financial records, and to have such records available for timely review, to ensure
financial control and accountability at all times..

2.0

Procedures

2.1 Financial Operations:
LINK UP QLD approves salaries and other operational expenditure on the basis of a
Jobs Policy, a Wages Policy and a pre-determined budget. Budgets need to reflect
objectives set out in the annual Action Plan and the triennial Strategic Plan to facilitate
the attainment of the aims and objectives of LINK UP QLD.
All financial records are maintained according to generally accepted accounting
principles and practices contained in the Australian International Accounting
Standards, and all financial practices are openly subject to external auditing by the
Auditor appointed by LINK UP QLD.
Special purpose funds provided by various Commonwealth or State funding agencies
for agreed projects and activities are accounted for separately and according to
funding agreements, terms and conditions, and guidelines provided by the funding
agencies.
Proper approval is to be obtained from funding agencies before expenditure of surplus
funds.
Separate bank accounts are to be maintained for discretionary funds, (and where
appropriate) for funds provided to LINK UP QLD exercising its powers to function as a
charitable institution and to establish and act as trustee for charitable trusts, and for
funding provided by external agencies for special purposes, with separate accounting
records to be kept.
The Board of Directors is the only authorised entity to approve budgets, financial plans,
and revisions to the budget.

The Chief Executive Officer has the delegation for up to $3,000 for the purchase of
goods and services approved by the budget. Purchase of goods and services for
amounts in excess of $3,000 require three quotations and approval by the Board. This
limit applies also to purchase of vehicles, equipment and minor capital works.

All cheques, drafts, bills of exchange, promissory notes, commercial bills and other
negotiable instruments must be signed by two persons, as provided by the Constitution.
Cheques are to be signed by any two of the authorised signatories to LINK UP QLD
accounts and will at no time be signed forward.

2.2 Financial reporting is to be:
at each meeting of the Board,;
at the end of each fiscal year, ending 30t June, as prescribed in the Constitution
at the Annual General Meeting .
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Board

POLICY - BOA 03 | Confidentiality, REVIEW DATE:
Code of Conduct

AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose

To ensure that the responsibilities, standards and expectations of Directors are captured in a
clear and concise statement, to assist in understanding, communication and ultimately
compliance

2.0 Procedures

2.1 Board of Directors - Code of Conduct
A Code of Conduct for LINK UP QLD Board of Directors has been developed to ensure that the
responsibilities, standards and expectations are implemented.

Code of Conduct - Board of Directors Members
The Code of Conduct for the Board of Directors outlines expectations to:

Uphold and adhere to the policies and procedures of LINK UP QLD.

Assist the Board of Directors working co-operatively and effectively as a group.

Recognise that decisions are taken by the Board of Directors

Work for the benefit of the whole organisation rather than for themselves or any
individual or particular interest group.

Declare any direct or indirect conflict of interest or pecuniary interest.

e Respect confidentiality and privacy when dealing with each other, clients, staff and
visitors and to also respect information received as Board of Directors members.

e Respect any special information obtained about LINK UP QLD’s members, staff or clients.

e Assist good working relationships by treating one another with integrity, courtesy and
respect.

e Welcome any new members elected or appointed to the Board of Directors and assist
them to become familiar with the operations of the Board of Directors and of LINK UP
QLD.

e Acknowledge the delegated role of the Chief Executive Officer for the day-to-day

management of the organisation and its financial, physical and human resources.

2.2 Board of Directors - Confidentiality
Board of Directors, as well as the staff, contractors and other representatives of LINK UP QLD,
have a responsibility to administer, maintain and promote the confidentiality, rights, dignity and
respect of our members and staff, to ensure that the confidentiality, safety, rights and dignity of all
staff and members are upheld.

Clients and community members accessing LINK UP QLD will have their right to privacy and
confidentiality respected at all times.

All Directors will sign LINK UP QLD standard Confidentiality Agreement. A copy of this
Agreement is attached at Appendix C.

The outcomes of services provided to or for clients will be kept confidential, including security
arrangements for protecting confidentiality of client files.
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2.3 Board of Directors - Media Comment
Individual Board members are not to make comment to the media on anything pertaining to
the operations of the Business, unless specific authority has been given by the Chairperson. This
includes administrative, policy or client related information.

2.4 Board of Directors - InformationSecurity
To protect confidentiality of information on electronic filing systems, data access security codes
will be used and enforced.

2.5 Board of Directors - Sanctions
A Board member found to be in breach of confidentiality will be issued with a written warning,
and the staff member may be subject to instant dismissal by the Chief Executive Officer
depending on the nature of the information disclosed.
Where there are doubts on appropriate procedures regarding confidentiality are concerned,
staff and Board of Directors Members must consult with the Chief Executive Officer.

2.6 Board of Directors — Conflict of Interest
To ensure there are no conflicts of interest between individuals and the organisation, and that
to ensure there is clarity of intent, transparency and openness in all transactions

Financial Transactions
Members of the Board of Directors cannot enter into financial transactions on behalf of LINK UP
QLD with non-publicly owned enterprises if they or their immediate family have financial
interests in that enterprise without advising the Chairperson and obtaining written approval from
the Board of Directors.

Family Relationships
All Directors shall disclose to the Chairperson any personal or family relationship that might give
the appearance of influencing employee judgement when acting for LINK UP QLD.

Use of Funds
No Director shall take or approve payment of monies if such expenditure is not authorised or
approved under LINK UP QLD financial policy.

Use of Property
No Director shall use LINK UP QLD facilities, property or working time for personal use without the
authority of the Chief Executive Officer or Board of Directors.

