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Policy Definitions
Committee Member means a member of the DCC Management Committee. 
Executive Committee means the President, Vice President, Secretary and Treasurer of the DCC Management Committee.

Management Committee means the Executive Committee and the Property member, Public Relations member, Fundraising members, current group Coordinators and General members. The Management Committee does not include any paid employee or defence representative.

The Centre means the Duntroon Community Centre.
DCC means the Duntroon Community Centre.

Coordinator means the Duntroon Community Centre Coordinator or Administrator.

As at Nov 2010
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DUNTROON COMMUNITY CENTRE INC.

STAFF POLICY

1. APPOINTMENT OF STAFF

All prospective employees will be interviewed by a panel comprising a current member of staff, one member of the Executive Committee, one other Committee Member and, if available a representative from the Defence Community Organisation (DCO). Applicants must be provided with a Duty Statement and are invited to read through the Centre’s Staff Policy.

The successful applicant must be advised that they have to undergo a Police Check and if their employment application is successful it would be dependent upon receiving an acceptable result.

2. PROBATION

The DCC requires all new staff to complete three months probation, regardless of their qualifications or union affiliation.   At regular intervals the employee will meet with the DCC President for a Performance Appraisal.  Issues for discussion would include: self-assessment, personal goals, performance review, work attitude and any difficulties or problems that may have been encountered.  The Performance Appraisal is an opportunity for both parties to express their thoughts, concerns and comments regarding the working relationship.
Before the probation period is completed a current member of staff must make a recommendation to the Executive Committee on the suitability of the employee.  At this point the Committee has the right to extend the probation period, terminate employment or recommend continued employment.  The employee will be informed in writing as to the decision of the Committee, with the President as signatory.

3. ROLE OF THE COMMITTEE

All matters concerning staff are to be dealt with directly by the President.   If concerns cannot be resolved at this level, the Executive Committee will be approached.
As at 14Oct 09
4. STAFF HEALTH AND SAFETY
All staff members must observe appropriate health and hygiene practices which take into account current community practices.   The DCC is committed to provide and maintain a safe and healthy work environment for employees, members, contractors, clients and visitors. 

All employees have, by nature of their employment, statutory duties relating to Health, Safety and Welfare.  

Employees are required to:

a. co-operate with their employer,

b. take reasonable care of the safety and health of themselves and other persons who may be affected by their acts or omissions at work, and

c. immediately report any unsafe conditions or equipment to the Coordinator or President.

Duntroon Community Centre is committed to:

a. ensuring that relevant legislative requirements are observed and enforced,
b. consulting with employees on all issues which may affect their health and safety,

c. developing and implementing safe systems of work,

d. providing adequate information, instruction, training and supervision necessary to ensure employee health and safety, and

e. ensuring that the workplace under their control is safe and without risks to health – including the safe use of all office and desk equipment.

5. Conduct and Disciplinary Actions

Irresponsible behavior can lead to serious accidents in the workplace.  For example: 

a. leaving material or equipment in passageways where people can trip over them,
b. leaving a drawer open where people can walk into or trip over it,
c. interfering with electrical equipment,
d. unauthorised use of equipment,
e. misuse of any hazardous substance,
f. horseplay or practical jokes that could cause an accident, or
g. making a false statement or in any way deliberately interfering with evidence following an accident or dangerous occurrence.

This list is not exhaustive and staff may be subject to disciplinary action should their conduct to Safety, Health and Welfare issues be found to be irresponsible or hazardous.

No staff is to be under the influence of drugs or alcohol whilst on the premises of the DCC.  Alcohol and drugs (except those required for legitimate medical reasons) are not to be consumed on the premises.

Smoking is prohibited by all staff members on the premises of the DCC. Refer to the Smoke-Free Work Place Policy.

It is the personal responsibility of all staff members to apply sunscreen whilst working outside and the wearing of sunhats whilst working outside is strongly encouraged. Refer to the Sun Protection Policy.

As at 14 Oct 09
6. Reporting of Accidents

In the event of an incident involving any member of staff, user of the centre or a visitor an Incident Report must be completed immediately and forwarded to the Coordinator. An Incident Report form is attached at Appendix A. Depending on the nature of the accident the causes may be investigated further. Staff are to cooperate with any investigation.  The Coordinator or President is to report any notable incident within 24 hours to Workplace Australia (regarding Workers Compensation).

7. Emergency Evacuation Procedures

The DCC is fitted with an alarm system which deals with fire detection, suppression and evacuation.  

All staff are to be aware of the fire evacuation procedures and location of fire extinguishers and fire hoses. A copy of the DCC Evacuation Procedure is attached at Appendix B.

When any part of the building needs to be evacuated the fire alarm will sound signaling that the occupants are to evacuate using the nearest exit.

If you do not understand any of the safety, health or fire precautions associated with the workplace, please consult the Coordinator.

8. FIRST AID 
It is encouraged that all staff members hold a current first aid certificate.  Staff members are to attend to medical situations. Refer to the Occupational Health and Safety Policy.
9. First Aid Facilities

First aid kits are located in both kitchens which are adequate for the immediate treatment of injuries and illnesses that may arise at the place of work. All staff are to be aware of the location of first aid kits.

10. WAGES

Staff members are to be paid according to their contract.  Contracts may only be varied with the expressed approval of the Management Committee, obtained at an advertised Committee Meeting. 

11. TIME SHEETS
Staff members are to ensure that they complete their time sheets by signing in and out every day.  The Coordinator or President is to sign the time sheets for every pay period.

12. DRESS
All staff members are to wear appropriate clothing for the position for which they are employed and in accordance with the Centre’s Sun Protection Policy.   If uniforms are provided, staff members are encouraged to wear them.   Appropriate foot wear is to be worn at all times.  No thongs are to worn during business hours.
As at 14 Oct 09
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SMOKE-FREE WORK PLACE POLICY

1. Rationale

Environmental tobacco smoke is a potential health risk, and there is now sufficient evidence that passive smoking (breathing other people’s tobacco smoke) increases the risk of heart disease and lung cancer as well as triggering asthma attacks, causing watery eyes, headaches and sore throats (Cancer Council, 1992).

As an employer, the DCC Management Committee has a duty under the Occupational Health and Safety Act to provide a safe working environment and to protect the health of all employees and users of the Centre from illness or injury arising from the workplace.   Consequently, in the interests of health and safety of all employees and users, the DCC is a non-smoking workplace.
2. Statement

Smoking is prohibited:

a. inside the building,
b. in the playground,
c. on excursions, and
d. whenever in sight of, or with children.
The smoke-free workplace policy applies to all staff, parents, volunteers and visitors.

