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Re: Vacancy llllll OHS & Senior OHS Inspectors

Thank you for applying and attending an interview for the above position with SafeWork
SA, Department of the Premier and Cabinet.

| am pleased to advise that the Delegate has approved your selection for appointment as
an Senior OHS Inspector ASOS subject to the normal probationary requirements as per
your conversation with _

The starting date for this position will be 6 February 2012.

I attach a sheet of some Frequently Asked Questions in regard to your employment
arrangements.

SafeWork SA’s Human Resources will be in contact with you in the near future to arrange
your formal contract and relevant payroll details.

In the meantime if you have any queries ilease contact I

Congratulations on your appointment.

Yours sincerely

SAFEWORK SA



FREQUENTLY ASKED QUESTIONS
SAFEWORK SA INSPECTOR RECRUITMENT **

Q. What is the percentage of superannuation that is paid? :

A. 9 per cent. This is paid by your employer in addition to your contracted salary.
The Government super scheme is the Super SA Triple S scheme. More details about this can
be found at hitp:/www.supersa.sa.gov.aw/index htmi

Q. How many hours do Inspectors work in a day?
A. The working week consists of 37.5 hours per week or 75 hours per fortnight. Flexi time
arrangements operate in SafeWork SA and is part of the Flexible Working Arrangements.

Q. Are flexible hours available?
A. Yes. Normal ‘Flexi time’ core times and band widths in SafeWork SA are:

Core times (Latest permissible start time to earliest permissible finishing time):
10 am to 12 noon, and 2pm to 4 pm, to be negotiated with your manager.

Band width (Earliest agreed'starting time to latest agreed finishing time):
8 amto 7 pm.

Q What are the holiday and sick leave entitlements?
A. 4 weeks (20 days) recreation leave (annual leave), and 12 days sick leave per year.

Q. What other leave is available?
.A. Various, including:

Carers leave
10 days per annum and in exceptional circumstances in excess of 20.

Paid maternity leave
14 weeks, after 12 months’ service.

Paitners leave. -
10 days.

Q. Do Inspectors use a company vehicle, and can it be used for personal use?

A. Vehicles are provided t6 Inspectors to undertake the necessary travel to undertake their duties,
which include out-of-hours call-out rosters. They are used to commence and finish the work
day and they are expected to be garaged at home after hours. Whilst Delegate approval can be
given in special circumstances for private use, in general, they are not to be used for private
purposes, or to carry private individuals without this approval.

- Q. What are my responsibilities in regard to laptop computers and mobile phoneé?
A. As part of your working conditions you will be supplied with a laptop computer and mobile
phone. However, at all times, they remain the. property of SafeWork SA.

(**

Note: The answers fo all the above questions will be expanded on during the induction program.
You are encouraged fo raise any questions of clarification at the appropriate induction session.)
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Dear [

OFFER OF EMPLOYMENT IN THE PUBLIC SERVICE ON AN ONGOING BASIS

Congratulations on your successful appointment to the ongoing position of Senior OHS
Inspector within SafeWork SA, Department of the Premier and Cabinet.

if you accept this offer of employment you will be employed on an ongoing basis for 75 hours
per fortnight commencing 6 February 2012. You will receive a salary at the 4th increment of
the ASOS remuneration level (presently $73,959 per annum).

Your employment will be pursuant to Section 45 the Public Sector Act 2009 (PS Act).
Additional and specific terms and conditions relating to your employment are set out in the
attached document headed “Employment Conditions”. Please read them carefully before
accepting this offer.

If you wish to accept this offer of employment, please sign the enclosed acceptance form and
return it at the earliest convenience.

i look forward to you commencing on 6 February 2012 and | trust you will continue to find
working for the SafeWork SA rewarding.

Yours sincerely

SafeWork SA
Department of the Premier and Cabinet

Enc.
Acceptance of offer ongoing employment



EMPLOYMENT CONDITIONS

1. Except as otherwise expressly provided for in the letter
of offer and in this document, the terms and conditions
of your employment will be governed by the provisions
of any applicable award or industrial instrument and
the PS Act and Public Sector Regulations 2010 and
any Determinations made by the Commissioner for
Public Sector Employment under the Act. The letter of
offer and this document should be read in conjunction
with the PS Act and the Regulations.

