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[bookmark: _Toc415143422]Unit of Competency
Application
This unit describes the skills and knowledge required to select, induct, train and develop staff members to enhance business operations within the parameters of all relevant legislative requirements.

It applies to individuals who operate a small business that stands alone, or is part of a department within a larger organisation. Individuals in this role have a good knowledge of industrial relations and team management and use effective, responsive and supportive communication in workplace interactions.

No licensing, legislative or certification requirements apply to this unit at the time of publication.
Unit Sector
Management and Leadership – Small and Micro Business

[bookmark: _Toc329018037]

[bookmark: _Toc329018038]Performance Criteria
	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


	1. Develop staffing plan
	1.1 Determine staffing requirements to allow the business to run effectively, in accordance with requirements outlined in the business plan  
1.2 Identify and compare existing skills of owner/s and staff with business requirements to identify any gaps 
1.3 Develop policies and procedures for owner/s and staff, in accordance with the business plan


	2. Recruit, induct, train and retain team
	2.1 Develop job or position descriptions, competencies required and selection criteria to meet business’ needs
2.2 Judge information obtained from each candidate against specified selection criteria, and select according to business needs and legal requirements  
2.3 Induct new staff members in accordance with policies and procedures of the business  
2.4 Make team members aware of their responsibilities and performance requirements as soon as practicable, and take opportunities to coach team members who are unfamiliar with procedures of the business  
2.5 Develop and implement a staff development program and career paths based on requirements of business and staff competencies  
2.6 Advertise staff vacancies appropriately in accordance with staffing plan


	3. Comply with industrial relations obligations
	3.1 Clarify workplace rights and obligations of employers and employees, in accordance with legal requirements and codes of practice  
3.2 Counsel staff, if required, in a positive and constructive manner and record outcomes accurately


	4. Maintain staff records
	4.1 Develop staff records system to provide timely and accurate information, in accordance with confidentiality, legal and taxation requirements  
4.2 Monitor and accurately maintain system for recording and retrieving personnel and payroll information, and seek specialist advice where required


	5. Manage staff
	5.1 Regularly review contribution and skills of self and other team members to ensure performance is in line with agreed performance measures  
5.2 Monitor and adjust staffing requirements to respond to any changes in tasks and functions required by the business  
5.3 Support and encourage staff, and acknowledge and reward their contribution
5.4 Regularly provide opportunities for staff to discuss work related issues 
5.5 Develop contingency plans to cope with unexpected or extreme situations and take appropriate corrective action as required


	6. Review team performance
	6.1 Develop positive and constructive relationships with and between team members  
6.2 Review and update team objectives in support of business goals on a regular basis in consultation with team members 
6.3 Identify strengths and weaknesses of team against current and expected work requirements  
6.4 Schedule time, on a regular basis, for team members to review work operations to maintain and improve operational
6.5 Encourage team members to monitor their own performance, suggest improvements and identify professional development needs, in accordance with personal and business requirements  
6.6 Monitor and review staff turnover rate




[bookmark: _Toc415143424]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

	[bookmark: _Toc329018040]Skill
	Performance
Criteria

	Description

	Reading
	1.1-1.3, 2.2, 2.3, 2.5, 2.6, 3.1, 4.1, 5.1, 6.3, 6.5, 6.6

	· Evaluates complex text to determine legislative, regulatory and workplace documentation 

	Writing
	1.3, 2.1-2.6, 3.1, 3.2, 4.1, 4.2, 5.5, 6.1-6.3, 6.5
	· Prepares written reports and workplace documentation that communicate complex information clearly and effectively

	Oral Communication
	1.2, 2.2-2.4, 3.1, 3.2, 4.2, 5.3, 5.4, 6.1, 6.2, 6.4, 6.5
	· Articulates clearly using specific and relevant language suitable to audience to convey requirements, and employs listening and questioning techniques to confirm understanding
· Participates in verbal negotiations and coaching using tone and language suitable to audience

	Numeracy
	6.4
	· Uses basic mathematical formulas to review staff performances within available work schedules

	Navigate the world of work
	1.3, 2.2. 3.1, 4.1
	· Understands own legal rights and responsibilities and is extending understanding of general legal principles across work contexts
· Monitors adherence to organisational policies and procedures and considers own role for its contribution to broader goals of the work environment

	Interact with others
	2.4, 2.6, 5.3, 6.1, 6.5
	· Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction and influencing direction 
· Looks for ways of establishing connections and building genuine understanding with a diverse range of people
· Actively identifies important communication exchanges, selecting appropriate channels and format to suit purpose and audience

	Get the work done
	1.1, 1.2, 2.2, 2.3, 2.5, 4.2, 5.1, 5.2, 5.5, 6.3, 6.6
	· Uses digital technologies and systems safely, legally and ethically when gathering, storing, accessing and sharing information 
· Develops plans to manage relatively complex, non-routine tasks with an awareness of how they may contribute to longer-term operational and strategic goals
· Makes a range of critical and non-critical decisions in relatively complex situations, taking a range of constraints into account
· Uses formal and informal processes to monitor implementation of ideas and reflect on outcomes
· Recognises and anticipates an increasing range of familiar problems, their symptoms and causes, actively looking for early warning signs and implementing contingency plans



[bookmark: _Toc419285764][bookmark: _Toc415143425][bookmark: _Toc285113079][bookmark: _Toc326743761][bookmark: _Toc328654777][bookmark: _Toc330386596]

Assessment Requirements

Performance Evidence

Evidence of the ability to:

· Use the business plan to:
· determine staffing requirements
· conduct skill-gap staff training
· develop human resources policies and procedures
· Develop job descriptions and selection criteria
· Determine induction processes
· Implement staff development program
· Adhere to legal requirements and codes of practice
· Develop staff records system
· Conduct ongoing performance measures
· Communicate effectively with staff members
· Develop contingency plans
· Develop strategies to review team performance
· Monitor and review staff.

Note: If a specific volume or frequency is not stated, then evidence must be provided at least once

Knowledge Evidence

To complete the unit requirements safely and effectively, the individual must:

· Discuss all government legislative requirements relating to staffing the business operation 
· Explain work health and safety (WHS) responsibilities and procedures for managing hazards
· Summarise relevant industry awards or enterprise agreements
· Outline staff development pathways
· Identify training course options for staff development
· Summarise staff counselling, grievance and disciplinary procedures
· Identify unfair dismissal legislation and procedures.

Assessment Conditions

Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the Management and Leadership – Small and Micro Business field of work and include access to:

· [bookmark: _GoBack]Business equipment and resources
· Relevant legislation, regulations, standards and codes
· Relevant workplace documentation and resources
· Case studies or where possible, real situations 
· Interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.


Links
[bookmark: _Toc419285765]
Companion volumes available from the IBSA website: http://www.ibsa.org.au/companion_volumes - http://companion_volumes.vetnet.education.gov.au/Pages/TrainingPackage.aspx?pid=13


Housekeeping Items
Your trainer will inform you of the following:
Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Any rules, for example asking that all mobile phones are set to silent and of any security issues they need to be aware of. 
What times the breaks will be held and what the smoking policy is.
That this is an interactive course and you should ask questions.
That to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn.
Ground rules for participation:
Smile
Support and encourage other participants
When someone is contributing everyone else is quiet
Be patient with others who may not be grasping the ideas
Be on time
Focus discussion on the topic
Speak to the trainer if you have any concerns
[bookmark: _Toc326743762][bookmark: _Toc328654778][bookmark: _Toc330386597][bookmark: _Toc419285766]Objectives
Discover how to develop staffing plan
Know how to recruit, induct, train and retain team
Learn how to comply with industrial relations obligations
Understand how to maintain staff records
 Recognise how to manage staff
Develop the skills to review team performance
Gain skills and knowledge required for this unit 


[bookmark: _Toc419285767]1. Develop staffing plan
1.1. 	Determine staffing requirements to allow the business to run effectively, in accordance with 	requirements outlined in the business plan  
1.2. 	Identify and compare existing skills of owner/s and staff with business requirements to identify any gaps 
1.3.	 Develop policies and procedures for owner/s and staff, in accordance with the business plan
[image: ]

[bookmark: _Toc419285768]1.1 – Determine staffing requirements to allow the business to run effectively, in accordance with requirements outlined in the business plan  
[bookmark: _Toc419285769]1.2 – Identify and compare existing skills of owner/s and staff with business requirements to identify any gaps 
[bookmark: _Toc345158677][bookmark: _Toc419285770]Determine staffing requirements in accordance with the business plan
Staffing requirements may include:
[image: ]Full-time, part-time, permanent, temporary or casual
Number of staff
Responsibilities, competencies required
Self, other owners, family and/or friends
Sub-contractors or external advisors/consultants
Time commitment, performance expectations.
Assume the Business Plan is completed, which would outline the purpose of the business.
Typical outline of salient points in a business plan
The business plan should include:
Business name: Enter your business name as registered in your state/territory. If you have not registered your business name, add your proposed business name
Business structure: Sole trader, partnership, trust, company.
ABN: Registered Australian business number
ACN: Registered Australian company number, if applicable
Business location: Main business location
Date established: The date you started trading
Business owner(s): List all of the business owners
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Relevant owner experience: Briefly outline your experience and/or years in the industry and any major achievements/awards
Products/services: What products/services are you selling? What is the anticipated demand for your products/services?
The Market
Consider:
Target market: Who are you selling to? Why would they buy your products/services over others?
Marketing strategy: How do you plan to enter the market? How do you intend to attract customers? How and why will this work?
The Future
Vision statement: The vision statement briefly outlines your future plan for the business. It should state clearly what your overall goals for the business are
Goals/objectives: What are your short & long term goals? What activities will you undertake to meet them?
The Finances
Briefly outline how much profit you intend on making in a particular timeframe. How much money will you need up-front? Where will you obtain these funds? What portion will you be seeking from other sources? How much of your own money are you contributing towards the business?
Business premises
Describe the location and space occupied/required. What is the size of the space you occupy/require? Which city or town? Where in relation to landmarks/main areas? If you have a retail business, where are you in relation to other shops? What is the retail traffic like?
[bookmark: _Toc247949632]Buy/lease: If you have purchased a business premises or are currently leasing, briefly outline the arrangements. If you are still looking for a lease, outline your commercial lease requirements and any utilities/facilities required.
Determine staffing requirements in accordance with the business plan
Organisation chart:
An organisation chart is helpful for displaying the structure and hierarchy of the organisation. It gives a visual representation of the position of various team members and management involved with the project and makes it easy for team members to see who they need to go to. 
An organisation chart can be as simple or as complex as needed, they may also have photographs of the individuals under each job title for ease of recognition. Organisation charts can be sent to team members or hung up in poster form for reference. 
[bookmark: _Toc243809446][bookmark: _Toc243816960][bookmark: _Toc243887262][bookmark: _Toc243887460][bookmark: _Toc243887496][bookmark: _Toc243887532][bookmark: _Toc243887569][bookmark: _Toc243887606][bookmark: _Toc243888593][bookmark: _Toc243888711][bookmark: _Toc243889705][bookmark: _Toc243893179][bookmark: _Toc243901085][bookmark: _Toc243904621][bookmark: _Toc243904695][bookmark: _Toc243904741][bookmark: _Toc243904781][bookmark: _Toc243967861]Organisation chart example:
[bookmark: _Toc419285771]