Individuals who wish to smoke during working hours must leave the premises during their breaks.   Staff must request permission from another staff member to leave the premises during breaks as the staff/child ratio in the Playschool must be maintained at all times.

Job advertisements will state that the DCC is a smoke-free workplace.   The Centre display’s Non Smoking signs on notice boards.  Applications from prospective staff members, who currently smoke and wish to be given support to stop smoking, will be considered by the Management Committee.
As at 14 Oct 09
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OCCUPATIONAL HEALTH AND SAFETY POLICY

The DCC is committed to provide and maintain a safe and healthy work environment for employees, members, contractors, clients and visitors. 

All employees have, by nature of their employment, statutory duties relating to Health, Safety and Welfare.  

Employees are required to:

a. co-operate with their employer,
b. take reasonable care of the safety and health of themselves and other persons who may be affected by their acts or omissions at work, and
c. immediately report any unsafe conditions or equipment to the Coordinator or President.

DCC is committed to:

a. ensuring that relevant legislative requirements are observed and enforced,
b. consulting with employees on all issues which may affect their health and safety,
c. developing and implementing safe systems of work,
d. providing adequate information, instruction, training and supervision necessary to ensure employee health and safety, and
e. ensuring that the workplace under their control is safe and without risks to health – including the safe use of all office and desk equipment.

1. Conduct and Disciplinary Actions

Irresponsible behavior can lead to serious accidents in the workplace.  For example: 

a. leaving material or equipment in passageways where people can trip over them,
b. leaving a drawer open where people can walk into or trip over it,
c. interfering with electrical equipment,
d. unauthorised use of equipment,
e. misuse of any hazardous substance,
f. horseplay or practical jokes that could cause an accident, or
g. making a false statement or in any way deliberately interfering with evidence following an accident or dangerous occurrence.

This list is not exhaustive and staff may be subject to disciplinary action should their conduct to Safety, Health and Welfare issues be found to be irresponsible or hazardous.

As at 14 Oct 09
2. Reporting of Accidents

In the event of an incident involving any member of staff, user of the centre or a visitor an Incident Report must be completed immediately and forwarded to the Coordinator or President. An Incident Report form is attached at Appendix A. Depending on the nature of the accident the causes may be investigated further. Staff are to cooperate with any investigation.  The Coordinator or President is to report any notable incident within 24 hours to Workplace Australia (regarding Workers Compensation).
3. First Aid Facilities

First aid kits are located in both kitchens which are adequate for the immediate treatment of injuries and illnesses that may arise at the place of work. All staff are to be aware of the location of first aid kits.

4. Emergency Evacuation Procedures

The DCC is fitted with an alarm system which deals with fire detection, suppression and evacuation.  

All staff are to be aware of the fire evacuation procedures and location of fire extinguishers and fire hoses. A copy of the DCC Evacuation Procedure is attached at Appendix B.
When any part of the building needs to be evacuated the fire alarm will sound signaling that the occupants are to evacuate using the nearest exit.

If you do not understand any of the safety, health or fire precautions associated with the workplace, please consult the Coordinator.

5. Allergies and Emergency Treatment Plan

The DCC is to ensure that any child(ren) that uses the Centre, who has a known allergy, has an Emergency Treatment Plan completed on that child.  The Emergency Treatment Plan is to be displayed in a very obvious place in the areas of the Centre that the child utilizes. An Emergency Treatment Plan is detailed at Appendix C. 
6. SAFETY

It is the responsibility of the DCC to ensure that every precaution is taken to protect all users of the Centre from any hazard likely to cause harm or injury.  The careful establishment and maintenance of the environment is crucial in providing protection from harm.   Furniture and equipment should meet Australian Standards where they exist and be maintained in a safe condition at all times.

If any injury or incident occurs, the Coordinator or President of the Centre is to be notified immediately and appropriate action taken. The injury/incident is to be recorded in the Incident Book located on the main kitchen notice board.

If there are any safety concerns the Coordinator or President is to be notified immediately and action is to be taken if deemed necessary.

Children are to be supervised at all times.  No child is to be in the kitchen or storage sheds.  Children must also be supervised in the toilet areas.

As at 14 Oct 09
7. FIRE SAFETY REQUIREMENTS

All fire extinguisher and appliances are to be checked bi-annually and stamped by an approved Fire Protection Company.  For the Playschool, an annual Fire safety report must be completed by the ACT Fire Brigade and submitted to ACT Children’s Services.

A fire drill is to be conducted once a term. Staff, children, volunteers and parents are to leave the Centre and congregate in the designated location at the sound of the fire alarm.  Refer to Appendix D for the DCC Fire Evacuation Plan.

8. HEALTH

Because of the number of people that use the Centre, the risk of cross infection is high.  For the general health and well being of parents and children, it is necessary to minimize the risk of cross infection.  This is achieved through the observance of strict hygiene practices and the isolation of children, parents and staff from the Centre when infection does occur.  Children are required to wash their hands before consuming any food at the Centre.

The minimum requirement for exclusion is detailed in the ‘Exclusion periods of Infectious Conditions’ poster, developed by the ACT Health and is located on notice boards throughout the Centre.

If there is an outbreak of an Infectious disease all users of the Centre will be notified via a message on the notice board and in the case of Playschool a note will be placed in every child’s pigeon hole.

9. immunisation
The Centre recognizes that the decision to immunize your child remains the parent’s responsibility.  As such no child will be excluded from the Centre on the grounds of immunization.    
As at 14 Oct 09
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SUN PROTECTION POLICY

1. Rationale

Australia has the highest incidence of skin cancer in the world.   There are four factors which contribute to this:
a. the population is predominately fair skinned,
b. ultra violet light/ray from the sun is of sufficient intensity to induce skin cancer,
c. for most of this century social values have supported the belief that a suntan is healthy and attractive, and
d. lifestyle, work, school and recreational habits expose people to the sun for long periods.