Application of the Public
Sector Act 2009 etc

2. The Position Description provides an indication of the
type of duties you will be engaged to perform. You
may be lawfully directed to perform any duties that a
person with your skills and abilities would reasonably
be expected to perform.

Duties

3. You are entitled to any salary increases required
under the award or enterprise agreement which binds
you and has force under the Fair Work Act 1994. The
relevant award and enterprise agreement are the SA
Public Sector Salaried Employees Interim Award 2006
and the SA Government Wages Parity (Salaried)
Employees Enterprise Agreement 2010. You are also
eligible to receive any allowance or other monetary
benefits which may be paid to an employee under the
PS Act andlor any applicable award, enterprise
agreement or industrial instrument.

Salary provisions and
adjustments

4. Applicable awards, enterprise agreements and/or
other industrial instruments do not form part of the
terms of this contract. However, this in no way impacts
upon the entitlements contained in such instruments.

5. Your employment may be terminated by the exercise

Termination of of any powers to terminate under the PS Act.

Employment




ACCEPTANCE OF OFFER OF EMPLOYMENT ON ONGOING BASIS

Please complete this acceptance by 31 January 2012 and return it to:

private & confidential)

TITLE OF DUTIES: Senior OHS Inspector
LOCATION: SafeWork SA
AGENCY: DEPARTMENT OF THE PREMIER AND CABINET

I understand and accept the offer of employment on an ongoing basis in the terms outlined in
the letter of offer dated 10 January 2012.

vame: [T

Signed: Date:

Note: Please retain a copy for your own records.
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OPERATIONAL GUIDELINE OG7

Initial Response Guideline

This guideline is to be used in conjunction with the following:
e Work Health and Safety Act 2012 (SA),
Principles of Operation
Framework for a common approach to work health and safety SafeWork SA event triaging
Operational Guide No. 5 — SWSA Triaging and Assessment Pane!
Standard Operating Procedure — Investigations
Standard Operating Procedure — Evidence Management
Model Operating Procedure — Entry to workplaces and related powers and obligations
Model Operational Procedure — Power to require production of documents and answer
questions
Model Operational Procedure — Powers of Seizure
Mode! Operating Procedure — Forfeiture, return and access to seized things
Standard Operating Procedure - Critical Event Response
On-Call Supporting Guidelines

® © @ & & & &

ACRONYMS:

Act Work Health and Safety Act 2012 (SA)
CFS Country Fire Service

HSR Health and Safety Representative
MFS Metropolitan Fire Service

MOP Model Operating Procedure

PCBU Person conducting a business or undertaking
PLC Programmable Logic Control

SAAS South Australian Ambulance Service
SAPOL South Australian Police

SOP Standard Operating Procedure

SWSA SafeWork SA

Version 2: 20 June 2017 1



OPERATIONAL GUIDELINE oG 7

PURPOSE:

SWSA is to respond to incident scene as soon as practicable and in accordance with the
Critical Event Response SOP and the SWSA Triage and Assessment Panel Guideline.

The attendance at an incident scene is crucial in correctly identifying the cause of the
incident, and therefore determining if a breach has occurred.

The purpose of this guideline is to provide information and instruction to any Inspector
attending an incident scene to ensure appropriate evidence is collected and the chain-of-
evidence is not broken.

First on scene Inspectors are to ensure that this guideline is followed, regardless if their
position is assigned to an Industry Team or the Investigation Team.

Upon Receipt of a Notifiable Event:

1. SWSA receives notifiable events via the Help Centre Call Centre, email, fax and via the
On-Call Inspector.

2. Any matter reported directly to an Inspector MUST be communicated to the Help Centre.

3. Upon receipt of the notification the relevant Industry Team Manager or Duty Manager
will triage the incident and make a determination as to whether or not Investigation Team
assistance is required and will consult with the Investigation Team Manager or Team
Leader.