[bookmark: _Toc345158678][bookmark: _Toc419285772]Staffing needs may include:
List of roles
Management structure
Job descriptions
Number of employees
Proposed compensation
Availability
Training plan:
[bookmark: _Toc345158679][bookmark: _Toc419285773]Staff Management structure key staff 

	Job Title
	Name
	Expected staff turnover
	Skills or strengths

	e.g. Marketing/ Sales Manager
Full time
	
	[12-18 months]
	Relevant qualifications in Sales/Marketing. At least 5 years’ experience in the industry. Award in marketing excellence 2007.]

	Next
	
	
	

	Next
	
	
	

	Next
	
	
	



[bookmark: _Toc345158680]

[bookmark: _Toc419285774]Job descriptions
	Job Title
	<Insert job title>

	Reporting to:
	<Insert supervisor’s title>

	Salary
	<Insert salary per hour/annual or total package including salary, superannuation, commissions or benefits>

	Hours
	<Insert average number of hours per week or type of employment such as casual, full-time>

	Location: 	
	<Insert location of the position and any travel required>

	Purpose of the position
Describe the overall purpose of this position and how it contributes to the goals or function of the business; include the authority level (e.g. manager or support staff).
Responsibilities & duties
Insert responsibility or duty of the position including frequency or duration of work, effort and skill required, complexity of tasks and equipment required.


[bookmark: _Toc345158681][bookmark: _Toc419285775]Number of employees

	Job Title
	Quantity
	Expected staff turnover
	Skills necessary
	Date required

	[e.g. Office Manager]
Full time
	[1]
	[2-3 years]
	[Relevant qualifications in Office Management. At least 2 years experience.]
	xx/xx/xxxx

	Next
	
	
	
	

	Next
	
	
	
	

	Next
	
	
	
	


[bookmark: _Toc345158682][bookmark: _Toc419285776]Recruitment options
How do you intend on obtaining your required staff? 
Advertising in the local paper
Online advertising
Agencies
Word of mouth
Family.
[bookmark: _Toc345158683][bookmark: _Toc419285777]For training programs, consider:
Are there any training programs you will be organising in the event you cannot find the required skills? 
Are these in-house or external providers? 
What training will you as the business owner/manager undertake to keep your skills current? 
[bookmark: _Toc345158684][bookmark: _Toc419285778]For skill retention strategies, consider:
What procedural documentation will you provide to ensure the skills of staff are maintained? 
Do you have an appropriate allocation of responsibilities? 
How are responsibilities documented and communicated to staff? 
What internal processes will you implement to regularly check that the current skills of staff members are still appropriate for the business? 
[bookmark: _Toc345158685][bookmark: _Toc419285779]Identify and compare the existing skills/competencies
Existing skills/competencies of owner/s and staff
For each of the competencies listed, as per the definition, evaluate them against the scale as defined below using a comparison on their proficiency by checking the box in the appropriate column.


Competency definition
	
Existing skills/competencies of owner/s and staff
Detail:


	Held by :
	

	What is the competency being evaluated

	

	Who are you evaluating?
	

	 Best candidate for the job
 Average candidate
 Better candidate than the person currently holding this role



Multiple employee/candidate competency check
	Competency #1

	Competency #2

	Competency #3

	Employee
Name:
	No Evidence of competency
	Marginally competent
	Exceeds competency Expectations

	Greatly Exceeds competency

	
	1 
2 
3 
	1 
2 
3 
	1 
2 
3 
	1 
2 
3 
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[bookmark: _Toc419285781]1.3 – Develop policies and procedures for owner/s and staff, in accordance with the business plan
[bookmark: _Toc419285782][bookmark: _Toc345158687]Policies and procedures 
Policies and procedures may include:
Complaint and grievance procedures
Culturally appropriate entitlements e.g. Funeral leave, national/religious days
[image: ]Culturally appropriate procedures e.g. How business will enact cultural requirements for relationships between owner/operator, employees and service providers
Employment conditions, equal opportunity, anti-discrimination, cultural diversity
Induction and training
Workplace health and safety (WHS) 
Recruitment and selection
Performance measures
Professional development.
	Complaint and grievance procedures 

Employment conditions, equal opportunity, anti-discrimination, cultural diversity

Culturally appropriate procedures
	Examples:
· Promote a working environment that is characterised by respect and which is free from discrimination and harassment. 
· Provide an internal procedure for dealing with issues and complaints of discrimination and harassment which may arise. 
· Meet the requirements of State and Federal legislation, and any current Diversity Management Plan. 
· Ensure that discrimination and harassment are dealt with in a confidential, sensitive and expedient a manner. 
· Ensure that the prevention and resolution of complaints of discrimination and harassment become an integral part of line management role and job descriptions.

	
WHS

Performance measures

Induction and training

	Examples:
· Ensure a system is in place for the identification and provision of appropriate WHS information. 
· Nominate staff who are competent (through appropriate training) to deliver the induction package to new employees.
· Ensure there is an evaluation process of all employees to check their understanding of induction.
· Make sure records are maintained of the employee induction process, training modules and competencies achieved.
· Ensure core competencies for job roles are identified as part of a Training Needs Analysis process 
· A training program is developed and implemented that links to the Training Needs Analysis 
· Trainers are competent to deliver training 
· Training is assessed for suitability and adequacy on a regular basis and any identified 
· improvements made 
· Employees receive suitable and adequate training




[bookmark: _Toc419285783][image: Fotolia_2204087_XS.jpg]Activity 1B


[bookmark: _Toc419285784]2. Recruit, induct, train and retain team
2.1. 	Develop job or position descriptions, competencies required and selection criteria to meet business’ needs
2.2.	Judge information obtained from each candidate against specified selection criteria, and select according to business needs and legal requirements  
2.3.	Induct new staff members in accordance with policies and procedures of the business  
2.4.	Make team members aware of their responsibilities and performance requirements as soon as practicable, and take opportunities to coach team members who are unfamiliar with procedures of the business  
2.5.	Develop and implement a staff development program and career paths based on requirements of business and staff competencies  
2.6.	Advertise staff vacancies appropriately in accordance with staffing plan
[image: ]

[bookmark: _Toc419285785]2.1 – Develop job or position descriptions, competencies required and selection criteria to meet business’ needs
[bookmark: _Toc345158692][bookmark: _Toc419285786]Key elements of job/position descriptions 
Position profile
The position profile outlines the basic details of the position including, the position title, position number, department the position is in, salary, superannuation, employment type as well as who to contact for any queries.
Position summary
In no longer than 2-4 sentences in total, briefly explain the purpose of the position, the reason position exists, the relevance and intention of the role.
Example: “This is a high quality customer service and administrative support role that provides the first source of advice and guidance in relation to the business policy, procedures and processes. You are required to exercise judgement, set priorities and schedule work to meet deadlines”.
Selection criteria
Ensuring the selection criteria and key responsibilities are appropriately linked at this point assists in laying the foundations for future conversations around conditions, expected performance KPIs and career path opportunities in a more objective, fair and effective manner.
The selection criteria provides structure to assist a selection committee if one is in place, developing effective interview questions and in identifying the applicant(s) best suited to perform the role.  
Applicants need to measure their own suitability against accurate selection criteria. To be most effective, the criteria needs to be validated with the applicants?
A properly developed selection criteria should:
· Signify the essential elements of the position
· Attract a high quality pool of applicants
· Provide a reliable standard that applicants can be considered against.
When developing selection criteria ensure they comply with Equal Opportunity policy and workplace and employment legislation.
It is important to prioritise the key 5-8 selection criteria to be addressed by the applicant and the person or committee conducting the interviews. Highlight critical behaviours a person is required to fulfil the requirements of the job.
[bookmark: _Toc419285787][bookmark: _Toc345158693]Selection criteria 
Selection criteria are made up of a mixture of:
· Qualifications - formal educational/technical qualifications or an equivalent mixture of qualifications and work experience required. 
· Attributes - the desired qualities or characteristics a person should possess to ensure they perform successfully in the position. 
· Skills - the ability or competence to do something well. 
· Knowledge - is the accumulation of understanding gained from formal education or through past job experience that the applicant would require to meet the prerequisites of the position.
Note: Some knowledge can be gained on the job, therefore it is important to assess how much and what types of knowledge are required prior to a person starting in a role. This will assist in avoiding overstating selection capabilities. 