2. Sunscreen
It is the responsibility of all staff members to apply sunscreen whilst working outside.

It is the responsibility of all parents to apply sunscreen to their children before signing them in. At no time will staff be responsible for applying sunscreen to a child.   
3. Clothing

All staff, parents and children are encouraged to wear broad brimmed, bucket or legionnaires style sunhats with a deep crown that provides sun protection for the face, neck and ears, whilst outside.  Children not wearing an appropriate hat will be expected to use a hat from the spare set of hats kept for that purpose. The wearing of hats is implemented from the beginning of August to the end of May. Staff and children are encouraged to wear appropriate sun protective clothing.
4. Scheduling of Activities

Staff and children will be encouraged to use available shade whenever outdoors.  Children and staff will be encouraged to play under the verandah and shade structures. The Committee will continue to work towards the further development of permanent shade structures in the playground. As shade patterns change over the day/month/season staff plan and locate outdoor play experiences in shady areas.
As at 14 Oct 09
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NUTRITIONAL POLICY

Nutrition in childhood influences growth, activity, intellectual and emotional development.   Whilst the overall nutrition remains a parental responsibility the DCC encourages good food attitudes and practices.  

The Centre is a peanut free area.   This means that no nuts or nut product is to enter the Centre.  Staff are to be notified of any child that has a peanut allergy or any other food allergies and the appropriate first aid for that allergy. Parents of children with allergies must complete an Emergency Treatment Plan (Refer to Appendix C).
A photograph of any child with allergies will be taken by staff and maintained in a prominent position listing their allergies and details of their Emergency Treatment Plan.
Coordinators for other groups such as playgroup, craft etc are to be made aware of any children with food allergies within the Centre and the appropriate first aid that needs to be carried out if required.

As at 14 Oct 09
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BEHAVIOURAL POLICY
1. PLAYSCHOOL

It is important to state at the outset that behaviour management be regarded as mainly preventive, rather than responding to crises.   The most important aspect of ‘management’ is to prevent problems from occurring in the first place by “providing a high-quality program and by meeting children’s emotional and social needs as well as satisfying their intellectual drives.” (Porter 199, p.2)
The development of problem solving, negotiation and conflict resolution skills will be fostered by all staff members as outlined in the ACT Playschools (Conditions for Approvals in Principle and Licences (Children’s Services February 2003)).
“Guidance practices used in the playschool must:

a.
maintain the dignity and rights of the child at all times;

b.
preclude techniques which involve physical, verbal or emotional punishment; and

c.
not allow children to be isolated for any reason other than illness, accident or a pre-arranged appointment with parental consent”.

By setting appropriate and consistent guidelines of behaviour we provide a secure environment in which children can explore their physical and social world.  In setting guidelines for children, our aim is to:
a. ensure that guidelines of behaviour are reasonable and can be met;
b. be consistent in setting guidelines so that children are not confused by experiencing different approaches form each staff member;
c. use words and actions to guide children;
d. give brief explanations as to why guidelines are set; and
e. be positive role models.

Strategies for Guidance of Children’s Behaviour:
a. encourage positive behaviour,
b. offer alternatives to disruptive behaviour,
c. distract or diffuse a situation and give attention to all parties involved,
d. respond in a calm and firm manner and let the child know what the expectations are and the consequences of his/her actions,
e. refer to the ‘Playschool Rules’ displayed in the playroom, and
f. any significant behavioural problem which arises will be discussed with parents as soon as possible.
2. OTHER users of the centre with CHILDREN (PLAYGROUP ETC)

The Centre follows the guidelines set out above for all groups which involve children.  However, as parents are with their child/ren at this time there is always going to be differing opinions on what is appropriate behaviour.   If any parent has a problem with another child’s behaviour the Coordinator of that group is to be notified.  The group Coordinator is to try to resolve the situation, if this cannot be done the group Coordinator is to notify the DCC Coordinator.  Further information regarding grievance issues can be located in the DCC Grievance Policy and Procedures. 
As at 14 Oct 09
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GRIEVANCE POLICY AND PROCEDURES
FOR ALL USERS OF THE CENTRE
The objective of this Grievance Policy is to provide a mechanism for handling grievances which can not be resolved without intervention.   It is important that grievances be dealt with confidentially and expediently, in a manner that is as unbiased as possible, and that no victimisation occurs against anyone for complaining or assisting a complainant.

The nature of a grievance can be either organisation/program bases, or individual or personal.

Grievances should in the first instance be resolved at the level where the problem has occurred.  Should this prove unsuccessful, either party has the right to decide whether they want formal or informal resolution procedures followed.

At all stages during the process, the Duntroon Community Centre (DCC) Representative dealing with the grievance is to keep the DCC Management Committee informed and updated as to the progress of the grievance and any resolution agreement.

DEFINITION OF AN ORGANISATIONAL OR PROGRAM GRIEVANCE

These relate to delivery and access to a service, and the provider of the services.  Grievances of this nature are usually lodged by a DCC Member, or staff member.

DEFINITION OF PERSONAL OR INDIVIDUAL GRIEVANCE

These arise as a concern relating to work or the work environment, usually from an employee or a volunteer/member.  The grievance may be about any act, omission, situation or decision that the individual thinks is unfair, discriminatory or unjust.

The following procedures have been developed to provide a step by step grievance handling process.  A copy of the procedure is to be attached to all letters of appointment and will form part of an employee’s employment condition.

Some Awards contain grievance procedures, and in the first instance, reference is to be made to these, and those procedures followed.  In the absence of a procedure under an Award, the following will apply.

Information relating to grievances should not be placed on personnel files unless disciplinary action is taken.  Disciplinary action may be taken as a result of grievance investigations.  

PRINCIPLES


Any staff member or DCC member has the right to lodge a grievance and have it handled promptly and equitably, without fear of recrimination.


The grievance policy should be seen by staff and DCC members to be a positive and productive mechanism.


All staff and DCC members have the right to make a grievance.


The staff will work together as valued colleagues.


All grievance polices and procedures should be fair and just and be applied equally to all parties regardless of their role.


As far as possible, normal work activities will continue whilst the grievance process is being pursued.


Any party to a grievance should be given the opportunity to have an observer of their choice present during any interviews.  The observer’s role is to observe the proceedings, not to participate in the interview.

PROCEDURES

INFORMAL GRIEVANCE PROCEDURES

An aggrieved person should, if possible, tell the person who is acting in a hurtful or unsuitable way that his or her behaviour is not acceptable and/or is offensive, so that they have the chance to stop or change what they are doing, or they should advise the staff member of the actual event or situation giving rise to their grievance so that the matter can be investigated.

Should this resolve the matter, then no further action need be taken. However, should the matter not be resolved, the aggrieved staff or DCC member should initially contact the Centre Co-ordinator.  Should the aggrieved staff member or DCC member feel uncomfortable reporting the matter to the Centre Co-ordinator to assist in the resolution of the grievance or remains unsatisfied with the Co-Ordinator’s response or the matter involves the Co-ordinator, then the aggrieved staff or DCC member should contact a member of the Committee, who, in their opinion, is the most appropriate person to assist in the resolution of the grievance.  Such an approach would be by way of a personal interview or conversation.