2.7 Board of Directors — Contacting Staff
All communications with staff and contractors should be via the Chief Executive Officer.
Where staff/ contractors approach Board members direct for decisions or actions, they should
be referred to the CEO in the first instance.
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POLICY - BOA 04 | Board - Travel REVIEW DATE:
AUTHORISED BY: [ Board NEXT REVIEW:

1.0 Purpose

Travel costs are a cost to doing business. Accordingly, travel allowances and related travel
expenses will be managed and minimised like all other costs.

Travel costs for both the Board of Directors and for staff need to be tightly related to LINK UP
QLD Annual Implementation Plan.

The policy objective for this Part of the Policies and Procedure Manual is to put in place
transparent and rigorous arrangements regarding travel undertaken by the Board of Directors.

2.0 Procedures

2.1 Authorisation
Authorisation for Board of Directors to travel to conferences, meetings, workshops as a
representative of LINK UP QLD must be provided by the Chairperson in consultation with the
CEO.

2.2 Conference, meetings and workshops
Accommodation
Accommodation for authorised Board of Directors attending conferences, meetings, workshops
as a representative of LINK UP QLD will be arranged in consultation with the CEO.

Vehicle Hire
Hiring vehicles is not usually permitted, however discretion of the Chairperson may be used.

Travel Allowance

Travelling allowance for authorised Board of Directors attending conferences, meetings,
workshops as a representative of LINK UP QLD will be paid at the same rates of pay established
for the staff of LINK UP QLD. This will be at State Public Service rates.

In cases of non-attendance, a cancellation policy applies and Board of Directors will be
charged, at cost, to cover committed expenses (eg accommodation and meals booked by
LINK UP QLD) unless sufficient prior notice is provided of non-attendance.

Payment of Lost Wages

Where a member of the Board of Directors is required to attend an official LINK UP QLD activity
and her/his participation will result in the loss of wages, the Board of Directors member is
required to provide to the CEO a letter confirming in writing the loss of wages and the amount
of wages that will be lost.

The CEO will make payment to the Board of Directors Member for reimbursement of the
specified amount of lost wages.
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POLICY - OPS 01 | Risk Management REVIEW DATE:
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose

LINK UP QLD is accountable and responsible for the provision of quality services. LINK UP QLD wiill
seek to reduce the likelihood of poor, unexpected and adverse outcomes and events, by
adopting an effective framework of planning, assessment, review and decision making.

2.0 Procedures

The Board acts as a body of check and review for LINK UP QLD’s operations.

LINK UP QLD adopts a number of planning and review practices to ensure effective delivery of
services. Areas for focus are:

2.1 Strategic
A 3 year Strategic Plan, aligned with LINK UP QLD’s Constitution Objectives, is drafted by the
CEO and Senior Management Team for discussion and approval by the Board. The Strategic
Plan provides the basis for an Annual Implementation Plan.
The Strategic Plan is reviewed by the Board during Year 3 and updated for the next 3 years

The CEO coordinates and Drafts an Annual Implementation Plan, in the SDRF Template, for
consideration by the Board each January. The Action Plan is linked to the Strategic Plan’s
objectives, the Action Plan spells out performance measures achievable in a year.
The Board considers, amends and approves the SDRF Action Plan by January each year; and
ensures that the annual Budget is closely related to the “Measures” in the Action Plan.
The CEO reports on overall Action Plan achievements to the Board in July and December each
year.

2.2 Program/Project Governance
INTERNAL — CEO and Team Leader coordinate staff Work Plans to implement the specific
measures in the Action Implementation Plan for their area. Regular update review of Work Plans is
carried out between Managers and Staff as part of normal operational procedure.
The Performance Appraisal System is used by Link up to monitor each staff member’s
achievements against their Work Plan. There is one formal performance reviews in June each
year and a mid year meeting to review and reset expectations every six months.
Staff provide regular status/update reports to the Team Leader/CEO.
FUNDING BODIES - Project updates are provided six monthly in accordance with Contract
requirements.

2.3 Operational
FINANCE - Budgets are set for each program/project in line with Annual Plan.
Reports against budget provided monthly to CEO and responsible officer.
Full Financial reports on funding and expenditure coordinated by the CEO for presentation to
the Board on quarterly basis.
Financials are independently audited.
ADMINISTRATION - Comprehensive Corporate Policies and Procedures maintained by CEO
and Board, covering staffing, vehicle, equipment, Health and Safety matters.
Compliance with Policies and Procedures is the responsibility of Staff, Management and
Administration.
BOARD
Corporate Governance Policies and Procedures are in place.
Corporate Governance training provided.
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POLICY — OPS 02 | COmMPlaints by REVIEW DATE:
External Parties
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose

LINK UP QLD is accountable and responsible for the provision of quality services and continuous
improvement in its performance. LINK UP QLD is committed to ensuring all issues of concern
raised by External Parties, Clients, Outside Agencies are heard, considered and addressed, in a
fair and timely manner.

2.0 Procedures

The principle to be adopted is; that all matters raised should in the first instance be addressed
by the responsible officer, but where matters are escalated they are handled to resolution by
the Chief Executive Officer in a set timeframe.

2.1 First Point Resolution
Staff responsible for external agency contact should encourage relevant contacts to raise any
concerns and assure them issues will be considered and addressed without delay.
Where complaints can be resolved directly, this should be done immediately.
Record of issues should be maintained in relevant files.

2.2 Escalated Issues
Where the complaint requires the involvement of other parties, higher authority or escalation
from the external parties, perspective or due to the nature of the complaint; the relevant LINK
UP QLD employee should record details and immediately refer to the CEO.

The CEO should within 5 days send an acknowledgment letter advising matter has been
received and will be addressed within 14 days.

The CEO should undertake all necessary discussions, investigations required to determine a
course of action.

The complainant should be formally advised of outcome/decision within 14 day timeframe.