[bookmark: _Toc419285789][image: Fotolia_2204087_XS.jpg]Activity 2A


[bookmark: _Toc419285790]2.2 – Judge information obtained from each candidate against specified selection criteria, and select according to business needs and legal requirements  
[bookmark: _Toc345158697][bookmark: _Toc419285791]Addressing the selection criteria
Why are the selection criterion used?
· Selection criteria are a commonly used recruitment technique in Australia where applicants are required to provide detailed responses to a series of statements (typically between 4 and 7 selection criteria)
· Government departments (local, state or federal government level) follow policies and processes that are designed to facilitate the recruitment process
· The first step of the recruitment process is to create a position description outlining the qualifications, knowledge, skills, abilities and experience a person requires in order to meet the requirements of the position.
Judge information obtained from each candidate against specified selection criteria.
Specified criteria include:
· Do you have prerequisites for the position? (These should track with the qualifications listed in the job description, as long as your description is targeted and carefully thought through)
· Do you have special requirements in your organisation e.g., certifications or special education? (If you are recruiting an accountant, for example, you would most likely consider only applicants with a valid CPA credential)
· What qualifications and attributes are critical to high performance in this particular position? (Identify those attributes that you feel will produce superior performance in functions critical to your company’s competitive strength and look for these attributes in prospective employees.)
[image: stick_figure_gymnastics_hands_800_wht.png]Attributes include:
· Flexibility
· Achievement Oriented
· Initiative
· Professionalism
· Decisiveness
· Integrity
· Attention to detail
· Service Orientation
· Independence.
[bookmark: _Toc419285792]The process
Scan applications or resumes first for basic qualifications. [image: figure_with_keys_800_wht.png]Some applicants apply to virtually any job opening, whether they’re qualified or not. Their attitude is “Hey, you never know.”
Look for key criteria such as:
· Specific hiring criteria.
· Good organisational skills or supervisory experience if that is relevant.
· Some CV’s clearly reflect the skills and experience you are looking for while others may come close but just don’t reach your standards.
Set up a process to flag and identify your top candidates. At this point, you probably want to separate the likely candidates from the unlikely. Establish a separate file for each of the applicants who pass the initial review.
Extend an invitation
Your next move depends on how many applicants remain. If you have only a few, you may want to invite them all to come in for an interview. If you have more applicants than you can handle, you may want to add yet another level of evaluation.
[bookmark: _Toc345158698][bookmark: _Toc419285793]Make selections in accordance with business needs and legal requirements:
· Take the time, make the effort, and spend the money necessary to locate the best individual possible for the position
· Screen the candidates by reviewing resumes and applications, but don't make that definitive. Too many times, they can be misleading
· Consider an early interview by phone as a method of screening, but spend the time necessary for personal interviews
· For a position of importance, maybe use a second opinion or an external assessment test to help in a final determination
· Use whatever legal means you can to learn about addictions
· Save the applications.
[bookmark: _Toc345158699][bookmark: _Toc419285794]Other legal assessments include:
· Court Records – Many companies check for criminal histories and civil litigation records
· Credit history - Companies routinely perform credit checks seeking evidence of disregard for obligations such as late payment history
· Google - Almost all companies invest in services that check a job applicant on the web, and it's amazing how much personal information people will disclose in chat rooms and on Facebook
· Unobtrusive measures - Companies may request pre-employment drug testing and require job candidates to agree to written testing, all in the quest for evidence of dishonesty.
Some companies arrange a golf interview because golf is a fantastic way to access the true personality of a job candidate.
[image: MGab.jpg]

[bookmark: _Toc419285795][image: Fotolia_2204087_XS.jpg]Activity 2B



[bookmark: _Toc419285796]2.3 – Induct new staff members in accordance with policies and procedures of the business  
[bookmark: _Toc419285797]2.4 – Make team members aware of their responsibilities and performance requirements as soon as practicable, and take opportunities to coach team members who are unfamiliar with procedures of the business  
[bookmark: _Toc419285798]Inducting new staff members
Staff induction is about integrating new employees into companies as quickly as possible, in order to help them become committed to the company, work safely and reach their full potential.
The most efficient manner in which to conduct an induction is to follow a set schedule to ensure all the areas are covered.
Australian workplace laws have requirements for the proper conduct of induction, especially as it relates to workplace health and safety.
A well-structured and up-to-date induction program can help minimise staff resignations and increase productivity.
[image: stick_figure_discussion_pa_500_wht.gif]The process can take anything from several hours to a few weeks. Depending on your type of business and work environment, steps can include:
· Introductions to other staff
· Provision of uniform, locker, email address, business cards
· Appointing a work colleague as a 'buddy' to explain the job and show the new employee around
· Informal staff meetings to ensure there are no issues
· Documented probationary meetings at the end of the first, second and third months
· Induction is ongoing, particularly for employees who change roles
· Keep staff informed of any workplace changes that might affect them.
[bookmark: _Toc345158703][bookmark: _Toc419285799]Duty of care
As an employer in Australia you have a duty of care to ensure all employees are protected. 
During induction new staff need to be aware of:
· Possible threats to their health and safety
· Procedures that ensure they do not suffer injury or illness while at work
· The proper use of protective equipment.
It is the employer's responsibility to provide proper training and supervision until new staff are familiar with safety procedures.
Make no assumptions: Lack of familiarity means a new person is more at risk of being injured, regardless of their previous experience.
[image: grads_throwing_up_hats_800_wht.png]Diverse needs
Induction programs should be modified for different employees:
· School leavers – limited work experience means they are likely to need more support, instruction and supervision in the first few months
· Graduates – while they also need extra support they will be keen to apply their learning and this should be encouraged
· Career changers/mature age – induction should focus on identifying their skills while filling any knowledge gaps - try not to over-supervise their work.
Different needs
Australian and State Government laws prohibit discrimination against people with disabilities, ethnic or social minorities, those with caring responsibilities and people from a non-English speaking background.
Reasonable workplace adjustments may be required to accommodate newly employed people from these groups.
Policies and procedures of the business
There are two types of inductions – company and role/position.
Company induction training is about communicating the company’s core values and its culture.
Company induction also includes SAFETY, special needs and other regulatory impacts on employees, largely depending on the nature of the role.
It is generally accepted that to motivate new employees to adopt company policy behaviour is to translate the role into action steps on a daily basis. 
It is about shaping work values and a sense of identity with the company.
Typical information that will assist includes a company introduction, maybe a presentation if there are a large number of inductees, history and nature of the business, organisational philosophy, human resources policies and procedures.
The role/position generally is well advised through the original position description and the interview process.
The role then needs to be interfaced from a paper record into practical application and a human connection.
Make sure you don’t:
· Leave induction as a secondary thought which is only completed if WHS or other rules are in need of being ‘signed off’
· Involve staff who would prefer to be working elsewhere or prefer a short sharp PowerPoint presentation.
· Forget to conduct a tour of the workplace.
[bookmark: _Toc345158705][bookmark: _Toc419285801]The Do’s
Before the first day:
· You need to prepare for the induction of a new employee
· Create an agenda for the employee's first week on the job
· Schedule times for the new employee to meet with key staff members
· Provide staff members that need to know with the CV of the new member
· Arrange for current employees and managers to share a description of their own positions, how their roles interact with that of the new employee, and how they might expect to work together in the future.
[bookmark: _Toc345158706]When planning your program or writing a policy on induction:
	Objectives
	Desired Outcome

	Consider the aims and objectives of the induction program. 
	Are they clear, specific and measurable?

	Use adult learning principles. 

	Adults learn by "doing" and experiencing things, therefore involve the new staff member in your induction program, giving them plenty of opportunity to practise new skills and use new information.

	Ensure that the program is tailored to the individual staff member's needs
	Consult with the new staff member's colleagues for information the new staff member needs to perform their job competently. 

	Be aware of cultural diversity
	Tailor your program to suit, for example special dietary requirements, religious or cultural norms, language.

	Rotate activities and add variety
	Do not schedule meetings all week. Give the person a wide variety of activities to participate in. 

	Consider the most effective way to present information to your new staff member.
	Policy information may be given in written form, whereas the steps needed to use the phone will best be presented by showing the person how to do this correctly and then giving them the opportunity to practice the new skill. Other ways to impart knowledge include interviews with other staff, mentoring, audio-visual presentations, pamphlets and brochures.



The first day
The better prepared you are to welcome a new employee the easier the transition will be for everyone.
Schedule a particular staff member to be available to greet the new employee and conduct an introduction process, which may include a tour or formal presentation to start.
Remember a new employee will need to absorb a lot of information in a short amount of time, so they will likely have questions about these things later.
Balance the first day's schedule between orientation, meetings, and less formal gatherings. 
Arrange for a group of staff members to meet informally, possibly over a lunch break or other company activity that may coincide with Day 1.
During the first week
Make team members aware of their responsibilities and performance requirements as soon as practicable and take opportunities to coach team members who are unfamiliar with the procedures of the business
Whereas the first day entails presenting a good deal of information to the new employee, the first week focuses on the exchange between the new employee and other staff members, primarily between the new staff member and direct supervisors or managers.
As part of a check list that will be detailed more extensively, these first week actions can be summarised as:
· Meet/discuss information about processes
· Reporting and decisions processes
· Expectations, timelines and deliverables
· If the new employee has supervisory or managerial roles ensure that one-on-one meetings are scheduled within the first week 
· Schedule meetings with other teams or departments to learn more about the whole organisation from many different perspectives and to create new relationships with key staff members
· Meet with senior managers, Board members and Directors, if appropriate to the role.
The first three months and beyond:
Effective employee induction continues past the first week. 
Throughout the first three months reviews should be undertaken on the previous methods used.
Seek additional opportunities to integrate new employees into work groups and into the organisation as a whole.
After 90 days, have the supervisor provide formal feedback on the new employee's performance and also solicit feedback from the employee. 
Depending on the organisation's culture and policies, this meeting could involve a representative of the Human Resources Department. 
During this meeting, any issues of concern should be addressed and accomplishments noted so that all parties are confident that the new employee is poised for success in his or her role.
Encourage the new employee to note any ideas they may have for improving the operations, strategy, or culture of the organisation. 
The new employee may or may not feel comfortable sharing these suggestions immediately, but it is important that the organisation be open to the impressions of someone who is coming in with fresh eyes. 
Allow employee induction to be an iterative process, one that evolves with your organisation's growth.
[image: stick_figure_holding_three_3.png]

[bookmark: _Toc345158707][bookmark: _Toc419285802]General organisational induction training checklist
Example template for induction
	
Induction Checklist
Employee Name: _________________________________ 
Date of Commencement: _______________

Position:___________________________________________________________________________

Employment Type:  Full-Time   Part-Time   Volunteer   Contractor 
(tick appropriate box)

	1. Welcome new employees
Welcome new employee to the organisation.
Provide copies of:

· Employee Handbook
· Workplace Health and Safety Policy

	1. Introduction
Provide an overview of the Organisation, including: 
· Size
· Organisational structure
· Number of Employees
· Services provided
· Introduce employee 