It is the responsibility of both the staff/DCC member and Co-ordinator/Committee member dealing with the grievance to communicate fully about the nature of the grievance, and to work towards a mutually satisfactory resolution.

If a resolution is agreed upon at the conclusion of this interview or conversation, both parties should be aware of the agreed upon steps to be taken to resolve the conflict and the time frame for such steps to be taken to resolve the grievance.  Once agreed, this should be documented and communicated to the DCC Committee.

It is the responsibility of the Co-ordinator/Committee member dealing with the grievance to maintain communication with the staff/DCC member as to the progress of the grievance/resolution, and similarly of the aggrieved staff/DCC member to give open, honest feedback to the Co-ordinator/Committee member.

If at the discretion of the Committee a satisfactory resolution can be achieved without identifying the source of the grievance, the confidentiality of the staff/client should be protected.  If however at the Committee’s discretion a satisfactory resolution is dependent upon the identification of the source of the grievance, this should be done and the aggrieved person advised.

The aggrieved staff/DCC member is able to use his or her discretion at any point to move from informal grievance procedures to formal grievance procedures.

If after attempts to resolve the grievance using informal procedures have failed, or should a resolution not be reached within one month of the initial notification of the grievance, the parties should escalate their grievance to the formal grievance procedure.

FORMAL GRIEVANCE PROCEDURE 

All formal grievances must be lodged in writing.  This can be initiated by the complainant by completing an Incident/Complaint/Investigation Form and lodging it with the DCC Coordinator.  Should the grievance concern the Centre Co-ordinator or the complainant is uncomfortable lodging the form with the Co-ordinator then the form should be lodged directly with the President or Vice President in person.  If it is unable to be lodged in person, it can be lodged instead via the DCC website using the Feedback link which delivers the complaint directly with the email address of no less than two members of the executive Committee (normally the President and Vice President).  This form should outline the nature of the grievance in detail, and should detail the complainant’s suggestion to remedy the situation.  Where a complainant is not equipped with writing skills, assistance is to be given to document the oral complaint from the complainant.

Once a form has been received it should be acknowledged, and the following formal procedures are to be entered into immediately.

1.
The recipient of the complaint is to acknowledge receipt of the grievance within five working days by letter, and inform the complainant that the formal grievance procedures will now be instigated.

2.
The recipient of the complaint is to complete an investigation by obtaining relevant information obtained from staff, the complainant and, if necessary, other staff/DCC members.
3.
An interview should then be scheduled involving all relevant parties and chaired by the relevant DCC committee member (e.g. the Vice President).  
Every attempt is to be made to resolve the conflict.  A record of the interview, including details of the strategies and actions agreed upon to resolve the conflict, is to be prepared and distributed to all relevant parties.

Any resolution should contain a timeframe of events.  A review time should be scheduled shortly after the expected implementation of the resolution plan, to evaluate the results and determine if the grievance has in fact been resolved.

All grievance reports are to be kept by the DCC in a secure place.  A copy of appropriate reports is to be given to each of the parties involved, who in turn must respect all other parties’ right to privacy and confidentiality in their storage and handling of the report.

If the parties cannot agree to a resolution, then the DCC committee should prescribe a plan of action to be implemented to temporally alleviate the grievance. 

Following implementation of either the agreed upon strategies or the prescribed strategies, a second interview should be held to review the progress of the conflict resolution.

Should the complainant remain unsatisfied with the decision at this point, they should pursue further grievance resolution measures through an appropriate external agency e.g. their union or a relevant government agency.

All grievances should be resolved, whenever possible, within a maximum period of three months.

OUTCOMES

If a grievance is substantiated, the following actions may be appropriate:


A written apology; and/or


An Official warning being issued; and/or


Counselling; and/or


Demotion; and/or


Dismissal.

If the complaint is not substantiated:


Training of staff on relevant issues such as equal opportunity law and appropriate workplace behaviour; and/or


Keeping a closer watch on the behaviour of employees.

If the complaint is frivolous then action in relation to the complainant should follow, for example:


A written apology; and/or


An official warning; and/or


Counselling for the person who made the complaint; and/or


Demotion; and/or


Dismissal.

5. GREIVANCE PROCEDURE

If there is dissatisfaction with a staff member’s service the following procedures should be followed:

a. The President should discuss unsatisfactory aspects of service with the staff member and try to find a possible solution.  The content of the discussion is to be recorded and signed by the President and the staff member.

b. The President should advise the Executive Committee when a grievance procedure is to commence with any staff member.

c. Where an improvement does not occur after a minimum of two weeks (or as specified by the President), the President should discuss the staff member’s performance a second time with him/her, indicating that if improvement does not occur within a specified time, then further action will be taken.  IF THE EMPLOYEE SO WISHES, A REPRESENTATIVE CAN BE PRESENT AT THIS MEETING.  The discussion should be recorded and signed by both the President and staff member.

d. On expiry of the time allowed in item c, and if the desired result has not occurred, the President should give written notification to the staff member confirming that the matter will now be referred to the Executive Committee.

e. The staff member should be advised that he/she may request an interview with two members of the Executive Committee.

f. If requested by the staff member, two members of the Executive committee should interview the staff member and decide whether to allow a further period of time or to terminate employment.  The staff member should be informed in writing of their decision.

g. In extraordinary circumstances, the President may contact a least two members of the Executive Committee and, if circumstances demand, immediate action may be taken.  Any action should be recorded and appropriate written notification given to the staff member concerned.

6. Resolution of internal disputes

a. Grievances can be presented either verbally or in writing and it is recommended to express a grievance to at least two Executive Committee members.

b. Disputes that cannot be resolved between members of the Centre are to consult Defence Community Organisation or a community justice centre for mediation in accordance with the Community Justice Centres Act 1983.
c. At least 7 days before a mediation session is to commence, the parties are to exchange statements of the issues that are in dispute between them and supply copies to the mediator.

7. Disciplining of members

A complaint may be made to the committee by any person about a member of the Centre whom:

a. has persistently refused or neglected to comply with the Centre’s policies or guidelines, or

b. has persistently and wilfully acted in a manner prejudicial to the interests of the Centre.