4. Once it has been determined that attendance is required, where possible two Inspectors
from the Investigation Team will be allocated, along with a compliance team Inspector. It
must be noted that Investigation Team Inspectors may not be available to attend on the
day of the incident due to location, i.e. regionai locations. Therefore the relevant
compliance Inspectors need to undertake the actions noted in this document and take
responsibility for appropriate evidence collection and chain of evidence.

5. If the matter is received on-call, the Lead Inspector must telephone the Duty Manager
and if it involves a “critical event”, the Duty Manager must telephone Investigation Team
Manager or Investigation Team Leader (if the manager is not contacted after 3
attempts).

6. If the matter involves a “Critical Event” or “Same-Day-Service” The Investigation Team
Manager will then send a summarising email about the event to the following people:

Executive Director

Chief Inspector

CAED Managers

Director, Workplace Education and Business Services
Communication and Education Services Manager
Media Advisor

AGD:SWSA Media Inbox

Inspectors who are attending

®e e e & © & & o
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OPERATIONAL GUIDELINE OG7

7. If the matter is received on-call and involves a critical event, then the Duty Manager is to
advise (text/phone call depending on the issue):
e Executive Director
¢ Chief Inspector

8. An Investigation Team Leader will make the necessary arrangements for an InfoNET file
to be created for the notifiable event for the Investigation Team with all activities by ali
attending Inspectors recorded on this InfoNET File.

9. if compliance matters not related to the incident need addressing, then an associated
proactive InfoNET file is to be created by the Industry Team:

e Trigger Reason — Compliance Programs
o Trigger Type — Routine Compliance !nspection

Before Entry:

1. The aftending Inspectors are to confer as to the travel arrangements and to ensure each
Inspector has their full kit of equipment and PPE, all electrical items are appropriately
charged and an appropriate number of evidence bags are taken.

2. The Inspectors are to discuss the werk allocation. The priority work must relate to the
scene of the incident, scene control and evidence collection; then relevant compliance
actions as identified - all Inspectors are to work together to achieve this with a lead
Inspector identified.

3. All Inspectors are to be familiar with s163-166 of the Work Health and Safety Act 2012

(2012) SA and the Model Operating Procedure — Entry to workplaces and related
powers and obligations.

On Initial Entry:

1.

Inspectors are to commence their field notes, noting the time of arrival, time of entry,
location details, and who is attending from SafeWork SA.

Where it does not cause unreasonable delay, inspectors are to advise the relevant
PCBU, the person with management or controi of the workplace, and any HSR of the
entry, ensure this information is detailed in field notes.

The Inspector is to advise relevant persons that they are entering the workplace under
S163 of the Act and show their identification card and provide a business card.

The Inspector should also take steps to identify the correct legal entity.

If there are other authorities onsite, i.e. ambulance, MFS, SAPOL, CFS, SAAS an
Inspector is to obtain the names, ID numbers (if applicable), and contact phone
numbers, also gaining an understanding of what they are onsite for and what they have
done.

Version 2: 20 June 2017



OPERATIONAL GUIDELINE oG 7

Initial Examination:

1. Upon arrival to the incident scene, Inspectors are to conduct a dynamic risk assessment,
ensuring their personal safety, safety of their colleagues, and safety for all other persons
are appropriately identified and controlled.

2. Establish if the scene has been moved, changed, altered or disturbed in any way. If so,
establish — who, what, when, how, why.

3. Before moving into the scene, conduct a scene appreciation — walk around the scene
without walking over evidence, gaining perspective and context of the scene itself, with
the aim to identify causal factors — not whether or not a matter will proceed to an
investigation.