	3. Provide information about conditions of employment
· Position description
· Relationship of job to other jobs within the Organisation
· Leave entitlements
· Remuneration and Superannuation
· Professional image
· Training and development
· Organisational policies 
Including:	Equal employment opportunity
			Harassment
			Code of conduct
			Grievance procedures
· Worker’s Compensation

	4. Workplace health and safety overview
· Workplace Health And Safety Policy
· Safe work practices and rules
· Manual Handling
· General housekeeping
Fire Safety: 
· Explain and/or demonstrate the fire warning system
· Fire evacuation procedures
· Assembly point for evacuation
· Types and locations of fire extinguishers
· Fire wardens
Injury and Incident Reporting:
· Process for reporting injury, incidents or hazards
· Location of first aid facilities
· First aid and workplace health and safety representatives

	5. Put new employees at ease with their new environment
Conduct office tour, including:
· Toilets
· Tea room/canteen
· First aid facilities
· Car Parking
· Noticeboards
Overview of local area:
· Local shops/facilities
· Public transport 
Introduce new employee to:
· Managers and Supervisors
· Employees
· Workplace health and safety representatives
· First Aiders
· Fire Wardens

	6. Assign a mentor for the next two/three weeks:
· Mentor name _________________________________________________
· Distribute Induction Evaluation for the employee to complete within three weeks

	1. Confirmation of completed induction
Employee Name: ____________________________________________
Employee Signature: _________________________________________
Date: ______________________________________________________
Manager/Supervisor Name___________________________________
Manager/Supervisor Signature: _______________________________
Date: ______________________________________________________






[bookmark: _Toc419285803][image: Fotolia_2204087_XS.jpg]Activity 2C


[bookmark: _Toc419285804]2.5 – Develop and implement a staff development program and career paths based on requirements of business and staff competencies  
[bookmark: _Toc345158710][bookmark: _Toc419285805]Staff development programs
Staff development program and career paths may include:
· Attendance at courses
· [image: personal_trainer_with_treadmill.png]Career planning
· Coaching
· Flexible learning
· Job rotation
· Mentoring
· On-the-job training
· Professional development
· Staff exchanges
· Succession planning.
[bookmark: _Toc345158711][bookmark: _Toc419285806]Develop and implement a staff development program
Staff development programs are a critical component of professional development policy and quality assurance systems. 
A staff development program should be prepared in the context of other planning processes that we have discussed elsewhere. It must be part of the broader plans such as the Business Plan.
[bookmark: _Toc345158712]To ensure the staff development program is a valid and workable plan it should: 
· Contain input from staff 
· Respond to needs identified in staff feedback 
· Be flexible enough to change as priorities shift 
· Be consistent with the organisations overall planning and strategy process 
· Support supervisors in their role as developers of staff and provide them with the appropriate levels of resources to achieve this 
· Advise and guide staff in their pursuit of development options 
· Align the development program activities with the strategic direction of the organisation
· Highlight any other priority issues of the organisation that may inhibit the development of the program. 

	Planning options 
	By whom
	Check

	A priority list of the staff development programs or activities, showing how they align with the strategic and operational needs of the organisation.
	
	

	Resource allocation 
	
	

	A statement of the targets or success indicators for staff development and a time frame that the development program intends to operate. 
	
	

	Planning timeframe
	
	


[bookmark: _Toc345158713][bookmark: _Toc419285807]The planning template 
Significant policy components of a successful employee development experience:
· The goals of the employee development program are made clear
· The employees are involved in determining the knowledge, skills and abilities to be addressed
· The employees are fully participating in activities during the development process
· The work experiences and knowledge that employees bring to each situation are used as a resource
· New material is connected to the employee's past learning and development experiences
· The employees are given an opportunity to reinforce what they learn from the development experience 
· The development program selected or offered is safe and supportive and the individual employee is shown respect and promotes positive self-esteem.
	Introduction
	What is this all about?

	Purpose of the Plan

	Examples could include: 
· To meet strategic directions of the organisation 
· To enable the efficient and equitable allocation of development resources 
· To assist staff in preparing their own program and career paths 

	Links to other plans/documents

	This is a standard section in many plans. Links could include:
· Supporting professional development policies 
· Related policies such as special education and training 
· Quality Assurance System compliance


	Staff development priorities
	This section identifies the staff development priorities of the organisation:
· Selecting which elements are most important and needed by applying a priority listing.
· Specifying the development needs arising from selected and prioritised areas. 
· Identifying any programs or initiatives that will address the development needs.
· Strategic directions in which staff development will play a role 
· Change initiatives that will be supported through staff development.





[bookmark: _Toc419285808][image: Fotolia_2204087_XS.jpg]Activity 2D


[bookmark: _Toc419285809]2.6 – Advertise staff vacancies appropriately in accordance with staffing plan
[bookmark: _Toc419285810][bookmark: _Toc345158716]Advertising staff vacancies
Advertising may include:
Electronic (radio, television and internet)
Noticeboards
Print media
Word-of-mouth.
The best techniques for writing effective staff vacancies for advertisements are the same as for other forms of advertising:
The vacancy is your product
The readers of the advertisement are your potential customers.
The objective of the advertisement is to attract interest, communicate quickly and clearly the essential points, and to provide a clear response process and mechanism. 
Designing the advertisement ‘appropriately’ would be complying with company policy or HR (Human Resource) procedures to meet standards or other criteria for advertising or communicating.
This may also include the means to deliver the message or observance of existing arrangements with media outlets or other channels.
[bookmark: _Toc345158717][bookmark: _Toc419285811]Example policy requirements
[bookmark: _Toc345158718][bookmark: _Toc419285812]Introduction 
The Human Resource Policy and Procedures Manual provides the policies and procedures for managing and developing staff. It also provides guidelines the company will use to administer these policies, with the correct procedure to follow for designing and issuing position available advertising. 

These policies and procedures apply to all employees.
Print Media
When using Print media, the company has established an agreement with the following media organisations and they are the only organisations advertising is permitted.
Electronic media
When using electronic media, the company has established an agreement with the following media organisations and they are the only organisations advertising is permitted to be broadcast.
These are:
Online internet: Seek.com
Radio: not supported
TV: not supported.
General policy – staff vacancies
All jobs advertised must:
Be a genuine position currently accepting applications
State the city or region in which the job is located
Concentrate on clarity of text, layout and on conveying a professional image.
Contain company logos and branding but not overbearing and not dominate the advertisement.
All jobs advertised must not:
Be posted online by staff without HR approval
Be over-designed with graphics (distracts and slows reading)
Be difficult to read quickly or at all for any reason
Have font (type-style) too small or too large
Overuse capital-letters (upper-case)
Use lots of words in italics - they are a lot more difficult to read quickly
Use strange-looking or fancy fonts
Not be printed in daft colours or tints against a coloured, patterned or picture background
Contain too much technical detail about the job or the company
Contain too many words - they are a real turn-off - keep it simple.
Things to avoid when designing staff vacancies appropriately in accordance with staffing plan:
Job listing is too vague: This can happen when a technical job listing is designed by those without the actual knowledge of the position. Ensure the right people are consulted when advertising technical positions
No mention of required skills: All positions must have clearly stated the details of skills and education requirements
Job listing is incomplete: Be mindful of not creating short job descriptions that leave large amounts of questions to answer by applicants
Too many requirements: Be careful, especially when designing a senior position, that you do not include excessive lists of suggested experiences that will dissuade many applicants
Impossible requirements: Do not overdo technical or current IT skills requirements that would eliminate a massive slice of the potential market!
Candidates are asked to specify their salary requirements: This is a sure sign of a company with a very limited budget! Simply do not say this
Job listing illegally asks for personal information: Be clearly mindful of not breaching privacy laws or other sensitive cultural issues. If uncertain, check with the lawyers or if you have one in the business, a legal advisor
No call to action: Do not design the job vacancy like a novel...it must be designed to cause an action, which is to cause a response not just reading and discarding!



[bookmark: _Toc419285813][image: ]Activity 2E


[bookmark: _Toc419285814]3. Comply with industrial relations obligations
3.1. 	Clarify workplace rights and obligations of employers and employees, in accordance with legal requirements and codes of practice  
3.2. 	Counsel staff, if required, in a positive and constructive manner and record outcomes accurately
[image: ]