Outcomes and actions arising should be followed through by the CEO and all matters recorded
on relevant files.
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POLICY —FIN 01 | Financial REVIEW DATE:
Operations
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose
The policy objectives of this Section of the Policies and Procedure Manual are:

e To ensure the Board of Directors can fulfil its governance responsibilities.

¢ To ensure appropriate recording of financial transactions.

¢ To facilitate accurate reporting for management and Board decision-making.
To meet the external reporting requirements and compliances of the organisation.

2.0 Procedures

2.1 Budgets
An annual budget is to be developed by the Accountant at the direction of the Chief
Executive Officer in consultation with the Treasurer for presentation to the Board of Directors no
later than the final month of the concluding (previous) financial year (eg. May 2006 for the
2006-2007 financial year). The annual budget will be comprehensive and will identify all income
sources and all expenditure line items. Break-out budgets can be attached for specific
purpose grants/projects/programs.

The annual budget must reflect accurately the Annual Plan approved by the Board of
Directors, based on a draft submitted by the Chief Executive Officer.

Prior to any submission being sent to a funding body, a detailed budget must be prepared by
the Accountant for the Chief Executive Officer and the Treasurer, and be presented to the
Board of Directors for approval. Once acceptance of the funding is received, the project’s
budget is then transferred to the accounting system. Each project is allocated a job number
and separate records will be kept within the accounting system to allow for clear records and
accurate tracking of finances for individual projects.

Monthly reports comparing actual expenditure to the budget predictions are to be prepared
by the Accountant in consultation with the Chief Executive Officer and presented by the
Treasurer to the Board of Directors. As a minimum standard of quality reporting, the monthly
reports will show:

e budgetincome and expenditure;

e income and expenditure year to date;

e variances (“unders and overs”) between year to date and budgeted income and

expenditure
e notes identifying risks as well as any actions required by the Board of Directors.

2.2 Cash Flow Projections
On the basis of the budget, annual cash flow projections are to be developed by the Chief
Executive Officer in consultation with the Treasurer.

2.3 Purchasing
All required goods and services are to have a purchase order / expense voucher raised and be
countersigned by the Chief Executive Officer, or delegate, for any items required by LINK UP
QLD to conduct its business. The CEO may also approve purchase orders up to a limit of $2000.
Purchase orders of more than $2000 must be approved in advance by the Board.

2.4 Receipt of Goods and Services
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The ordering officer (the person who initiates the request) is responsible to ensure that goods
received are checked against the related purchase order.

2.5 Accounts Payable
All invoices are to be addressed to LINK UP QLD prior to payment to ensure sound accounting
practices are in place.

Accounts payable are to be presented to the Accountant, to allocate the job number. The
accounts are to be approved for payment by the Chief Executive Officer, who will ensure that
the work has been completed to the required standard.

Please forward all invoices/payments to PO Box 5487, West End, Qld. 4101

All payments, except petty cash, must be made by cheque:

e NoO person approves payment or signs cheques to him/herself.

e Preparing of requisitions is not to be prepared by signatories.

s Records are to be entered in the accounting system by the Accountant

e Al payments are to be certified by two signatories, and their signatures recorded on the
payment documentation/cheque requisition form prior to payment.

¢ Cheque requisition forms for all payments must contain information regarding the nature
of the transaction, and the signatures of the persons who have approved and signed the
cheques.

e Reference to be provided on cheque requisition forms to clearly identify the project and
budget line item to which the charges have been made.

¢ Cheques must be signed by the two signatories to the accounts authorised under the
Constitution.

¢ Alisting of all payments is to be tabled and ratified at each Board of Directors meeting.

Accounts should be reconciled with the suppliers’ statements. All unreconciled items should be
promptly investigated and resolved by the Admin Officer and if need be by the Accountant.
Payments to other organisations for work conducted on behalf of LINK UP QLD are to be fully
acquitted with appropriate invoices or receipts.

2.6. Payment of Wages
LINK UP QLD operates on a weekly payroll system.
Staff are paid retrospectively for the week they have worked.
Payments must be to a nominated bank account.

2.7. Banking
Appropriate bank accounts will be kept in line with grant conditions. LINK UP QLD will maintain
appropriate bank accounts for the efficient control of income and expenditure to facilitate
reconciliation and delegation but without having so many accounts that cash management is
impaired. There are to be cheque accounts set up in accordance with the requirements of the
Act, and funding body guidelines. Cheques are to be signed by the two of authorised
signatories on the accounts.

All bank accounts are to be opened only in the name of LINK UP QLD Aboriginal Corporation.
Procedures will include review and approval requirements for the opening and closing of bank
accounts and this should only happen with the approval of the Board of Directors.

LINK UP QLD’s bank is to be provided with the names of persons authorised to operate the bank
account/s. Bank records must be updated immediately a signatory resigns.

Grant funds are to be made to the LINK UP QLD bank by electronic transfer . Official receipts
shall be issued for all moneys received by LINK UP QLD.

All funds shall, in the first instance, be deposited in a bank account of the organization no later
than the first working day following the day of receipt or as soon as possible thereafter.

Page 19 12/16/2009



Without Prejudice

2.8. Petty Cash Imprest Account
The CEO maintains petty cash imprest to the amount of $500. The CEO may authorise one off
increases to cover off extraordinary events. eg a Workshop.
Petty Cash is for reimbursement of expenses, No advances will be made from petty cash.
All expenditures require the completion of a petty cash voucher, to be signed by the CEO.
Wherever possible, staff must contact their Supervisor first before incurring a petty cash
expense. Receipts must be presented for all petty cash expenditure. Petty cash is reimbursed as
required when all receipts are presented and the petty cash book balances.
It is recommended that individual items over $50 be paid as separate reimbursement rather
than from the petty cash float. Reimbursement is subject to the approval of signatories.