4. Causal factors include:
e Task factors

O
O
O

Was a safe work procedure used,

had conditions changed prior,

were the appropriate tools and materials available, and if so were they used,
were safety devices or equipment used and working properly.

e Material factors

O

O 0O OO0 O0OO0O0

OO0 O0OO0OO0OO0ODO0ODO0ODO0OO 0

Was there an equipment failure
what caused it to fail,

was the machine poorly designed,

is the plant adequately guarded,

if guards are inadequate or absent ascertain why,

if guards were inadequate, what else was required,

if guards were removed determine who, why, when etc.,
if plant involves a PLC (or any other data collection device), consider the need to
engage an expert,

what the plant suitable for the task,

were hazardous products involved,

were they clearly identified,

was a less hazardous alternative possible and available,
was the raw material substandard,

should PPE have been used, was the PPE used,
regular service/maintenance for equipment,

were daily checks occurring, how were faults reports,
were the users of PPE properly educated and trained,
were warning systems installed?

e Environmental factors

O

O O O OO0 0O

Noise,

vibration,

lighting,
temperature,
chemical exposure,
housekeeping,
facility layout,
accessibility.

Version 2: 20 June 2017



OPERATIONAL GUIDELINE 0G7

5.

6.

1.

e Management factors
o Organisation of work,
policies/procedures available and implemented,
work schedule/load,
Work design/job requirements,
adequate supervision, training

O 0 OO0

e People factors

Fitness of individual,

were policies/instructions followed,
knowledge of expectations,

poor standards,

horseplay,

failure to wear PPE or follow instructions,
fatigue/stress factors,

organisation pressure factors.

O 0O O OO0 O0O0O0

Via conversations with relevant persons at the scene, i.e. PCBU representatives, ask
relevant questions to gain an initial concept as to the potential root cause of the incident,
ensuring that there are no pre-determined conclusions drawn as to whether or not the
matter is likely to proceed to a prosecution brief — the initial examination is to determine
the potential causal factors that led to the incident.

It is also useful to include sketches of the scene in field notes.

Evidence Collection:

When collecting evidence, Inspectors must consider what is relevant to assist in
determining the cause of the incident. It is best to seize more evidence in the initial
phases so that evidence is not lost; as evidence can be returned if it is deemed
irrelevant to the matter.

Chain of evidence is crucial to maximise the opportunity of admitting the evidence at
court.

. Inspectors also need to consider personal safety when seizing evidence, ensuring they

are not placing themselves or others at risk.

Inspectors are not to operate the PCBU owned equipment, have a PCBU representative
operate equipment as necessary

Any item collected, is to be seized in accordance with S175-S188 of the Act, and where
possible placed in an evidence bag.

If an item is crucial to the initial investigation, involves data collection device such as a
PLC and requires an expert, or is but too large to seize on first attendance then a non-
disturbance notice must be issued.

Any evidence collected must be noted in the field notes at the time, ensuring the
evidence receipt number is recorded.

Version 2: 20 June 2017



OPERATIONAL GUIDELINE 0oG7

8. Evidence must be returned to the SafeWork SA Office and secured in the appropriate
evidence room with the property register completed.

Photographic Evidence:

« Photographs are key to presenting an understanding of the site and relevant pieces of
evidence and it is crucial in understanding the incident scene.

> Photographs are to be taken of the site entrance, the entire scene from all angles at a
long distance, medium and close sequential photographs to give the viewer the best
opportunity of understanding the scene.

« To emphasise distance, height, or a very large item, a tape measure, ruler, or person is
to be included in the photograph to indicate the size of the item.

e Atthe time of taking photographs the Inspector is to take note via the field notes of the
distance from the object/s, date, time, direction, lighting and any other details that can
assist to validate the photograph.

¢ Field notes are to include the type of camera used, the date, and description of the
subject.

¢ If the photographer is not 2 SWSA Inspector, a statement must be taken from the
photographer to verify their photographs.

 To protect the integrity of the photographs, Inspectors are to follow the Digital Evidence
Management SOP.

e Itis the responsibility of the Inspector who obtained the photographs to create a master
copy which must be secured in the evidence room and create a working copy kept in the
InfoNET hard file with all details noted in Inspector field notes.

Version 2: 20 June 2017



OPERATIONAL GUIDELINE oG 7

Physical Evidence:

(5]

When collecting physical evidence, consider what could be useful in an investigation and
do not discount any relevant evidence as evidence can always be returned if it is
determined it is irrelevant after appropriate consideration.

Before removing any evidence, Inspectors must photograph the evidence prior to
moving it, and taking a sketch of the layout and location may also be useful.