[bookmark: _Toc419285815]3.1 – Clarify workplace rights and obligations of employers and employees, in accordance with legal requirements and codes of practice  
[bookmark: _Toc345158722][bookmark: _Toc419285816]Industrial relations
In its simplest form, “Industrial Relations” is the relationship between an organisation and its employees.
It is the framework for work conditions and sets the guidelines for the workplace relationship between employer and employee.
[image: ]Every person is affected either directly or indirectly by industrial relations. 
In Australia, Awards and Enterprise Agreements set the terms and conditions of work for over 80% of wage and salary earners.
Industrial relations may include:
Awards and/or industrial agreements and relevant industrial instruments
Counselling, dismissal procedures.
Legal requirements and codes of practice may include:
Award and enterprise agreements and relevant industrial instruments
Commonwealth, state/territory and local government legislative requirements affecting business operation, especially in regard to WHS and environmental issues, EEO, industrial relations and anti-discrimination
Relevant industry codes of practice.
In Australia, the new “Fair Work” system commenced on 1 July 2009.
Key elements of the new system include:
A legislated safety net of 10 National Employment Standards (see below)
New modern awards
Revised enterprise bargaining arrangements
Streamlined protections dealing with workplace and industrial rights, including protection against discrimination and unfair dismissal
Two new organisations to regulate the system: Fair Work Australia and the Fair Work Ombudsman.
The Workplace Authority only has responsibility for accepting lodgements of workplace agreements and then assessing them against the No-Disadvantage Test (NDT).
[bookmark: _Toc345158723][bookmark: _Toc419285817]Agreement types
Under the new Fair Work Act 2009, there are 3 types of enterprise agreements:
Single-enterprise agreements: made between a single employer and a group of employees. They can involve more than 1 employer in limited cases (e.g. where 2 or more employers are engaged in a joint venture)
Multi-enterprise agreements: made between 2 or more employers and groups of their employees
Greenfields agreements: single-enterprise and multi-enterprise agreements relating to a genuine new enterprise of the employer(s) and are made before any employees to be covered by the agreement are employed. Greenfields agreements are made with 1 or more relevant unions.
All of these are collective agreements. Unions involved in bargaining for an enterprise agreement may choose to be covered by the agreement.
Under changes to the Workplace Relations Act 1996 on 26 March 2008 Australian workplace agreements (AWAs) can no longer be made. 
Lodgements of AWAs made after 27 March 2008 are not be accepted by the Workplace Authority. 
For all workplace agreements the employer must be eligible to make a workplace agreement.
[bookmark: _Toc345158724][bookmark: _Toc419285818]National Employment Standards
The National Employment Standards (NES) ensure that all employees are protected by a strong safety net of fair minimum conditions that can't be stripped away. The NES apply to all employees in the federal system regardless of industry, occupation or income and will fully effective on 1 January 2010.
The NES provide employers with the flexibility and simplicity they need while also ensuring employees' key entitlements are protected.
The NES are:
[image: ]Maximum weekly hours of work
Request for flexible working arrangements
Parental leave and related entitlements
Annual leave
Personal/Carer's leave and compassionate leave
Community service leave
Long service leave
Public holidays
Notice of termination and redundancy pay
Fair Work Information Statement.
[bookmark: _Toc345158725][bookmark: _Toc419285819]Legislation
The Workplace Relations Amendment (Transition to Forward with Fairness) Bill 2008 passed the Australian Parliament on 19 March 2008. The Bill was introduced by the Minister for Employment and Workplace Relations, the Hon Julia Gillard MP, into the House of Representatives on 13 February 2008.
These reforms were the first step towards implementing the Government's “Forward with Fairness Policy”, and provide certainty for Australian employers and employees that a sensible and measured transition will take place between now and 2010 when the full policy will take effect.
The amendments, among other things:
Prevent the making of new Australian Workplace Agreements
Create a new form of individual workplace agreement - the individual transitional employment agreement (ITEA) - to be available only for limited use during the transitional period
Put in place a new no-disadvantage test for new agreements to provide better protection for employees
Ensure that outworker conditions in awards continue to have effect despite any less favourable terms of a workplace agreement
Enabling preserved state agreements to be extended and varied in limited circumstances
Remove the requirement for employers to provide the Workplace Relations Fact Sheet
Enable the Australian Industrial Relations Commission (AIRC) to undertake the process of modernising industrial awards.
[image: ]In addition, the Fair Work Act 2009 was created and now covers most Australian workplaces.
[bookmark: _Toc345158726]Legal requirements and codes of practice may include:
Compliance with applicable laws and regulations 
Compliance with accounting policies and financial reporting practices 
Compliance with financial and internal control systems 
Compliance with external and internal audit functions 
Compliance with identification and management of risks. 
WHS and environmental issues
The Commonwealth Constitution does not give the Commonwealth a general power to legislate for work health and safety. Hence there are ten general statutes for work health and safety (six state Acts, two territory Acts, a Commonwealth Act covering Commonwealth employees and employees of certain licensed corporations, and Commonwealth Acts covering the maritime, and the offshore petroleum and gas industries). There are also specialist statutes covering the mining industry in some states.
[bookmark: _Toc345158727]WHS legislation and codes of practice may include:
Common law duties to meet the general duty of care requirements
Health and safety representatives and health and safety committees
Prompt resolution of health and safety issues
Provision of information, induction and training
Regulations and approved codes of practice relating to hazards present in work area
Relevant state/territory legislation
Requirements for the maintenance and confidentiality of records of occupational injury and disease.
Definitions:
WHS (Workplace Health & Safety): Workplace health and safety (WHS) in Australia aims to prevent injury and disease to persons in the workplace. Employers must comply with the State, Territory or Commonwealth legislation which applies to them.
WHS Provisions (Nationally): Despite each jurisdiction having its own legislation, they are all similar in their intentions and in many of their provisions. 
[image: ]Common to all are:
Support for WHS in the workplace
Provision of systems of work that are safe and without risk to health
Prevention of injury and disease
Protection of the general public’s safety and health
Inspectors
Regulations
Enforcement.
WHS Legislation
Workplace health and safety (WHS) legislation exists at State, Territory and federal levels. 
Private sector businesses are covered by State or Territory Acts.
The content of the legislation is comprehensive, and each Act has individual differences, but their basic provisions tend to be similar in each case. 
The following provisions appear in each one:
Employers have a duty to provide a safe and healthy workplace for all employees and other people who attend the workplace
Employers must provide work systems that are safe and without risk to health
Employers should train employees to work in a safe and competent manner
Requirements to take steps to prevent injury, illness and disease
Requirements to consult with employees and their representatives over WHS matters
Provisions for workplace inspectors to visit workplaces investigate accidents and enforce provisions of the legislation.
Codes of practice
Codes of Practice are published documents that set out commonly agreed sets of guidelines which inform all parties of responsibilities and expectations under the code. 
COP can be voluntary agreements where a group of companies or an industry sector agree to abide by a particular code.
Quasi-regulation where the code may be developed by industry in cooperation with government.
Co-regulation where the code describes required performance or behaviour or specify acceptable means of meeting broader performance based obligations and there are penalties for non-compliance with the code.
Regulations
The Acts are backed up with comprehensive regulations and codes of practice that cover specific aspects of WHS in detail, such as first-aid requirements, protective clothing and equipment, consultation with employees, formation of WHS committees and appointment of WHS representatives, a wide range of specific hazards (such as hazardous substances, dangerous goods, manual handling, fire safety and emergency evacuation, spray painting, demolition work, handling asbestos, etc.), competency requirements (e.g. for operation of certain equipment or performance of certain types of work), employee training, notification of accidents and incidents, and WHS record-keeping.
Given that Workplace Health and Safety (WHS) legislation exists at State, Territory and Federal levels and in private sector businesses covered by State or Territory Acts, the content of the legislation is comprehensive, and each Act has individual differences, but their basic provisions tend to be similar in each case.
[bookmark: _Toc345158728][bookmark: _Toc419285820]Discrimination
Commonwealth Racial Discrimination Act (1975) The Racial Discrimination Act (RDA) is designed to ensure that all Australians have human rights and freedoms in full equality regardless of their race, colour, descent or national or ethnic origin, being an immigrant, or being a relative or associate of someone of a particular ethnicity. The RDA applies to everyone in Australia including businesses, schools, local governments, State, Territory and Commonwealth government agencies and departments. It overrides racially discriminatory State or Territory legislation.
Discrimination based on protected attributes is illegal. The grounds vary between States and Territories. 
The following grounds summarise those across Australia:
Race (including colour, nationality, descent, ethnic, ethno-religious or national origin)
[image: ]Religious belief or activity
Sex
Marital status
Pregnancy (including potential pregnancy)
sexual orientation, sexuality, lawful sexual activity
Carers’ responsibilities, family responsibilities, parental status
Disability, including physical, mental and intellectual disability, medical record
Breastfeeding
Age
Physical features (VIC only)
Profession, trade, occupation or calling (ACT only)
Industrial/trade union activity
Political belief or activity
Transsexuality, transgender and gender identity
Criminal record
HIV/AIDS
Medical record
Spent convictions
Defence service
[bookmark: _Toc345158729][bookmark: _Toc419285821]Unacceptable workplace behaviours
There are a number of behaviours that are legally unacceptable in the workplace and your organisation or business is responsible for ensuring they don’t occur. Policies and training should be in place to minimise the likelihood of these behaviours. 
Bullying
The repeated less favourable treatment of a person by another or others in the workplace, which may be considered unreasonable and inappropriate workplace practice. It includes behaviour that intimidates, offends, degrades or humiliates a worker.
Harassment
Any unwelcomed action, behaviour, comment or physical contact that is objectionable or causes offence. Harassment is often based in discrimination.
Sexual Harassment
Sexual Harassment is unwelcomed, unsolicited and unreciprocated behaviour of a sexual nature. 
Workplace Violence
Involves incidents where employee is physically attacked or threatened in the workplace.
Threat
Statements or behaviour where person believes they are in danger of being physically attacked.
Physical attack
Any direct or indirect application of force to the body of, or to the clothing or equipment worn by, another person, where that application creates a risk to health and safety.


[bookmark: _Toc419285822][image: Fotolia_2204087_XS.jpg]Activity 3A


[bookmark: _Toc419285823]3.2 – Counsel staff, if required, in a positive and constructive manner and record outcomes accurately
[bookmark: _Toc419285824]Counselling staff
Counselling, if required, would likely include a policy document or guide to the process, as well intentioned counselling can often lead to legal conflict and questions as to applicability and method of approach and delivery.
It would be quite obvious that any counselling format would include a positive and constructive manner of approach, but there would likely be many other impacts and stepping stones to avoid those impacts along the way.
A ‘generic’ policy overview would include:
[image: ]A commitment to improving performance or conduct by an employee using staff counselling and a performance management review process
Several forms of warnings, opportunities for improvement and personal counselling
Usually, there is a resistance to disciplinary action at first, until after the employee has been given adequate opportunity to improve.
Such a policy would then also outline the rights of both the employee and the employer in undertaking counselling process steps.
[bookmark: _Toc345158731][bookmark: _Toc419285825]For example, employees may be entitled to:
View any information placed on their personal file, which may be regarded as adverse
Request formally the removal or deletion of records mentioned on their personal file that the employee believes is incorrect, out-of-date, incomplete or misleading
Request the presence of a union representative or possibly the involvement to a greater extent of a union at any stage
Make application for any accrued leave if a decision is made for any suspension during the investigation process.
[bookmark: _Toc345158732][bookmark: _Toc419285826]A form of legal terminology would be included to allow the employee access to their personal files and should they wish take notes and have the right to make copies of the contents of the file.
Examples only: Employer's rights and obligations
The employer should be entitled to suspend an employee with pay during the investigation process provided that continuity of service is calculated for leave purposes.
If agreed, the employee may be transferred to another area or role within the organisation.
If there is a need for counselling in the view of the employer, it should be investigated ASAP or at least within 7 days.
Be entitled to take other disciplinary action before and/or during the procedures, such as dismissal, in cases of misconduct or where the employee's performance warrants such action.
Be entitled to request the presence of a union representative at any stage.
Some methods of counselling
[image: ]There are many examples and ways in which organisations conduct counselling. A policy with adequate and agreed guidelines would be a good start.
Typical procedures could be structured on certain steps or stages with checks and balances.
Steps would be:
A verbal warning
Followed by written warnings, of which the number would be determined by the policy before any advanced action takes place
A final written warning to then allow suitable disciplinary action to occur as the final step.
As a check and balance process, an employee should be advised in writing, of a required time line for feedback, to allow the matter to be dropped or moved to another level.
Such correspondence would, of course, be kept on the employee file.
Counselling 
[image: ]In a very general definition, as this is conducted and structured by experts in this filed and should not in this class session be regarded as professional advice, you would approach the issue and reinforce the standard of work or conduct expected.
Where the employee is failing to meet that required standard, the following may occur:
A suitable review period issued for monitoring the employee’s performance
The severity of the situation determined
Whether disciplinary action will follow should the employee’s work performance or conduct not improve.
After a series of counselling sessions where professional techniques would occur and strategies implemented, a final decision may be made to:
Demote the employee to a lower level position
Various polices would refer to rates of pay and conditions in association with such as decision
Suspend the employee without pay from work for a specified period of time
 The employee may be entitled to make application for accrued leave for whole or part of any suspension period
Terminate the employment of the employee.