On receiving such a complaint, the Committee:

a. must cause notice of the complaint to be served on the member concerned; and

b. must give the member at least 14 days from the time the notice is served within which to make submissions to the Committee in connection with the complaint, and;

c. must take into consideration any submissions made by the member in connection with the complaint.

The Committee may, by resolution, expel the member from the Centre or suspend the member from membership of the Centre if, after considering the complaint and any submissions made in connection with the complaint, it is satisfied that the facts alleged in the complaint have been proved.

If the Committee expels or suspends a member, the secretary must, within 7 days after the action is taken, ensure written notice is given to the member of the action taken, of the reasons given by the Committee for having taken that action and of the member's right of appeal.

The expulsion or suspension does not take effect:

a. until the expiration of the period within which the member is entitled to appeal against the resolution concerned, or

b. if within that period the member exercises the right of appeal, unless and until the Centre confirms the resolution,

whichever is the later.

8. Right of appeal of disciplined member

A member may appeal to the association in general meeting against a resolution of the committee, within 7 days after notice of the resolution is served on the member, by lodging with the secretary a notice to that effect.

a. The notice may, but need not, be accompanied by a statement of the grounds on which the member intends to rely for the purposes of the appeal.

b. On receipt of a notice from a member, the secretary must notify the committee, which is to convene a general meeting of the Centre to be held within 28 days after the date on which the secretary received the notice.

At a general meeting of the Centre no business other than the question of the appeal is to be transacted, and the committee and the member must be given the opportunity to state their respective cases orally or in writing, or both, and the members present are to vote by secret ballot on the question of whether the resolution should be confirmed or revoked. If at the general meeting the association passes a special resolution in favour of the confirmation of the resolution, the resolution is confirmed.
As at 14 Oct 09
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INCLUSION POLICY
What is Inclusion?

Inclusion is recognising the individual qualities with each person. Inclusion is a right. It begins with community recognition and acceptance of difference and diversity. By acknowledging and valuing difference and diversity in the Playschool Program, we highlight the importance of each one of us being accepted and valued as unique and special individuals. 

Inclusive programs include opportunities for all children, regardless of cultural difference or ability to actively participate in all aspects of the program and daily routines. 

The following points, although not exhaustive, will underpin the Duntroon Playschool Inclusion Policy

1. Development of strong partnerships between parents/families and staff is important in creating a supportive environment where the child’s best interests are met. Communication, involving daily interaction and shared decision making, provides the foundation of strong partnerships.

2. The physical environment will be welcoming places for children, families and staff. The environment will convey the message that everyone is welcome and that difference and diversity is valued. 

3. Getting to know each child individually is the starting point for program planning. Each child comes with their own unique experiences, strengths, skills and needs. When these are identified then individual plans can be designed. 

Practical suggestions to create inclusive environments:

· use of visual signs eg Boardmaker

· use of signing eg Makaton

· use of photographs

· create a welcoming environment

· contacting services such as the ACT Inclusion Support Agency and Noah's Ark to source relevant information

· providing information and resources to educate other members of the Centre.

The Duntroon Community Centre Management Committee is to be made aware of children with additional or cultural needs enrolling in the Playschool Program. On an individual basis, the Committee, parents and staff will coordinate to plan and implement strategies to achieve the best possible outcomes for the child concerned. 
As at 14  Oct 09
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CONDITIONS OF USE OF DCC ROOMS FOR PRIVATE FUNCTIONS

1. Booking/Hiring Fee
Eligibility to hire the Duntroon Community Centre (DCC) is conditional to the following criteria - A financial member of the Duntroon Community Centre and


- An active member of the Duntroon Community Centre and/or,

- A Defence Force Member.

A $100.00 bond is required when the DCC is used for a private function eg. Birthday parties, christenings etc. The Centre may request a donation for the use of the facility and equipment. When the function has finished and the coordinator/staff is satisfied with the condition of the room and equipment, the bond will be refunded.

Requests to use the Centre for a private function are to be forwarded to the Committee using the DCC ‘Request to Use Duntroon Community Centre for a Private Function’ form. This form is to be submitted to the Centre Coordinator no later than seven days prior to the requested function date.

It is required that the DCC’s rooms be left in a condition suitable for immediate use at all times. Where a room is considered unsuitable for use at the commencement of a booking, for example, due to furniture and equipment being incorrectly stored or the room is dirty, the user should immediately notify the DCC Coordinator.   This will indemnify the user against any charges which may occur.

At the conclusion of the booking any spillage of food, liquid or other material is to be removed from all surfaces, including toilet areas.

The floor is to be left clean, brooms and vacuum cleaners are provided.   All equipment and furniture is to be wiped over with a damp cloth.

All garbage is to be removed from the DCC and placed in appropriate waste containers outside the DCC.   If garbage exceeds the waste container capacity then it must be taken away by the user.

In addition, all goods, materials or property brought in to the DCC by the user, or any person attending the function, must be removed by the end of the booking.

2. Furniture
The user is responsible for all contents in the DCC during the period of the booking.   Under no circumstances is the user to allow furniture or equipment to be removed from the Centre. 

3. Catering/Kitchen

The preparation of food and beverages shall be confined to the kitchen areas.   Grease and food scraps are not to be washed down the sink.   Caterers and other users of the DCC must leave the kitchen in a thoroughly clean condition.

4. Building Decorations and Equipment
No changes shall be made to any area without the approval of the Coordinator.  This includes affixing decorations or equipment, painting or marking any surfaces, and similar activities.

5. Electrical/Gas

The user is responsible for turning on any electrical/gas requirements at beginning of the booking and for turning these off at the end of the booking, with the exception of the refrigerator and the rapid boil hot water system, which is to remain switched on.

6. Entry/Exit after hours

Users of the DCC after hours will be required to collect and return keys from the Centre Coordinator no more than two days prior to the function.  All functions held at the DCC will conclude by 12:00am.and the premises cleared by 1:00am (unless prior approval has been granted).Users must ensure that the building is totally secured on exit.   Failure to secure building (including turning off lights, locking all doors and windows) before leaving shall result in the user being held liable for any loss or damage to property or furniture incurred as a result of the building being left unsecured.

If there is a problem securing the building, the Duty Officer, RMC is to be notified on 6265 9408 or 0419 228 561.   If you are dialing from the phones in the Centre “0” must be dialed first.

Users are not to leave the building until it is secured.
7. First Aid Kit

First aid kit is located in the main kitchen of the DCC and can be accessed by all users.

8. Fire Extinguishers and Equipment

Under no circumstances shall there be any interference with the fire fighting or other emergency equipment in the DCC except in the case of fire.  In case of fire or similar emergency dial 000 on the telephone outside the DCC and evacuate the building.