Consider equipment involved in the incident, any other ancillary equipment, i.e. chains,
slings, failed components, PPE, debris etc.

Always ask about CCTV footage and obtain if available, ensuring the transfer of the
CCTV footage to a CD etc. is appropriately recorded in field notes. It is important to
record in field notes who you received the footage from, plus any information such as
device used, location, angles, and direction of cameras for the footage, including the
date, place etc.

If the equipment is too large to immediately seize, i.e. a power press, then the attending
Inspector is to issue a Non-Disturbance notice (NDN), to protect the evidence. If there is
a concern that the scene may be interfered with, telephone the Investigation Team
Manager/Team Leader for advice on security provisions.

If the equipment uses a PLC (i.e. a screen), then a NDN must be issued to protect the
integrity of the PLC informaticn and ensure the item is not turned off.

Ensure that any evidence received is noted in your field notes as well as issuing an
Evidence Receipt, in accordance with 5178 of the Act.

Inspectors collecting evidence are to follow the Evidence Management SOP, Powers of
Seizure MOP.

Version 2: 20 June 2017



OPERATIONAL GUIDELINE OG 7

Documentary Evidence:

¢ When collecting documentary evidence it is important to consider what evidence is
needed to prove the elements of the offence. Items to consider include:

o ltems to prove the incident involves a PCBU ~ i.e. letterhead, business cards,
EBA, wage records, time records etc.

o If the entity involves a trust, the Inspector must seek to obtain the trust deed in
order to identify the trustees.

o Items to prove that the person was an employee/engaged and the PCBU
employed or engaged that person at that particular location on that particular day
— i.e. wage records, employment contract, time records etc.

o Items to prove that the activity was required, and the work carried out was
influenced or directed by the defendant — i.e. job description, SOPs, training
records etc.

o Items to prove that the task entailed a risk (Likelihood and severity) - from work,
environment, plant, system, lack of supervision, lack of training— i.e. any previous
hazard/incident reports, daily check records, maintenance records,
manufacturer’s instructions etc.

o ltems to prove the incident was foreseeable — i.e. hazard identification
documents, risk assessments, SOPs, manufacturer’s instructions, near-miss
reports, daily checks on plant, WHSC minutes etc.

o ltems to prove that there are reasonable and practicable control measures that
should've been in place - i.e. manufacturer’s instructions etc.

e If there are documents that you need, but not currently available, i.e. kept at another site,
issue a S171 Notice to Produce.

¢ Ensure that any evidence received is noted in your field notes as well as issuing an
Evidence Receipt, in accordance with s178 of the Act.

¢ Inspectors collecting evidence are to follow the Evidence Management SOP, Powers of
Seizure MOP.

Version 2: 20 June 2017



OPERATIONAL GUIDELINE OG7

Potential Defendants:

(]

It is important that potential defendants are considered as part of the initial response,
ensuring that any potential defendants (especially individuais) are given an appropriate
caution before answers to questions that could incriminate them.

Potential defendants could include:

PCBU

Workers

Designer
Manufacturer

Importer

Supplier
Installer/commissioner

O 0O O0OO0OO0OO0Oo

Potential Witnesses:

Identifying witnesses is an important factor to consider when attending the scene for the
first time. Obtain relevant names, contact and availability information from the following:
Injured

Witnesses to the incident

First on scene

First aiders

Supervisors

Other workers who use the equipment or complete the task involved in the
incident.

O O OO0 0O

it may be necessary to take a statement from a witness during the initial response, if the
person is leaving the state immediately. However, consideration needs to be given to
the state-of-mind for the individual and the fact that it is likely to be too early to determine
what the relevant questions that needs to be asked and the potential addendum
statement requirements in the future.

Statutory Notices:

®

It is crucial to ensure relevant statutory notices are issued to prevent immediate risk of
the incident occurring again.

It is also important to ensure if there are similar tasks or equipment being used that this
is considered also to ensure a similar incident cannot occur.

It may also be necessary at the time of the initial response, or during another visit to
conduct a walk-around of the workplace to determine if there are any unrelated hazards
that have not been appropriately identified or controlled. This is to be done by the
relevant Industry Team Inspector, with the support of attending inspectors if possible.