[bookmark: _Toc419285827]Activity 3B
[image: ]

[bookmark: _Toc419285828]4. Maintain staff records
4.1. 	Develop staff records system to provide timely and accurate information, in accordance with confidentiality, legal and taxation requirements  
4.2. 	Monitor and accurately maintain system for recording and retrieving personnel and payroll information, and seek specialist advice where required
[image: ] 

[bookmark: _Toc419285829]4.1 – Develop staff records system to provide timely and accurate information, in accordance with confidentiality, legal and taxation requirements  
[bookmark: _Toc419285830]4.2 – Monitor and accurately maintain system for recording and retrieving personnel and payroll information, and seek specialist advice where required
[bookmark: _Toc419285831]Developing staff records
[image: ]Staff records system must include:
Disciplinary and grievance procedures
Employee records (including tax file number, remuneration, leave and training records)
Job/position descriptions
WHS record
Records of taxation and superannuation payments made.
Given the examples provided, (and there are many others), are mandatory in the sense that all organisations in Australia would be required either by laws or by various forms of compliance to keep and access those records, the current and most common method is computer generated file management.
Creating a computerised system for collecting and storing information on the examples provided are all part of running a small business and a large one.
This may include:
Disciplinary and grievance procedures
Employee records (including tax file number, remuneration, leave and training records)
Job/position descriptions
WHS record
Records of taxation and superannuation payments made.
You may choose to operate a manual system and that is perfectly acceptable, but as mentioned computerised record keeping systems are more common as they are often integrated with other systems you may have for other needs.
For example, MYOB or similar accounting packages, but regardless of its format, it should be:
Simple
Easy to understand
Reliable
Accurate
Provide information when you need it and in an accessible format.
[bookmark: _Toc345158737][bookmark: _Toc419285832]Why is it important to keep records?
A business must keep a range of employment and related records:
To comply with State and Commonwealth laws
To help you manage your reporting and recording obligations in the business more effectively
[image: ]To ensure that employees are correctly paid and that they have access to their correct leave entitlements
To help you answer enquiries from employees (or possibly their unions) about their pay or other entitlements
To provide professional reports or access to requests from inspectors from the Australian Government Fair Work Ombudsman who are entitled to enter workplaces to inspect employee records
To provide similar access to union officials (subject to certain conditions) who represent employees at the workplace.
[bookmark: _Toc345158738][bookmark: _Toc419285833]Other employment records
Apart from payroll purposes, leave entitlements, taxation, superannuation records other reports are kept for:
Details on pay rises, promotions or job description and role changes
Recording skills and qualifications held by employees, as well as completion of training courses, seminars
Current job descriptions and what skills/qualifications/abilities/experience the employee needs to have
Employee information to adequately provide information for tax statements and returns
To provide statistical information sometimes required by government agencies
Property issued to employees, such as uniforms, security cards, vehicles, laptops, mobile phones, credit cards.
[bookmark: _Toc345158739][bookmark: _Toc419285834]Manual record keeping systems
Manual record keeping systems consist of paper based records in journals, books and other formats. They are a good starting point for many small businesses but in this current time, almost 100% of businesses will not commence life unless they have a complete IT infrastructure, including record keeping.
[bookmark: _Toc345158740][bookmark: _Toc419285835]Electronic record keeping systems
Without naming dozens of propriety software programs for record keeping, suffice to say whatever system you use, it is far better to have one that is integrated to other systems, such as MYOB or Quickbooks.
The 4 basic rules for record keeping are:
[image: ]Useful — Don’t waste your time keeping records you will never use
Easy to use — Simple and neat to encourage you to use the system
Accurate — Bad records can lead to poor decisions
Compulsory – These are the records you are required to keep by law e.g. financial records for tax returns.
Keeping electronic records secure 
You must be able to ensure the records kept on your computer system are secure and accurate. 
This includes having: 
Control over access to your computer through the use of passwords or other approved security systems
Control over incoming and outgoing information 
Control over processing of information
Back-up copies of computer files and programs and the ability to recover records if your computer system fails.
Storing manual paper records electronically 
Whether you use a manual or an electronic system, you can store and keep paper records electronically. 
You can create scanned images of records and keep them stored and processed on a computer system storage medium.
Provided the electronic copies are: 
A true and clear reproduction of the original paper records 
Kept for five years
Capable of being retrieved at all times.
You don’t have to keep original paper records once they have been imaged onto an electronic storage medium.


The records management system should be directed by a policy:
A records management system should be planned 
A records management system should be maintained by suitably qualified and skilled staff 
A records management system should be monitored and reviewed.
Seeking specialist advice 
Seeking advice from specialists will likely occur when developing a new system or adding features and more internet-based technology to existing systems.
Upgrading your employee and payroll reporting system can benefit your business in several ways:
Automated systems are easy to use and don't require your human resources staff to have in-depth familiarity with an aging, complex or obsolete payroll system
This reduces the amount of time managers and human resources staff needs to spend on payroll records and reports and also make it easier to train new managers. 
Drawbacks
[image: ]Making a major change to your employee reporting and general payroll system may create a steep learning curve.
This may impact on staff and management in areas that require a speedy adaption to the new system. 
It can also affect how your company manages its employee and payroll functions to learn how to extract relevant reporting data from both the old model and the new payroll system. 
New systems with more features will generally cost more than older payroll systems so budgets will be impacted.


[bookmark: _Toc419285836]Activity 4A
[image: ]

[bookmark: _Toc419285837]5. Manage staff
5.1. 	Regularly review contribution and skills of self and other team members to ensure performance is in line with agreed performance measures  
5.2. 	Monitor and adjust staffing requirements to respond to any changes in tasks and functions required by the business  
5.3.	Support and encourage staff, and acknowledge and reward their contribution
5.4.	Regularly provide opportunities for staff to discuss work related issues 
5.5.	Develop contingency plans to cope with unexpected or extreme situations and take appropriate corrective action as required
[image: ] 

[bookmark: _Toc419285838]5.1 – Regularly review contribution and skills of self and other team members to ensure performance is in line with agreed performance measures  
[bookmark: _Toc419285839][bookmark: _Toc345158744]Performance measures 
Performance measures may include:
· Overall staff productivity
· Percentage of chargeable hours/days per week
· Performance of key people
· Ratio of direct workers to those who support, supervise or manage them
· Ratio of sales dollars per employee
· Staff morale, work ethic, work satisfaction.
Performance appraisal has become a continuous process by which an employee’s understanding of a company’s goals is measured:
· [image: figure_measure_800_wht.png]Performance measurement is an ongoing activity for all managers/owners of a small business
· For an organisation to be effective and to achieve its goals, it is important to regularly monitor and measure employee performance on a regular basis
· This also includes providing the employees with feedback outside of formal appraisals on their performance according to the agreed performance measures
·  Recognition of accomplishments can motivate employees which in turn will help to improve their overall performance. 
[bookmark: _Toc345158745][bookmark: _Toc419285840]Review staff in line with performance measures
The most difficult part of the performance appraisal process is to accurately and objectively measure the employee performance. 
Measuring performance will generally cover a range. That ‘range’ can vary depending on the organisation, role, industry, reason to appraise, outcomes and objectives.


Examples
	
	Exceptional
	Above 
Expectations
	Meets Expectations
	Improvement Needed

	Technical Knowledge
	
	
	
	

	Position Knowledge
	
	
	
	

	Communication Skills
	
	
	
	

	Work Quality
	
	
	
	

	Service Orientation
	
	
	
	

	Initiative
	
	
	
	

	Work Reliability
	
	
	
	

	other
	
	
	
	

	other
	
	
	
	



Performance measuring also encompasses the quality of the ‘accomplishments’, the compliance with the desired standards, the costs involved and the time taken in achieving the results.
Range options can be a scale between 1-10 or some other format to reach a realistic measurable conclusion.
[bookmark: _Toc345158746][bookmark: _Toc419285841]Analysis
Analysis of the information may be simply:
· Adding up numbers and averaging them out
· Commenting on figures or data 
· Comparing text information, e.g., feedback
· Providing references and indexing
· Comment on the relationship of one thing to another
· Contrast information by setting two things in opposition so as to show the differences.
[bookmark: _Toc345158747][bookmark: _Toc419285842]Performance appraisal process
Measuring the performance of an employee based only on one or a few factors can provide you with inaccurate results and leave a bad impression on the employees as well as the organisation. 
For example:
· By measuring only the job related activities in an employee’s performance, an organisation might rate most of its employees as outstanding, even when the organisation as a whole might have failed to meet its goals and objectives. 
· Therefore, a balanced set of measures (commonly known as balanced scorecard) should be used for measuring the performance of the employee.
[bookmark: _Toc345158748][bookmark: _Toc419285843]Preparing and gathering
For the purpose of measuring employee performance, you will need to gather information from various sources. 
[image: stick_figure_search_clues_800_wht.png]Collect as much evidence to support the appraisal process as possible like monthly, quarterly employee reports if they exist. Collecting the feedback about the performance of the employees from multiple sources will be more relevant to your final assessment process.
This may include:
· Supervisors
· Peers
· Customers
· Clients
· Providers of products to the business (vendors)
· The employee.
When you have gathered all the various ‘perspectives’, combine them to get an overall, complete view of the employee performance. 
Inform the concerned employees the date, time and place for the review meeting well in advance.
[bookmark: _Toc345158749][bookmark: _Toc419285844]Review and be prepared with each and every employee’s:
· Job description
· Performance standards
· Planned performance goals
· Performance measures collected throughout the time period
· Any critical incidents details
· Past appraisals of the employees.
[bookmark: _Toc345158750]Examples for measuring employee performance are:
· Clearly define the performance process to the role, duties and responsibilities. This should be already documented and stored for reference
· Relate the organisations own desired outcomes and performance measures to the basis of the performance assessment
· Focus your assessment measurement on accomplishments and results rather than on activities
· Measure skills, knowledge and competencies plus behaviours of the employees that help the organisation to achieve its goals.
[bookmark: _Toc345158751][bookmark: _Toc419285845]To conduct an appraisal, you should:
· [image: one_on_one_interview_hand_shake.png]Give the employee a copy of the appraisal form or discuss the format if it is only based on an interview
· The person conducting the appraisal needs to completely understand the standards set by the organisation for appraisals so for multiple assessments there is a common benchmark
· Prepare what to say, do and conduct the process professionally
· The feedback provided to an employee should be prepared in quantifiable measures where ever possible
· If the appraiser is using a standard form or template, make sure they know exactly the details and why every question or point is there
· The employee and the appraiser both should be prepared to discuss and figure out the future goals and any remedial action like training needs.
[bookmark: _Toc345158752][bookmark: _Toc419285846]Larger appraisal scope
For a team assessment, financial measures like the return on investment, the market share, the profit generated by the performance of the team should be considered.
Example form
	Employee Name
	Position Title
	Department
	Supervisor