2.9. Reimbursement
Receipts must be provided and maintained with cheque payment records for any
reimbursement of work-related expenses to staff.
Reimbursements of costs to staff for attendance at meetings and seminars to be made only on
the production of actual receipts and must be consistent with terms and conditions of service
agreements from funding organisations.
Purchase orders or EFT will be used to pay for accommodation of staff, not cash payments and
not reimbursements.

2.10. Storage of financial data
All financial information is stored in a secure filing cabinet at LINK UP QLD’s office. The
information stored on the computerised system is to be backed up on a weekly basis.

2.11. Assets Register
A current assets register is to be maintained by the Admin Officer in accordance with audit
requirements.

2.12. Travel Allowance
Appropriate travel forms will be completed for each journey that expenditure is authorised.
Staff travel allowance will be paid to staff two days prior to or on the morning of travel.
Travel allowance and associated costs for Family Reunions will be paid according to the travel
that will be undertaken. Travel allowance will be paid in accordance with Link Up QLD rates
and must be approved by the CEO.

2.13. Accounting Procedures
Acquittal Statements
Acquittal statements are prepared by the LINK UP QLD Contract Accountant to meet the
requirements of funding agencies. Such statements are to be presented to the Chief Executive
Officer for his/her information and to the Board of Directors via the Treasurer for approval prior
to being sent to the funding agency.
Financial Reports must contain:
Income and Expenditure statement compared with the approved budget. A list of debtors and
creditors at the end of the period. A list of capital items purchased. Bank reconciliation and
bank statements for the period. Yearly or end of Grant balance. Together with CEO and
Chairperson’s Reports.

The organisation will prepare accounts and have them audited by a registered company
auditor in line with grant conditions and the Act.
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POLICY - FREP 01 | Financial Reporting | REVIEW DATE:
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose
The policy objectives of this Section of the Policies and Procedure Manual are:
e To implement a system for financial accountability to the elected Board of Directors and
to external funding organisations.
¢ To provide accurate, regular and standardised income and expenditure reports for
management and Board of Directors consideration and review.
e To empower management and the Board of Directors to make budgetary and financial
management decisions.

2.0 Procedures

2.1 Accountant
The duties of the Accountant will not be limited to:

= Assist the CEO and Treasurer to prepare the Annual Link Up operating budgets and
quarterly cash flows

= Preparation of March and September quarterly financial reports

* Preparation of December Financial Statement

= Preparation of June EQY Financial Statement

= Preparation with the CEO of monthly reports

= Preparation of any ad hoc reports and

= Provision of financial acquittal reports to funding organisations

2.2 Auditor

The Board of Directors will appoint an independent and external Auditor at the Annual General
Meeting.

The duties of the Auditor shall be but will not be limited to those duties specified in the
Constitution from time to time.

2.3 Financial Reports
The Chief Executive Officer is accountable for ensuring that the annual forward Budget,
guarterly financial reports and Financial Statements and monthly reports are provided to the
Board on time, in full and to the required standard.

2.4 Recording Income and Expenditure
LINK UP QLD records all income received and all outgoing payments made on one
consolidated computerised financial management system. eg MYOB

Only the Accountant are authorised to enter financial data and to make changes to existing
data entries, payroll and associated payroll functions.

The CEO will hold a master list of system passwords that must be activated to enable changes
to MYOB records.
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POLICY — ASS 01 | Asset Management | REVIEW DATE:
AUTHORISED BY: [ Board NEXT REVIEW:

1.0 Purpose

The policy objective of this Section of the Policies and Procedure Manual is:

To provide a system of procedures and to ensure the proper maintenance and security of the
assets of LINK UP QLD and to delegate responsibility and accountability for their purchase, use and
disposal.

2.0 Procedures

2.1 Asset Register
An Asset Register must be maintained by the Admin Officer under the direction of the Chief
Executive Officer to record and monitor purchase, use, depreciation and maintenance of all
equipment.

2.2 Asset Protection and Usage
It is the responsibility of staff, who wish to use equipment which is not ordinarily located within their
work area, to seek the approval of the Chief Executive Officer.
The Chief Executive Officer will ensure that all equipment and assets under staff control are used
and maintained in a safe and proper manner and that the staff maintain an on-going log-book
on usage, acquisition and disposal of assets and equipment under their control.

All staff are responsible for ensuring that all equipment used or operated during the normal course
of their employment is utilised in accordance with the manufacturer’s specifications.

2.3 Building and Asset Security
The last staff member/director to leave the building, their individual office, or place of work, has
the responsibility to ensure that it is locked and secure and safe from unauthorised access.
All staff have the responsibility to ensure that equipment and files under their control, either in their
use or under their keep is safe and secure from damage or theft or unauthorised access.

2.4 Asset Purchase and Disposal
Staff are required to lodge all purchase acquisitions with the Chief Executive Officer for approval.

Purchases of equipment under $3,000 are at the discretion of the Chief Executive Officer. All
purchases over $3,000 need Board prior approval.

2.5 Insurance Responsibilities
The Chief Executive Officer has a responsibility to ensure adequate insurance protection is in
place.
It is the responsibility of the Admin Officer to ensure all insurance premiums are paid and
policies are renewed annually.

It is the responsibility of the Chief Executive Officer to ensure all renewal details are correct and
that the coverage is adequate, and that any extraordinary issues are discussed and approved
by the Board of Directors.

The filing and recording of all policies and relevant documentation is the responsibility of the
Admin Officer.
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POLICY — CONO1 | Attendance REVIEW DATE:
AUTHORISED BY: Board NEXT REVIEW:

1.0 Purpose

All staff are expected to work in accordance with their employment conditions. Accurate
attendance records and notice of absences will ensure equitable and effective management
practices and compliance with all statutory and legal obligations.