Notices relevant to the incident are to be written by the Lead Inspector with notices not
related to the incident to be written by other/compliance Inspectors.
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OG7

Return to the Office:

e

Once all SWSA Inspectors have returned to the office, all evidence is to be

appropriately placed in the Evidence Room, ensuring the Property Register is

completed. No evidence is to be left unsecured.
An overview of the incident is to be discussed at the next Assessment Panel Meeting.

If the incident was not attended to by the Investigation Team, and the relevant
Compliance Team believe the matter warrants further investigation, then it needs to be
referred to the next available Assessment Panel, or Case Conference involving the
Investigation Team Manager or Proxy.

If the incident was attended to by the Investigation Team, an initial case conference is to
be arranged by the Inspector within 5 working days to discuss potential lines of
enquiries/breaches and discuss the draft Investigation Plan.

The Investigating Inspector and Compliance Inspectors are to liaise with each other to
ensure all relevant progress is shared and known to each Inspector.

Version 2: 20 June 2017
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FREQUENTLY ASKED QUESTIONS
SAFEWORK SA INSPECTOR RECRUITMENT **

Q. What is the perceniage of superannuation that is paid?

A. 9 per cent. This is paid by your employer in addition to your contracted salary.
The Government super scheme is the Super SA Triple S scheme. More details about this can
be found at http://www.supersa.sa.gov.au/index.html

Q. How many hours do Inspectors work in a day?
A. The working week consists of 37.5 hours per week or 75 hours per fortnight. Flexi time
arrangements operate in SafeWork SA and is part of the Flexibie Working Arrangements.

Q. Are flexible hours available?
A. Yes. Normal ‘Flexi time’ core times and band widths in SafeWork SA are:

Core times (Latest permissible start time to earliest permissible finishing time):
10 am to 12 noon, and 2pm to 4 pm, to be negotiated with your manager.

Band width (Earliest agreed'starting time to latest agreed finishing time):
8amto 7 pm.

Q What are the holiday and sick leave entitiements?
A. 4 weeks (20 days) recreation leave (annual leave), and 12 days sick leave per year.

Q. What other leave is available?
A. Various, including:

Carers leave
10 days per annum and in exceptional circumstances in excess of 20.

Paid maternity leave
14 weeks, after 12 months’ service.

Partners leave
10 days.

Q. Do Inspectors use a company vehicle, and can it be used for personal use?

A. Vehicles are provided to Inspectors to undertake the necessary travel to undertake their duties,
which include out-of-hours call-out rosters. They are used to commence and finish the work
day and they are expected to be garaged at home after hours. Whilst Delegate approval can be
given in special circumstances for private use, in general, they are not to be used for private
purposes, or to carry private individuals without this approval.

Q. What are my responsibilities in regard to laptop computers and mobile phones?
A. As part of your working conditions you will be supplied with a laptop computer and mobile
phone. However, at all times, they remain the property of SafeWork SA.

(** Note: The answers to all the above questions will be expanded on during the induction program.
You are encouraged to raise any questions of clarification at the appropriate induction session. )
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INSPECTOR WORK RELATED

Work allocation process

o TL’s will sort out who is on daily triage and allocation roster
o Notifications come in via team inbox
o TL triages and allocates
o TL updates spreadsheet
Absolutely every effort is made to allocate jobs as per allocation spreadsheet in
sequence no matter what the complexity is (taking into account below)
0l NB: Every effort be made to avoid crossing over with distance
0 NB: Every effort be made to avoid 2 inspectors going to same PCBU for
different things; and
Common sense prevails if two jobs come in for a distant location some
negotiation or job transfer may be required
B Same day service andjor critical incident: the most immediately available inspector
to go and allocations thereafter to reflect the ad-hoc job

0 Alternate/additional role workers file loads (Union, HSR) - allow time for extra duties

o Variation to this process will be required for other work such as audits, truckstops
and other issues that may arise from time-to-time