All passage ways, aisles and exits shall be kept clear and useable to ensure public safety.

9. Child Supervision

At no time is a child to be left unsupervised in any room or outside in the DCC’s playground.   No child is permitted in the garage storage sheds or in the kitchen area.   Children must be accompanied by an adult whilst using the adult toilets.
10. Loss or Damage
The user will be held responsible for, and be required to make good, any loss or damage to property or furniture, toys, equipment, appliances or fittings.

The DCC accepts no responsibility for any loss or damage to any property whatsoever belonging to either the user or any other person attending the function.

11. Indemnification and Insurance

The user shall indemnify the DCC and their employees against any claims, costs or penalties whatsoever which may arise from the user’s negligence during the period of use of the Community rooms.

12. Emergency Evacuation Policy

The emergency evacuation procedure is displayed in every room of the DCC to ensure a safe way out by all users of the DCC in an emergency.

Upon arrival, users are to make themselves aware of the emergency evacuation plan.

13. Incident/Accident Reporting Policy

The OH&S and workers compensation legislation requires the reporting of all accidents to allow investigation into the causes and the future prevention.

Users are to report all incident/accidents (in writing), even if no injury is sustained to the DCC Coordinator as soon as possible.

14. Advertising

Advertising will be permitted only on boards provided for this purpose.  Coordinator approval is required prior to the erection of advertising signs.

15. Use of Centre for Business Purposes. The Committee cannot approve private use of the Centre for profit making/business related events where payment is collected or orders taken (such as fitness classes, party plan etc). Applications for this use should be directed in writing to DSG (note that fees for use of the building will be applicable in these circumstances).
15. Animals on premises

No animals shall be allowed in the DCC except animals trained to assist people with disabilities.

16. Smoking on Premises

Smoking is not permitted in any part of the DCC.   

17. Alcohol on Premises

Alcoholic liquor shall not be taken into the Centre except when a DCC Committee Member is present and prior approval has been sought from the Committee and then only by responsible persons under the control of the user must be over 18 years of age.  If alcoholic liquor is being sold during a booking, the user must obtain and show proof of the relevant licenses.

18. Disorderly Conduct and Noise

The user shall take all reasonable steps to prevent disorderly conduct in the DCC and grounds throughout the period of use.

Noise levels are to be kept to a minimum at all times to avoid disturbance to groups using other areas of the DCC.    The use of sound amplification outside the DCC is strictly prohibited.

19. Complaints/Disputes

All complaints are to be addressed to the Coordinator in writing.   The Coordinator will assess the complaint and rectify or resolve the issues.

In the event of any disputes arising as to the meaning of any of these terms and conditions the issue will be referred to the President of the DCC and his/her decision will be final and binding for both parties. 

Policy last reviewed at 9 Feb 11

Approved by Committee 10 Feb 11   

[image: image11]
DUNTROON COMMUNITY CENTRE INC.

LOCKDOWN POLICY
What is a Lock-Down?

A lock down occurs when there is a severe natural disaster, storm or a threatening situation at the premises.  All staff and children congregate indoors in their individual play rooms in a secure place as far away from windows and doors as possible.  All curtains are drawn, windows and doors locked.

Emergency Lock-Down Procedure

Management/Coordinator will alert staff quietly that a lockdown of the centre is now taking place.

All children playing outdoors are to be brought indoors immediately in a natural and relaxed way.  Staff will gather all children to a secure area away from doors and windows.

Each room leader will lock all doors and windows in their room.

If the cause of the lockdown is occurring inside the centre the children are to be moved as far from the situation as is practicable.
Coordinator/office staff/room leader will call appropriate emergency services if required and inform appropriate authorities (Committee, HQ RMC and Office of Children, Youth and Family Services).

If possible Room Leaders are to commence a roll call using sign in sheets to make sure everyone is present.  (The administration officer and/or manager are to collect all sign in sheets and distribute to all rooms.)

All staff are to try and remain as calm as possible and initiate a normal group activity that will maintain a calm environment for the children.

The Coordinator and/or Room Leaders are to monitor and intervene if staff and or children are not coping with the situation.

Coordinator is to liaise with appropriate authorities and staff until it is safe and appropriate to resume normal service.

DCC will arrange appropriate debriefs and/or counseling for staff/families/children if needed after the lockdown has ceased.

Review the lock down procedure in light of the situation that caused the centre to be locked down and revise as necessary.
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PLAYSCHOOL POLICIES

Placement Policy

1. Positions for children in the Duntroon Playschool program at the Duntroon Community Centre (DCC) are highly sought after and whilst all efforts will be made to offer placements to all interested families, the numbers are constrained by legislation.  This policy gives a transparent framework explaining how applications will be prioritised. 

2. In accordance with ACT Childcare Services Standards the maximum number of children able to attend a Playschool session is 20.

Priority Groupings

3. Priority will be given in the following order:

a. Category 1 – Serving members of the permanent and active reserve components of the Australian and  overseas Defence Forces

b. Category 2- Members of the Inactive reserve component of the Australian and overseas Defence Forces and public servants of the Department of Defence

c. Category 3 – Contractors to the Department of Defence and all other residents of the ACT and NSW regions

d. Category 4 - Children who attend other Playschools, Preschools or similar programs and children that can attend a whole year of Playschool the following year.

Sessions per week

4. The maximum number of sessions per week for any child is three.

5. Category 1 members may be granted the three sessions for the duration of their enrolment at Playschool. 

6. Category 2/3/4 families may only attend a maximum of two sessions per week unless there are vacancies.  If there are vacancies, the third day will be offered on a term by term basis only. 

7. Should a Category 1 family apply for a placement or increase in days, the Category 2/3/4 families who are currently enrolled may have their placement decreased by one session a week. Parents are to sign an undertaking in the enrolment application that they are aware that this may happen.

Applications

8. Families may place their child’s name on a waitlist for possible placement throughout the year prior to commencement by providing DCC with their contact details and details of the child they will be applying for. If possible, an email address should be included.

9. At the start of Term 4 of the year prior to commencement, families on the waitlist will receive enrolment applications to complete (with a specified return date). These enrolment applications will be accompanied by a copy of this policy and will include;

a. a request for details of other preschools/playschools or similar programs the child is planning to attend, 

b. a request for a signed undertaking as described at paragraph 7, and

c. a request for signed acknowledgement of the Duntroon Playschool Placement Policy. 