2.0 Scope
The policy applies to all full-time, part-time, casual and temporary employees.

3.0 Definitions

n/a

4.0 Legislative References
Industrial Relations Act 1999

5.0 Policy

5.1 Ordinary Hours
Staff are expected to be at work for their full weekly contracted hours. All absences and
variations must be accounted for. Full time employees are required to work a 38 hour week.
There is an inherent expectation to work additional hours in accordance with need of business.

The office is open from 9.00am to 5.00pm Monday to Friday. Start and Finish times should be
determined in conjunction with your manager and may be varied by the manager in
accordance with the needs of the business.

Lunch Breaks are scheduled in discussion with the manager and must be within the minimum of
30 mins and maximum of 1 hour. A morning and afternoon tea break is to be kept to a max of
15 minutes.

5.2 Record of Work Attendance
To record their hours of work, each employee must complete a Timesheet each week, and
submit to their Manager by midday Friday.

All employees must record their daily hours of work, including lunch breaks.

The Team Leader will check and approve each employee’s Timesheet.

The Timesheet is to be used daily to record attendance/times and should be supported by
Leave Forms as required.

5.3 Absence from Work
If for any reason a staff member is unable to attend work, they should advise the Team Leader
no later than half an hour prior to the scheduled start time. This will help to minimise the
disruption to other staff members.

The Team Leader is also to be advised if staff expect to be late reporting for work.
In the event of absences, the employer may require substantiation of absence. Absences
without a doctor’s certificate may be subject to formal disciplinary proceedings.

An employee who is absent from work for a continuous period exceeding (3) three working
days without notification to the employer shall be evidence that the employee has abandoned
their employment.

6.0 Related Policies and Documentation
Leave Application Form
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Time Off in Lieu )
POLICY - CONO02 (TOIL) REVIEW DATE:

AUTHORISED BY: Board NEXT REVIEW:

1.0 Purpose
In order to promote greater flexibility, the business may agree to accrual of Time off in Lieu
(TOIL) for hours worked in accordance with the needs of the business.

2.0 Scope
The Time Off in Lieu Policy applies to all full time and part time employees.

3.0 Definitions
n/a

4.0 Legislative References
n/a

5.0 Time Off in Lieu (TOIL)

5.1Entitlement
Time-in-lieu is granted at the discretion of the CEO.
Where an employee is required to work extended hours that will incur a TOIL entitlement, prior
approval should if possible be obtained.
Staff who have been approved to work beyond normal hours do accumulate (toil) upon the
understanding that this time is taken with pay at the direction of the CEO.
TOIL approval will be subject to confirmed meetings, program activities and client
appointments.

TOIL balances will not be paid out on termination/cessation of employment.
TOIL taken and balances will be recorded on Personnel Files.

5.2 Management of TOIL

TOIL may be accrued up to a maximum of ten (10) hours, at any one time. When an
employee’s TOIL balance reaches ten (10) hours, the balance, in its entirety, must be used
within fourteen (14) working days of reaching the ten (10) hour balance or the total ten (10)
hour balance will be forfeited by the employee. The following process must be followed:

¢ If an employee wishes to access their TOIL, they are required to complete a Leave

Application Form and submit it to the Team Leader for approval,

o The CEO is responsible for approving all leave requests;

¢ TOIL balances will not be paid on termination/cessation of employment.

o TOIL taken and balances will be recorded on Personnel Files

6.0 Related Policies and Documentation
Leave Application Form
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POLICY - CONO3 | General Leave REVIEW DATE:
AUTHORISED BY: Board NEXT REVIEW:

1.0 Purpose
The purpose of this policy is to outline leave entitlements and processes to provide staff with
appropriate levels of leave and ensure the effective management of leave.

2.0 Scope
Applies to all permanent full-time and part-time employees. Temporary employees on long-
term contracts are also covered by this policy.

3.0 Definitions
n/a

4.0 Legislative References
Clerical Employees Award - State 2002, Industrial Relations Act 1999
Family Leave Award

5.0 Public Holidays

All employees may be required to work Public Holidays - the following days are recognised as
public holidays in the State of Queensland - New Year’s Day, Australia Day, Labor Day, Good
Friday, Easter Monday, Anzac Day, Queen’s Birthday, Christmas Day, Boxing Day and any other
day or days proclaimed or gazetted as Public Holidays for the State of QId.

When an employee is rostered to work on a public holiday there will be no additional payment
The CEO will determine a day off in lieu in line with organisational requirements.

6.0 Annual Leave

6.1 Entitlement
Employees are entitled to four weeks of paid annual leave (based on number of ordinary hours)
Annual leave entittements accrue pro rata and are credited monthly.

Employees shall be paid leave loading of 17.5% on annual leave calculated on the ordinary
rate of pay for a four week period. A pro rata loading is payable on periods of approved
annual leave less than four weeks.

The organisation permits employees to access Annual Leave following the completion of their
probationary period.

The shutdown period over Christmas (2 weeks) may be granted as normal paid work (no
impact on leave/TOIL balances) subject to Board approval.

6.2 Management
Under no circumstances can annual leave be taken in advance. Staff are urged to refrain from
applying for paid Annual Leave coinciding with the approved Annual Leave of another staff
member from within their work unit.

Staff are reminded that holidays are an essential component of self care and enable

opportunities for the business to develop internal capability. Staff are encouraged to not have
a balance owing of more than four (4) weeks Annual Leave at any one time.
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An employee can take a period of leave that is less than one (1) week, only upon mutual
agreement between the employee and LINK UP (QLD). By mutual arrangement, LINK UP (QLD)
and the employee may agree to single days of annual leave being taken, up to a maximum of
four (4) days in any year of employment.