	
	
	
	

	

	Appraisal Period
	Conducted By

	
	






	Example Of Area Of Assessment
	Comments

	Technical knowledge
	

	Work skills
	

	Personal attitudes
	

	Complaints
	

	Issues
	

	Reliability
	



	Results (Per Category)
	Details / Recommendations

	Exceptional
	

	Above Expectations
	

	Meets Expectations
	

	Improvement Needed
	



[bookmark: _Toc345158753][bookmark: _Toc419285847]Setting future goals or recommendations
	Type of goal
	Details

	Specific
	Become more proficient in:

	Measurable
	You will need to track your performance in .................through training programs XYZ.

	Actionable
	You will need to attend:
1. Counselling session
1. Training program
1. External course

	Realistic
	The deadline set for completing these tasks is 1 year 
This should be sufficient time for you to complete the tasks but an application for any extension must be made within 3 months.

	Time 
	Complete by January 1, 2013 in time for next year’s appraisal process.


[bookmark: _Toc345158754][bookmark: _Toc419285848]Training checklist
Detail the training or improvement requirements resulting from the appraisal here.
	Training
	Specify Details
	Check Completion

	Technology Training
	
	

	Communication Skills
	
	

	Writing Skills
	
	

	Time Management
	
	

	Project Management 
	
	

	Supervisory Training
	
	

	Leadership
	
	

	Additional
	Yes
	No

	Has the employee elected to have his/her Self Appraisal submitted with this review?  
	
	

	Has the employee elected to submit other supporting materials?
	
	

	Has the employee’s job description changed, and has an updated description been submitted with this review?
	
	




[bookmark: _Toc419285849][image: Fotolia_2204087_XS.jpg]Activity 5A


[bookmark: _Toc419285850]5.2 – Monitor and adjust staffing requirements to respond to any changes in tasks and functions required by the business 
[bookmark: _Toc419285851]Monitoring and adjusting staffing requirements
Monitoring and adjusting staff requirements includes responding to any change is an ongoing requirement of small business.
Change happens frequently. Changes in tasks and functions occur after appraisals and with resignations, skills upgrades, product changes, industry change and general business directions.
Small business owners and operators may not have the flexibility that larger organisation shave when confronted with a response to staffing requirements.
Many small business operators have a ‘seasonal’ business structure and can find it difficult to set an appropriate level of staffing.
Budget and operating costs will often dictate change. Having too few staff on board can cause delays in production when demand increases and engaging new staff will require training before they become at levels of existing staff.
[bookmark: _Toc345158757][bookmark: _Toc419285852]Some tips to make informed decisions
	Tips
	Assessment?

	Determine workload data

	

	Determine the core aspects of your business and any ongoing projects unfulfilled.

	

	Identify any areas of your business that are technically complex or need specialist training.

	

	Review the labour or applicant pool that you may have on file. 

	

	If you have not done so already, factor in a staffing relief factor, which is an estimate of additional staffing needs to cover sickness, holidays and other reasons for staff shortages.

	


[bookmark: _Toc345158758][bookmark: _Toc419285853]Covering casual staffing bases
Consider:
· Providing casual staff with some form of incentive based on performance or productivity
· Make sure you provide casual staff with their rosters as far out as possible
· Indicate to them the areas of any ‘seasonal’ highs and lows so they can plan rather than just leave you for lack of roster knowledge
· These actions will help you rehire the same, already trained, staff and build a reputation for your business as a good place to seek casual employment.
Some pre-planning you can do to be prepared for changes in tasks and functions required by the business
	Role
	Designated Employee(S)
	Alternate

	Team Leader

	Name: Bill Smith 
Contact Information: 
xxxxxxxxxxxx
	Name: John Jones
Contact Information: 
xxxxxxxxxxxx

	Responsibilities:



	Role
	Designated Employee(S)
	Alternate

	Title

	Name: 
Contact Information: 
	Name: 
Contact Information: 


	Responsibilities:



	Role
	Designated Employee(S)
	Alternate

	Title

	Name: 
Contact Information: 
	Name: 
Contact Information: 

	Responsibilities:





[bookmark: _Toc214257413][bookmark: _Toc345158759][bookmark: _Toc419285854]Key Contact Sheet
Contact List – Internal
Use this table to document your staff emergency contact details. 
	Person
	Contact Number/S
	Email
	Responsibilities

	Bill Smith
	0400 000 000
	Bill.Smith@
	Team Leader

	John Jones
	0400 001 001
	John.Jones@
	Alternate Team Leader





[bookmark: _Toc419285855][image: Fotolia_2204087_XS.jpg]Activity 5B


[bookmark: _Toc419285856]5.3 – Support and encourage staff, and acknowledge and reward their contribution
[bookmark: _Toc419285857]5.4 – Regularly provide opportunities for staff to discuss work related issues 
[bookmark: _Toc345158763][bookmark: _Toc419285858]Support and encourage staff
Recognition of achievement in the form of positive feedback should be a regular management and good business practice. Owners and managers are responsible for contributing to a work culture that rewards and recognises staff achievements.
[bookmark: _Toc345158764][bookmark: _Toc419285859][image: leading_group_clip.png]Create an environment where people truly participate:
· Look closely at employee engagement. Engagement is a key strategy that drives employee performance, accomplishment, and continuous improvement all year long
· Employee engagement is the result of how your organisation interacts with people to drive business results
· Employees are most engaged when they are accountable and can see and measure the outcomes of their performance.
How you wish to acknowledge and reward employee contributions in a practical and fair manner is generally the biggest issue you will encounter.
You may have to:
· Identify, attract, motivate, reward and retain high performing staff
· Promote a close link between performance and recognition and not to confuse this with a role expectation!
· Generally a reward is made for a significant or outstanding performance tied to specific accomplishments that advances the business goals and values. You must first identify your parameters to gauge this!
· Rewards and recognition can be for both individual and team achievement
· When issuing rewards make sure they are valued and meaningful to the staff
· Be fair and consistent when making these awards
· If setting awards for all staff to achieve, like employee of the month, make sure they are achievable by all staff, easy to understand and sustainable to the work unit.
[bookmark: _Toc345158765][bookmark: _Toc419285860]Explain to staff the rewards/awards program
Reward and recognition is best identified firstly by supervisors who are at the coal face to recognise achievements and exceptional performance by staff.
For a small business without that level of administration or supervision, the owner/manager can certainly do the same function.
It might assist to create a ‘template’ or guide as to the various components that you feel would be best suited to identifying exceptional performance by an individual or a team.
Examples:
· [image: winners_on_podium_800_wht.png]Exceptional performance that is consistently assessed as exceeding objectives set
· Exceeding set benchmarks that all employees can strive to exceed
· Exceptional performance can be identified for both the demonstrated or visible results of effort, and also those ‘quiet achievers’ who are there supporting and enabling others to succeed in their jobs. 
· Exceptional performance can include the demonstration of excellent job knowledge
· Exceptional performance also includes consistently upholding the values and policies of the business or organisation.
Rewards themselves can be many and varied:
· Support employees in the first place by giving encouragement and advice
· Simple acknowledgement and compliments go a long way to encouraging employees to go a step further
·  Informal rewards may be monetary or non-monetary and are best served when they are spontaneous and come with sincere appreciation of individual or group efforts
· Formal financial rewards are best if they are pre-determined rewards and should form part of the overall benefits of employment for all staff to strive to achieve
· Formal rewards are used to highlight the opportunities that can exist for all staff based on performance and achievement contributions and accomplishments
· Formal awards for excellence are usually achieved through nomination and are assessed by an independent committee with selection criteria based on demonstrated evidence 
· Formal awards or rewards are also presented at a ceremony based on an event or a company event such as an anniversary, or an annual occurrence.