Site visit matters
2-up visits for identified hi-risk sites

o Either a TL or another inspector - inspector to determine case-by-case but a TL
may make decision up-front that the second person mustbe a TL

Field notes
o Required for all activities and be compliant with field note operational guideline

General requirements

o Inspect not only what is on the complaint but alse conduct general compliance
observatory inspection of the site or part of the site if the site is large

0 Inspection reports are required on all first site visits (as this is the point in time you
will identify and resolve the action on any observed non-compliances) Compliance
with non-conformances will be evidenced with enforcement notice compliance

Case conference

o0 Required for all jobs where the investigation checklist has been activated UNLESS
the TL has classified the job is a matter for administrative closure (i.e. a category 4
matter)

0 For administrative category 4 files inspector is to add a case conference
activity and in the comments field make a note that the matter was
categorised by Assessment panel / Team Leader as a category 4
investigation, no case conference required.

0 Required if an inspector feels should be forwarded to another team, ie investigation
or licensing or SST etc
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Infonet file and client creation requests

o Via TL or manager for approval then onto admin to create
0 Use current agency forms

H InfoNET Add or Edit Client Details - Request Form
[ InfoNET - Add New Case File

Investigation summary content
o As per model investigation summary

File content

0 As per current file closure checklist(s)
0 Not hardcopy unless absolutely necessary

File closure process

o Electronic files - inspectors to list in book ala MCT process, TLs to review and close

o TA's to have ability to close all file types excluding those with investigation checklist
activated

0 Manager to have final close of investigation checklist files

KPls
o Basic complaint/notification/response times as per current SWSA requirements
Complaint attend within 5 working days
H Notifiable attend within 2 working days

B Case conference within 10 working days for notifiables that require a case
conference (category 1-3 matters)

o TeamKPlI's to be developed once AGD and SWSA Strategic Plans in place

TEAM/HR RELATED
Meetings

0 Team meeting 1 per month following Executive/CAED meetings
0 1on1's fortnightly

Reporting arrangements
o Admins to il
0 Inspectors split 50/50 —_——

 Timesheets
o To admin @ end of period
‘o Start/finish time
‘0 it doing a site visit on way to or from the office - start/linis!
- 0 1t no site visit on way to/from - startfinish times ai oﬁfoe
0 Be mindful checks and sudiie wil take place of timesheets
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Flexi time and other leave
All leave provisions will comply with Agency policies in force at the time.

FLEXI/ TOIL PROVISIONS
o Flexitime is only to be worked if the work load warrants it.

0 TOIL may only be accrued with the prior approval of the TL or manager

o Flexi or TOIL time off may be taken by agreement between the team member and
their TL. Any applications for flexi time or TOIL are to be made in writing via email to
their TL, the email should state the request type for time off and the date in which
the team member wishes to have off, in the case of a half flexi, indication of whether
they require am or pm off. The amount of leave credit available must be stated

0 The TL will email a response back to the team member, CCing the Team Manager
and Admin into the email.

o Admin will load the flexi leave onto the team calendar.

ALL OTHER LEAVE

0 Allleave including Sick/Family/Annual Leave efc, is to be completed on the AGD
proforma leave application forms, these forms are to be given to the Team Manager
for approval, once approved the admin staff will load the approved leave onto the
calendar and submit the forms to Payroll via

Unplanned absence

o If you are not attending work for any unplanned reason such as sickness, family
leave or private urgent business etc advise your team leader by 9.00am. If you had
an industry commitment on the day, advise your client, if possibie and your TL.

One on One's

o Team members seli-nominated strengths and weaknesses to be determined via T.L. 1
on 1 (Use MCT sheet)

o Training needs analysis required

Car roster
0 TobemanagedbyTL's
0 Recorded on a spreadsheet
0 Admin to update spreadsheet

Personal behaviours
Comply with
Your relevant position description
WHS Act 2012
Relevant WHS Regulations 2012
Equal Opportunity Act 1984
PS Act 2009
Code of Ethics for Public Sector employees
The principles of diversity
Public sector values and behaviours framework
Other applicable Agency and Depantmental policies and procedures

O0OO0O0OO0OO0OO0OO0OO0O
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