Annual leave should be taken within six (6) months of it becoming due and employees are not
permitted to accrue more than six (6) weeks annual leave at any one time. Should such leave
not be taken, LINK UP (QLD) will direct the employee to take leave with a minimum of four (4)
weeks notice.

6.3 Application Process
An employee must complete the Leave Application Form and submit it to the Team Leader at
least four (4) weeks prior to the requested leave date. The application will be assessed based
on both employee and the needs of the organisation.

If the form is not completed and approved, payment will not be made for leave taken.

7.0 Personal Leave

7.1 Entitlement
Employees are entitled to personal leave reflecting the minimum in the SACS Award provisions,
defined as any leave when the employee:
is sick or injured
needs to care for an immediate family or household member who is sick or injured
needs to care for such a person due to an unexpected emergency

Where the employee is part time, such leave is only relevant for the days normally worked.

The amount of personal leave to which an employee is entitled is ten days per annum and two
days unpaid Carers Leave.

If the full period of personal leave as described above is not taken in any year, such proportion
as is not taken shall be cumulative from year to year.

Each employee has the right to compassionate leave of up to four paid days per year (2 days
per occasion), when serious illness or death strikes a member of his/her immediate family.
Additional leave may be applied for and given at the discretion of the Chief Executive Officer.

Cultural and Ceremonial Leave policy and procedures are covered separately at CONO5.

7.2 Notice of Leave & Medical Certificate
Employees must notify the employer of their inability to attend for duty as soon as reasonably
practicable.

A doctor’s certificate may be required by the CEO in relation to any instance of sick leave. For
sick leave of more than two consecutive days a medical certificate is mandatory. For personal
leave being taken along side weekends, long weekends or recreation leave and medical
certificate is required.

7.3 Application Process
An application for leave form is required to be completed by the employee upon return to
work from sick leave and must be signed off by the Team Leader and then forwarded to the
Admin Officer for processing.
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8.0 Leave without Pay
A staff member must normally have completed at least two (2) full years of continuous service.

Leave without Pay can be approved to a maximum of twelve (12) months and will only be
approved where the employee has exhausted all other available leave accruals;

Leave without Pay will be applied at the discretion of the CEO (or nominee), and will be
determined on a case-by-case basis; Leave without Pay is conditional upon the operational
requirements of the organisation at the time the request is made,;

Leave without Pay may be considered in the following circumstances:

- Anindividual's property is affected by a natural disaster such as a severe storms, flood,
fire, hailstorm etc;

- An individual is a member of a voluntary emergency services unit and is required to
attend a natural disaster;

- Compassionate grounds, for example, attendance at a medical appointment with an
immediate family member;

- In special blood or organ donor circumstances;

All applications must provide 4 weeks notice, be made in writing to the Chief Executive Officer,
stating the reason for the request.

9.0 Long Service Leave

9.1Entitlement
Employees are entitled to a minimum of 8.6667 weeks on full pay after each period of 10 years
continuous service (pro rata for part time employees).
Employees with seven (7) years or more of continuous employment are entitled to be paid pro
rata long service leave on termination of employment, however, employees who have
completed seven (7) but less than ten (10) years continuous service are entitled to pro rata long
service leave only if:
0 The employee’s service is terminated by their death;
0 The employee terminates their service because of their illness or incapacity or
because of a domestic or other pressing necessity;
0 The employer dismisses the employee for a reason other than the employee's
conduct, capacity or performance;

Long service leave is exclusive of public holidays that may fall during the period of leave.

9.2 Management
Long service leave will be taken at a mutually agreed time decided by the employee and the
CEO. CEO approval will take into account the needs and operational efficiency of the
business. The CEO may direct staff to take accrued Long Service Leave.
Leave loading is not payable in relation to any long service leave.
Long service leave may be taken in conjunction with other leave entitlements.

9.3 Application Process
Employees wishing to take Long Service Leave must complete a Leave Application Form at
least four (4) weeks prior to the requested leave date.

10. 0 Parental/Adoption Leave
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After twelve months continuous service, parents are entitled to a combined total of 52 weeks
unpaid parental leave on a shared basis in relation to the birth or adoption of a child under five
years of age. Parental leave can be taken as maternity, paternity or adoption leave.

10.1 Maternity Leave
Female employees may take up to 52 weeks of unpaid maternity leave during or after their
pregnancy. She can arrange to take other forms of leave, such as annual leave or long service
leave, for the birth of her child. However her entittement to 52 weeks of unpaid maternity leave
will be reduced by the amount of any other form of authorised leave taken by her, and any
paternity leave taken by her spouse.

If a female employee chooses to take maternity leave, she is required to take at least six (6)
weeks leave after the date of the birth of her child and to take all leave associated with her
child’s birth in a continuous, unbroken period of leave.

Special maternity leave can be taken by a female employee for a pregnancy related illness, or
to recover from a miscarriage that occurs up to 28 weeks before the expected date of birth or
in the event of a stillbirth. A female employee is entitled to take special maternity leave for the
period stated in a medical certificate provided to her employer.

10.2 Paternity Leave
A male employee is entitled to take up to one (1) week of unpaid leave within a week of the
birth of his child and a longer period of continuous unpaid leave to be his child’s primary care-
giver. The total amount of unpaid paternity leave that can be taken is 52 weeks, but this
amount is reduced by any other leave taken by him or other parental leave taken by his
spouse for the birth of the child.

10.3 Adoption Leave
An employee seeking to adopt a child may take up to two (2) days of unpaid pre-adoption
leave to attend any interviews or examinations required to obtain approval for the adoption,
unless the employee can take other authorised leave for such purposes.