10. After the closing date, DCC will prioritise the eligible applications received in accordance with the priority categories nominated in paragraph 3. 

Placements

11. Letters confirming the child’s placement for the following year will be sent out by the 2nd last week of Term 4.

12. DCC will attempt to place children for the days requested. However, this is not always possible. Should the day/s offered be refused, the application will go to the bottom of the relevant placement category waiting list.

13. No new children will be offered a placement at Playschool in Term 4.

14. Individual circumstances will be looked at. However, in these situations, a letter will be required to be submitted to the committee for consideration.

Starting dates

15. Children who turn three within the first four weeks of term may start at the beginning of the term providing a parent/carer attends with them until their birthday (a legislative requirement). Should a child’s birthday fall after Week 4, they must apply for placement to start the following term.

Notice Periods

16. Two weeks notice (or payment in lieu of) is required should a child leave Playschool in the first 5 weeks of any Term.  However, if a child leaves at any stage in the remainder of that term, payment for the whole term is required. 

Financial Considerations


17. Payment cannot be made to hold positions at the Playschool.  

18. Enrolment application forms must be accompanied by a deposit in order to be considered. 

19. Full term payment is to be made by the 3rd week of term. If fees are not paid, or a written payment/allotment agreement entered into with the DCC Coordinator/DCC Management Committee by the end of the 5th week, the child will lose their placement. Any written payment/allotment agreements must have fee payment being finalised by the last week of term (or the last week of attendance if earlier).

20. All families are to be financial members of the DCC.

3 November 2010
Last reviewed: 3 November 2010
Emergencies and Evacuations

The safety of children and staff is paramount. To ensure that we can respond swiftly and appropriately in an emergency, and evacuate the children if necessary, we have emergency and evacuation procedures in place. We practise these procedures at least twice a term. The dates are recorded and filed at the Centre. We use the Attendance book as a record of who is in the centre so it is essential to sign your child in and out of the Centre at all times.

EMERGENCY EVACUATION PROCEDURE FOR PLAYSCHOOL
The staff are responsible for the evacuation of children from the Playschool. All staff and parents are to be aware of the emergency evacuation procedure for the Playschool.

1.
Teacher is to blow the whistle and lay the walking rope out 

2.
Children are to hold on to the rope

3.
Assistant is to collect the roll book and check all areas of the Playschool for any children

4.
Coordinator is to open all doors (including the front gate and front doors) and collect the Attendance Book

5.
Assistant and Parent on Roster are to assist with the supervision of children whilst they leave the building and at the assembly point

6.
Coordinator is to call the roll and make sure everyone is in attendance.

7.
Everyone is to remain at the assembly point until the all clear is given

FIRE DRILL RECORD SHEET

DATE


COMMENTS
       

SIGNATURE

Medication

There is blanket permission in the children’s enrolment form. Parents have the option to sign permission for children to have ventolin in case of an emergency. Parents must bring in action plans signed by the doctor if ventolin is to be administered to their child. 

All medication that is brought to the Centre must be handed to a staff member. A Medication form must be filled out on arrival and the medication will be locked away so that it is out of reach of children.

Medication will not be administered if:

· it is out of date

· it is not provided in the original container supplied by the pharmacist

· it is a prescription for another person

· the requested dosage is not the recommended dosage

· the parent has not completed the medical form

Medicaton Record

Name of Child:___________________________________

Name of Medication:______________________________

Date and time and dosage to be given:_________________

________________________________________________

Date and time medication was last administered prior to child being placed in care:__________________________

Any Doctor’s instructions regarding administering medication:______________________________________

________________________________________________

Does this medication affect your child? If yes, how?______

________________________________________________

Any other information regarding the care of your child?___

________________________________________________

I hereby authorize the above medication to be administered to my child at the stated times.

Parent’s Name:_____________________

Parent’s Signature:__________________

	Date
	Time Given
	Dosage
	Administered By:
	Verified By:

	
	
	
	
	


Incident/Accident/Illness

We believe that parents have a right to information about how their child spent his or her day. This may involve any incident or accident or if the child has not been well.

Incidents

An incident report is completed for any incident that involves a child from Playschool, eg. If a child has been bitten or been involved in a disagreement where a child has been injured as a result.

Parents will always be informed as soon as possible of incidents of a serious nature.

Parents are welcome to view a report if their child has been hurt 

Accidents

When an accident occurs, the injury will be assessed and;

If it is minor, appropriate first aid will be given by trained and qualified staff and this will be recorded in the First Aid book.

If the accident is serious:

· Trained staff will give appropriate first aid

· If the nature of the injury is outside the experience or knowledge of staff an ambulance will be called

· The parent, guardian or emergency contact will be notified

· Children’s Services will be notified

· An accident report will be written

Illness
Parents will be contacted to collect if their child:

· Requires constant one on one care

· Is constantly crying or distressed due to illness

· If staff are concerned about the well being of their child

· Has a constant runny or green nose

· Has an undiagnosed rash

· Displayed signs of exclusion sickness

· Has vomited

· Has diarrhoea

· Has experienced a serious injury

See Appendix A

First Aid

It is a part of the licensing requirement that a staff member with a Senior First Aid certificate is on duty at all times. In addition to this we are required to hold and maintain a First Aid Kit on the premises. A First Aid kit, Asthma kit and a mobile phone is always taken on a walk or on an excursion away from the Centre. 

If a child has been hurt at Playschool or at the Centre they will be cared for by a member of staff who has a Senior First Aid Certificate. They will be given appropriate medical attention and this will be recorded in the First Aid book, outlining the cause of the injury and what action was taken. This is signed by the carer and the parent signs it at the end of the session.

Accident Record

(A record of a child’s accident/injury when this occurs while the child is attending Playschool/Preschool)

Child’s Name:____________________________________

Date of the accident/injury:__________________________

Details of the accident if observed:____________________

________________________________________________

________________________________________________

Description of the injury sustained:___________________

________________________________________________

________________________________________________

Action taken for the well-being and comfort of the child:

________________________________________________

_________________________________________________
How and when was the parent notified?________________

________________________________________________

Staff Name:______________
Parent Name:_____________

Staff Signature:___________
Parent Signature:__________

Date:___________________
Date:___________________

Illness Record

(A record of a child’s illness that occurs while the child is attending Playschool/Preschool)

Child’s Name:____________________________________

Date of Illness:___________________________________

Time of Illness:___________________________________

Symptoms of Illness (but not a diagnosis)

_______________________________________________________________________________________________

________________________________________________________________________________________________

Action taken for the well-being and comfort of the child.