Parents adopting a child under the age of five years are entitled to take up to 52 weeks of
unpaid adoption leave (shared between both parents). This leave is only available when the
adopted child has not previously lived continuously with either parent for at least six months
and is not a child or step child of either parent.

Parents may take up to three (3) weeks unpaid leave simultaneously when an adopted child is
placed with them. The entitlement to 52 weeks unpaid adoption leave is reduced by any other
type of leave taken for the adoption of the child including paid adoption leave, annual leave
or long service leave.

An employee (male or female) who has completed 52 weeks of continuous service shall be

entitied to 52 weeks parental leave without pay.

10.4 Application Process
At least 10 weeks written notice of intention to take parental leave must be given. Form to be
submitted to the CEO for approval.
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11.0 Self Care Day/Leave

Link Up staff, at the discretion of the CEO, may take paid time off immediately following
Reunion Days and Healing Camps. Events of 3 days may result in a day off being granted. In
other cases half day off may be granted.

This time is in recognition of the self care needs and debriefing of Link Up staff following such
events.

No Leave Form is required for these periods.
All time off must be authorised by the Chief Executive Officer or delegate.

12.0 Leave Records

A Leave Form is required for all periods of leave, within the pay period.

All leave must be authorised by the Team Leader and/or Chief Executive Officer or delegate.
All Leave Forms will be reconciled with time records and maintained on individual Personnel
Files.

13.0 Related Policies and Documentation
Leave Application Form

Disciplinary Process

Personal & Carer’s Leave
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POLICY — CONO4 | Ceremonial Leave REVIEW DATE:
AUTHORISED BY: Board NEXT REVIEW:

1.0 Purpose
The purpose of this policy is to outline Ceremonial and Culturally Specific Leave entitlements
and processes to ensure the effective management of leave.

2.0 Scope
The Leave policy applies to all full-time, part-time and temporary employees.

3.0 Definitions
n/a

4.0 Legislative References
n/a

5.0 Culturally Specific - Special Leave

Activities and issues which staff members are approved to take personal leave for include:
Reconciliation Day
Other designated Cultural Activities as approved by the CEO
Funerals (2 per year x 2 days for each occasion)

This special leave is taken out of Personal Leave balances.

6.0 Ceremonial - Unpaid Leave

Activities and issues which staff members may be approved to take unpaid leave for include:
NAIDOC week
Traditional practice regarding sorry business and associated travel time
Traditional Land Owner meetings (a maximum of two days per year is approved unless
additional approval is negotiated with the CEO, based on the individual circumstances
of the application).

Staff in all other instances may seek unpaid Ceremonial Leave which can be authorised at the

discretion of the Chief Executive Officer.

7.0 Administration

An employee should complete the Leave Application Form and submit it to their Manager at
least four (4) weeks prior to the requested leave date (where possible). An application will be
granted based on the following criteria:

o The leave request is legitimate; and

o Organisation needs can be met whilst the employee is on leave.

The Manager will notify the employee as soon as possible prior to the requested leave date, of
the outcome of the application.

Approved Ceremonial is to be documented on staff timesheets, and signed by the appropriate
Manager. Leave granted is to be marked as "Ceremonial Leave" on the timesheet and shall not
be taken as sick leave, annual leave or long service leave.

8.0 Related Policies and Documentation
Leave Application Form
Disciplinary Process
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POLICY — CONO5 | Study Leave REVIEW DATE:
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose
Study Leave will be considered where there is demonstrable benefit to the organisation.

2.0 Scope
The Study Leave policy applies to all permanent full time employees.

3.0 Definitions
n/a

4.0 Legislative References
n/a

5.0 Study Leave

5.1 Mandatory Qualifications in Current Role
Employees undertaking a course of study for accreditation in current role, will be released on
pay for required study block periods.
The CEO will determine what courses qualify and must approve all absences for study
requirements.

5.2 General Courses
Employees undertaking approved courses of study will be able to access Study Leave as set
out below. In order to qualify for Study Leave, the course of study and the method of
undertaking such course must be approved by the Chief Executive Officer.

For a Study Leave application to be approved, the course applied for must be directly relevant
to the employee's area of work and the skills or qualifications determined by the Chief
Executive Officer as being appropriate in that area of work.

Where Study Leave is approved, an employee will be entitled to up to ten (10) days paid Study
Leave per annum, for the following purposes:
e for attendance at lectures and such time considered appropriate by management for
attendance at compulsory practical training; and / or
e for attendance at examinations held during normal working hours.

Tertiary/course fees will not be reimbursed.

5.3 Approval Process
Requests for Study Leave should be made to the Chief Executive Officer, using the Study Leave
Application Form indicating the course of study and purpose of the leave.
The application must be approved by the Chief Executive Officer.

6.0 Related Policies and Documentation
Training & Development
Study Leave Application Form
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POLICY — CONO7 | Separation REVIEW DATE:
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose
To ensure that appropriate notice, payments and recovery of property procedures are
managed effectively.

2.0 Scope
The policy applies to all employees, excluding casual staff.

3.0 Definitions
n/a

4.0 Legislative References
Award

5.0 Resignation
Permanent employees are required to give a minimum of twenty one days notice of
termination of employment.

If a permanent employee fails to give notice, the organisation has the right to withhold monies
due to an amount equal to the ordinary time rate of pay for the period of the notice i.e. two
weeks pay.

To ensure clients are not disadvantaged by staff resignations, casual and voluntary staff are
requested to also provide two weeks notice of termination to enable replacement staff to be
appointed and continuity of service to be maintained.