________________________________________________________________________________________________________________________________________________

How and when was the parent notified?

________________________________________________

Staff Signature:___________
Parent Signature:__________

Staff Name:______________
Parent Name:_____________

Date:___________________
Date:___________________

Sun Protection

At Duntroon Playschool we believe in working in partnership with parents to provide effective protection and limit exposure to the sun.

Parents are required to:

· Provide their child with a hat

· Apply sunscreen prior to or on arrival to Playschool

· Ensure their child is wearing appropriate clothing which will protect them from the sun.

Staff are required to:

· Insist children wear a hat when playing outside

· Supply a hat if there is no hat in their bag

Physical Comfort

Children must wear appropriate clothing to Playschool. Suitable clothing will assist in keeping children safe and comfortable.

Parents are required to provide:

· Sun protective clothing

· Clothing for messy play

· Appropriate clothing for changing weather conditions such as coats and beanies

· Clothing to facilitate self help skills

· Safe footwear for play experiences such as climbing

It is understood that staff and carers will encourage children to wear the clothing provided by the parents depending on the weather conditions, and if children are playing inside or outside.

Hygiene

There is a range of hygiene methods used in the Centre that minimises cross infection. Methods which the Centre practice are;

· Staff and carers wash and dry hands

· Encourage children to wash hands on arrival, before snack and after children have been to the toilet

· Ensure that toys and equipment are washed and disinfected on a regular basis, and are well maintained

· Keep facilities such as bathrooms and play areas clean

· Use hygienic toileting methods

· Encourage families to keep unwell children at home

· Display signs about Playschool’s hygiene methods

Toileting

The Playschool supports children who are developing independence when toileted, and understand if children have accidents.

The Playschool staff will:

· Encourage children and provide opportunities during the session to go to the toilet

· Allow children to go to the toilet when the child feels the need to go

· Assist children with their clothing if needed

· Support/guide children when toileting

If a child has an accident the staff will:

· Assist the child to the bathroom

· Wear gloves at all times

· Assist the child to change clothing

· Put wet clothes in a plastic bag and placed in the child’s school bag

· Inform the parent at the end of the session
Toys From Home

Please do not allow your child to bring toys from home. It is so easy for toys to be lost or cause conflict between children. Toys that may be safe under adult supervision at home may also be dangerous in a group care environment.

We can encourage children to share Playschool toys but it is impossible to insist that they share their own toy with another child. We appreciate your active cooperation in this matter.

Excursions

We seek to provide children with opportunities which are available to us on Duntroon and other events of educational significance.

We have blanket permission on enrolment forms which parents sign to attend walks/events on the grounds of Duntroon. Parents will have at least one week notice of these walks and on the day of attending a local walk parents will be reminded in the Attendance book.

If excursions are organised on days when children do not attend, they are always welcome to come along with their parent or carer.

If excursions are off Duntroon grounds, parents will be notified in writing more than a week prior to the excursion and permission notes will need to be signed by parents.

When children are taken on walks or excursions staff will take a portable First Aid Kit, Asthma kit, a mobile phone and a contact list.

[image: image13]
DUNTROON COMMUNITY CENTRE INC.

Appendix A – Incident Report

Name of person affected: (please complete a separate report for each individual) ________________________________________________________________________________
Date of Incident: ______________________
Time of Incident: _______________________

Date Incident Reported: ____________________________________________________________

Location: _______________________________________________________________________

Description of Incident: ____________________________________________________________

Part(s) of body affected: ____________________________________________________________

Description of First Aid treatment given on site: _________________________________________

Sent to Doctor / Health Centre?  
Yes / No

Ambulance required?


Yes / No

Hospitalisation required?  

Yes / No   
Where ________________________________

Incident reported to Coordinator?       Yes / No

Further Investigation required by Management Committee?  
Yes / No

Name(s) of witness(s) present: ______________________________________________________

Name of person completing this form: ________________________________________________

Date: _________________________

Signature: ___________________________________
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Appendix B – Evacuation Procedure

The Playschool staff are responsible for the evacuation of children from the Playschool.  Group Coordinators are responsible for the evacuation of their group. All staff, group Coordinators and parents are to be aware of the emergency evacuation procedure for the Centre.
a. Coordinator is to dial 000.

b. Teacher or group Coordinator is to blow the fire whistle and lay the walking rope out .
c. Children are to hold onto the rope.

d. Assistant Teacher or group Coordinator is to collect the roll book, attendance book or sign in sheet and check that all areas that the group is using is clear of children.

e. The Coordinator is to open all doors (including the front gate and front doors).

f. Assistant Teacher and Parents are to assist with the supervision of children whilst they leave the building and at the assembly point.

g. Coordinator is to ensure that all groups have made sure that everyone is in attendance.

h. Everyone is to remain at the assembly point until the all clear is given to reenter the building.
As at 14 Oct 09
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Appendix C - Emergency Treatment Plan

PERSONAL DETAILS


INSERT CHILD’S PHOTO
NAME:______________________________________________SEX:  M/F

DATE OF BIRTH:____________________________________GROUP:____________
EMERGENCY CONTACT:

NAME:___________________________RELATIONSHIP______________________

TELEPHONE NO._________________(Hm)______________________(Wk/Mobile)

NAME:___________________________RELATIONSHIP______________________

TELEPHONE NO._________________(Hm)_______________________(Wk/Mobile)
DOCTOR:______________________________TELEPHONE NO.________________
MEDICAL CONDITION:

________________________________________________________________________________________________________________________________________________________________

SYMPTOMS:(eg: cough)

________________________________________________________________________________________________________________________________________________________________

TRIGGERS (eg: exercise, pollens)

________________________________________________________________________________________________________________________________________________________________

TREATMENT REQUIRED:

________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________
as at 14 Oct 09
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Appendix D - Incident / Complaint / Investigation Form
Report Date:   …………………………….
Incident Date: …………………………………………
Grievance Reported by:  …………………………………………………………………………………
Investigated by:  …………………………..
Position:  ………………………………………………

Was grievance in written form?:

Yes
No
(Circle)

If YES, please attach a copy to this form.

If NO, briefly describe grievance as reported:

Suggested Action:

Investigation Report: (If insufficient space, attach additional sheets and note the number of pages):

Outcome:

………………………………………
……………………………….
……………………...


(Grievance Referred to)
(Position)




(Date)

………………………………………
………………………………
……………………...

(Print Name)
(Signature)



(Date)

as at 14 Oct 09
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