6.0 Termination
Except in the case of probationary employees, either party may terminate employment at any
time by giving the other party the required period of notice specified below:

In order to terminate the employee, the employer must give the following period of notice:

Years of Service Required Notice
1 Year or less 1 week

Over 1 Year up to 2 weeks
completion of 3

Over 3 Years up to 3 weeks
completion of 5

Over 5 Years completed 4 weeks

service

In addition, employees 45 years and over who have completed at least two (2) years
continuous service with the employer will receive one (1) additional weeks notice.

Payment in Lieu of the prescribed notice period must be made if the appropriate notice period
is not required to be worked. Note: that the employment may be terminated with the
employee working part of the required period of notice and by the employer making payment
for the remainder of the period of notice.
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The period of notice in this clause does not apply: in the case of dismissal for serious
misconduct, to employees engaged for a specific period of time or for a specific task or tasks;
to trainees whose employment under a traineeship agreement or an approved traineeship is
for a specified period or is, or to casual employees.

Employees on probation shall be entitled to one (1) day’s notice of termination

7.0 Summary Dismissal
The CEO (or Chairperson for CEO position) may dismiss an employee in the following
circumstances:

for misconduct, violence, threat of violence, breach of Corporate policies and
procedures

for conviction of a criminal offence - summary termination by the Chief Executive
Officer.

for two formal warnings of unacceptable behaviours and/or work performance
including attendance at work

8.0 Exit Process / Checklist

An exit procedure is to be conducted for all staff members by the Team Leader. The purpose is
to recover work items and provide an avenue for the employee to communicate feelings/
concerns/ views.

The following procedure should be coordinated by the Team Leader when an employee
leaves the organisation:

Staff members who are given notice of termination or resign will be provided with
certificate of service,

Recover properties, passwords, tools, keys, relevant documents...
Letter of resignation or letter of termination to be placed on the personnel file.

Termination payment to be prepared with ordinary wages due or wages in lieu of notice
calculated.

Annual leave due to the date of termination to be calculated and paid at the
employee’s current rate

Leave loading in accordance with the employment contract is calculated. Any pro-rata
long service leave entitlements that may be applicable are calculated.

The Team Leader should dedicate time to the employee to discuss:
The staff members views on Link Up, work procedures and any relevant matters.

The staff members needs and feelings in regards to moving on to their next chapter, post
Link Up.

9.0 Related Policies and Documentation

Discipline
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POLICY —EXP 01 | Code of Conduct REVIEW DATE:
AUTHORISED BY: | Board NEXT REVIEW:

1.0 Purpose
The Code of Conduct outlines the responsibilities, general standards of work, conduct and
behaviour expected of all LINK UP (QLD) employees.

The purpose of the Code of Conduct is to encourage the commitment, contribution and
development of each employee in striving to achieve best practice and an exceptional quality
of service to LINK UP (QLD) clients.

2.0 Scope
The Code of Conduct applies to all employees (full-time, part-time, contract, casual, voluntary
and temporary) of LINK UP (QLD) for the duration of their employment.

3.0 Definitions
n/a

4.0 Legislative References

Anti-Discrimination Act 1991 (QId)

Age Discrimination Act 2007 (Cth)

Racial Discrimination Act 1975 (Cth)

Sex Discrimination Act 1984 (Cth)

Disability Discrimination Act 1992 (Cth)

Human Rights and Equal Opportunity Commission Act 1986 (Cth)

50 Code of Conduct

51 Principles
The Code of Conduct is based on the following guiding principles. Employees are expected to:

¢ Undertake a commitment to provide a quality service to clients at all times;

e Observe relevant legislation, Code of Practice, Operational Guidelines, Human Resource
Policies and job requirements;

e Be fair and equitable in their dealings with clients, other employees and visitors of LINK UP
(QLD);

¢ Maintain safe work practices and a concern for the welfare of other employees;

e Be honest and courteous in all contact with patrons, other employees and members of the
public;

e Undertake responsibility for their actions, and be accountable for the consequences;

e Uphold the philosophy of continuous improvement; and

e Atalltimes act in the best interests of the organisation and its clients.

5.2 Responsibilities
Each employee has a responsibility for maintaining LINK UP (QLD) reputation by observing the
principles of the Code of Conduct.

5.2.1 The Role of LINK UP (QLD)

LINK UP (QLD) is committed to:

o Treating employees fairly and honestly;

e Providing the necessary Training and Development opportunities to assist employees in
completing their assigned tasks;

¢ Abiding by relevant work-related legislation, Code of Practice, Operational Guidelines and
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Human Resources Policies;

¢ Providing a safe work environment;

e Ensuring employees have access to LINK UP (QLD) Policies and relevant industrial
instruments;

¢ Providing appropriate recognition and reward for the work performed by employees;

e Informing employees of the Code of Conduct and to ensure that it is understood.

5.2.2 The Role of Employees

In return, LINK UP (QLD) employees are expected to:

¢ Behave honestly and with integrity;

Act with care and diligence;

Treat everyone with respect and courtesy, and without harassment;

Comply with all applicable Australian laws;

Comply with any lawful and reasonable direction given by someone who has authority to

give the direction;

Disclose, and take reasonable steps to avoid, any conflict of interest (real or apparent);

e Use Link-Up resources in a proper manner;

¢ Not provide false or misleading information in response to a request for information that is
made for official purposes in connection with the employee's employment;

¢ Not make improper use of:
0 inside information, or
O the employee's duties, status, power or authority, in order to gain, or seek to gain, a

benefit or advantage for the employee or for any other person;

¢ Behave in a way that upholds the LINK UP (QLD) Mission and Vision and the integrity and
good reputation of LINK UP (QLD)

e Respecting Culture

e Respecting and Acknowledging Cultural Protocols, Elders, Sorry Business and cultural
practices in all areas

¢ Adhere 