Rewards can be demonstrated as a work process:

Examples of more ‘flexible’ recognition:
· Flexible work schedules
· Give time for family or personal issues
· Send a handwritten note (not an email or text/twitter/blog post or Facebook)
· Make their work fun. Create a weekly event to boost morale
· Reward effort as well as success, e.g., 'the best idea that didn't work'
· Applaud their efforts — have your entire staff give an individual who has shown an exceptional quality a standing ovation at the next meeting or lunch break.
Regularly provide opportunities for staff to discuss work related issues
An example of the ‘open door’ policy:
· You have decided to adopt an Open Door Policy for all employees to create more opportunities for staff to discuss work related issues
· The door is open to every employee
· The purpose of an open door policy is to encourage open communication, feedback, and discussion about any matter of importance to an employee
· An open door policy means that employees are free to talk with the manager at any time.
[bookmark: _Toc345158766][bookmark: _Toc419285861]‘Open Door’ or just no doors?
The objective of providing opportunities for staff to discuss work related issues, be it an open door policy or simply trust and understanding, should be based on the willingness from the perspective of management that you want to open the communication lines to all employees.
Establish a trust level with employees is the first step to ensure that you are genuinely offering opportunity to resolve workplace issues. 
[image: Mx2puzz.jpg]In a business where employees are comfortable in sharing their concerns, suggestions and ideas without fear of retribution and without restrictions concerning access to company managers is a sound business practice.
You want to create a feeling that they can be listened to without judgement or retribution.
Employees may wish to discuss a multitude of issues:
· A complaint
· A compliment
· A suggestion
· An observation.
By listening to your employees you can better understand how the company is able to improve, to address complaints, and to foster employee understanding of the rationale for practices, processes, and decisions, from their perspective.
The business benefits by gaining valuable insight into potential problems with existing methods, procedures, and approaches. 
While there may not be an easy answer or solution to every concern raided by employees, you should always give the staff the opportunity to approach you, the management or whoever is the designated person, with or without an open door policy.
[bookmark: _Toc345158767][bookmark: _Toc419285862]Empowerment
Empowerment is another way of effectively providing employees with a mechanism that may reduce the necessity for employees to feel a need to always approach management with every small detail.
Empowerment is a form of communicating with your employees in a way that most formal structures rarely do.
If employees within your business or organisation feel powerless, decisions that keep the organisation moving forward, consistent with its directions, simply will not be made. 
When and if a clear sense of direction has been communicated throughout an organisation, lower-level employees can initiate their own actions without vulnerability of error or the necessity to seek approval.
This most likely requires a radical departure from normal methods of communications for some businesses. 


[bookmark: _Toc419285863][image: Fotolia_2204087_XS.jpg]Activity 5C


[bookmark: _Toc419285864]5.5 – Develop contingency plans to cope with unexpected or extreme situations and take appropriate corrective action as required
[bookmark: _Toc419285865][bookmark: _Toc345158770]Contingency plans 
Contingency plans may include:
Accidents or emergencies
Environmental issues
Fluctuating workloads
WHS
Unpredicted customer demand/busy periods
Unpredicted staff shortages.
Contingency planning for an organisation is also called developing a business continuity plan.
The purpose of developing a business continuity plan or contingency plan is to ensure the continuation of the business activities during and following any unexpected or extreme situation or incident that results in disruption to your normal operational capability. 
These may be as provided by the examples in the range statement above, or others that are unique to your business.
[bookmark: _Toc419285866][bookmark: _Toc345158771]A continuity plan 
A continuity plan addresses the following steps:
Planning for prevention, e.g., risk management planning: Like all forms of risk management and potential assessment for risk it would aim to identify and address the likelihood and/or effects of a risk associated with an incident affecting your business
Being prepared and having a business impact analysis strategy on hand: This requires you to identify in advance the key activities of your business that may be adversely affected by any disruptions. It is usually sorted into priorities
How you go about responding by pre- planning: This function would outline the immediate actions taken to respond to an incident in terms of containment, control and minimising impact
Recovery planning: You would outline here the specific actions to take to recover from an incident in order to minimise disruption and recovery times.

When creating any form of policy plan, risk management assessments or continuity plan, ensure that all employees have a copy!
[bookmark: _Toc345158772][bookmark: _Toc419285867]Distribution list
To assist in updating and revising the plan, an up-to-date list of all plan locations and persons supplied with a copy of the plan should be included.
[bookmark: _Toc345158773][bookmark: _Toc419285868]Risk Management 
As part of developing you contingency/continuity plan identify the things that may have an adverse effect on your business. This can be handled as part of an overall risk management assessment or a separate assessment for, say, key business functions not things like accidents, fire or flood.
You need to then nominate the best method of dealing with each of the identified risks.
What could cause an impact?
How serious would that impact be?
What is the likelihood of this occurring?
Can it be reduced or eliminated?
You can list them all and indicate a simple indicator such as:
VH = Very High
H = High
M = Medium
L =Low.
[bookmark: _Toc345158774][bookmark: _Toc419285869]Impact Analysis
An impact analysis of your key functional areas should an unexpected or extreme situation occur should be undertaken.
Critical activities may be defined as primary business functions that must continue in order to support your business.
You need to identify:
Your critical business activities
What the impact to your business would be in the event of a disruption
How long could your business survive without performing this activity?
As part of your analysis you should also consider a recovery time for each.
What is the maximum time that the critical business function can lay idle or non-productive in order to avoid serious financial loss?
You may wish to use a template or similar format on a computer to distribute this information to employees or other external parties, such as insurance brokers or risk management consultants
List the business activities that must be performed to ensure your business continues to operate effectively. If you have a number of business units/departments, complete one table for each.

	
	Business activity name
	Business activity description

	A
	
	

	B
	
	

	C
	
	



What are the potential losses if this business activity could not be provided?
	Loss of Revenue
	

	Increased Costs
	

	Staffing
	

	Product/service
	

	Fines or penalties due to missed deadlines
	

	Legal liability, personal damage, public harm
	

	Loss of good will, public image
	

	Other....
	



Maximum amount of time this business activity could be unavailable before losses would occur?
	Hours
	Days
	Weeks
	Months

	
	
	
	



If production is lost
On a scale of 1 to 5 with 1 being the most Important and 5 being the least Important, where would this business activity fall in terms of being important to the entire operation of your business?
 1 	 2 	 3 	 4 	  5
[bookmark: _Toc345158776][bookmark: _Toc419285870]Recovery
Recovery is critical to return your business activities to as normal as possible after an unexpected or extreme situation.
You could again use a template or similar format detailing the recovery in a ‘worst case’ scenario. It can then be modified according to the degree of loss to your business. 
[bookmark: _Toc345158777]The recovery process includes:
Developing strategies to recover your business activities in the quickest possible time
Identifying resources required to recover your operations
Documenting your previously identified recovery time estimates
Listing the person/s who have responsibility for each task and the expected completion date.
An example:
	Critical Business Activities
	Production Services - halted

	Preventative/Recovery Actions
	· Source alternative production site
· Minimise overheads 
· Reduction of casual and permanent staff hours
· Re-assess financial position of business including cash flows

	Resource Requirements/ Outcomes
	· Put aside cash reserves to cover costs 
· Reduce costs 
· Research new products and services
· Identify alternative production

	Recovery time objective
	2 weeks

	Responsibility
	Business owner operator

	Completed
	Date: xx/xx/xxxx

	Comments




[bookmark: _Toc419285871][image: Fotolia_2204087_XS.jpg]Activity 5D


[bookmark: _Toc419285872]6. Review team performance
6.1. 	Develop positive and constructive relationships with and between team members  
6.2. 	Review and update team objectives in support of business goals on a regular basis in consultation with team members 
6.3.	Identify strengths and weaknesses of team against current and expected work requirements  
6.4.	Schedule time, on a regular basis, for team members to review work operations to maintain and improve operational
6.5.	Encourage team members to monitor their own performance, suggest improvements and identify professional development needs, in accordance with personal and business requirements  
6.6.	Monitor and review staff turnover rate
[image: Fotolia_5090081_XS.jpg] 

[bookmark: _Toc419285873]6.1 – Develop positive and constructive relationships with and between team members  
[bookmark: _Toc345158781][bookmark: _Toc419285874]Develop positive and constructive relationships
Team members may include:
Employees
Trainees/apprentices
Sub-contractors
External advisers/consultants
Owner(s)
Partners
Family members.
Teams must develop the appropriate mix of skills to complete the tasks assigned to that group. These skill requirements fall into three categories:
Technical and Functional Expertise: Teams must contain the skills necessary to complete the task at hand. For example, a product development group with only marketing experts is less likely to succeed than a group comprised of marketing experts and engineers. The complementary skills of both groups will enable the team to function
Problem solving and decision-making skills: Teams must be able to make decisions and identify the onset of a problem or opportunity, evaluate the opportunity and decide on an appropriate course of action. Team members usually possess some level of these skills and develop them more on the job
Interpersonal Skills: Skills which enable effective communication and management of any conflict arising will enable the team to develop common understandings of purpose and function. This could include risk taking, helpful criticism, objectivity, active listening, giving the benefit of the doubt, support and or recognizing the needs of others.
A team simply won’t work without these basic skill components. 
The challenge for any team though is to strike the right balance between selection based on existing skills and those, which might be developed as a result of team membership.
[bookmark: _Toc345158782][bookmark: _Toc419285875]Committed to a common purpose and performance goals
A team’s purpose and its performance are closely related. Without a common purpose a team will quickly break apart and operate as a collective of individuals or smaller teams.
[image: ]A common, meaningful purpose sets the tone and aspiration. 
For example:
Most teams shape their direction and purpose based on an external demand or opportunity
Management assigns a task, which must be completed by the assembled group
Once a meaningful purpose is in place the team creates ownership and commitment to that purpose
Some teams are capable of creating their own direction by creating a meaningful purpose independent of management.
Usually though some form of direction from management creates the momentum for the team to begin operating. 
Groups that fail to operate effectively as teams have usually failed to develop a common purpose that is owned by the team. This usually means that no measurable goals and outcomes have been formulated by the team.


[bookmark: _Toc419285876][image: Fotolia_2204087_XS.jpg]Activity 6A


[bookmark: _Toc419285877]6.2 – Review and update team objectives in support of business goals on a regular basis in consultation with team members 
[bookmark: _Toc345158784][bookmark: _Toc419285878]Specific performance goals are an integral part of the purpose of teams
Specific performance goals allow broad objectives to be broken down into measurable units of achievement. 
Specific measureables facilitate clear communications and constructive conflict within the team. A specific goal allows the team to focus on or reconsider whether a goal should be changed to fit the outcome desired. The attainability of specific goals allows the team to focus on achieving and often creates compelling reasons to commit to the team.
The combination of a team’s purpose and its performance goals interact with each other to create interdependence. One will not proceed without the other.
Specific goals allow the team to measure its activities and progress toward achieving the greater team purpose.
Committed to a common approach:
[image: ]Teams need to develop a clear working approach to ensure they work together to accomplish their purpose. It is almost as important to develop their preferred working style as it is to formulate team goals. 
In formulating an approach the team must take into account the social as well as economic and administrative details. 
The next step is for team members to agree on who in the team will perform specific jobs, how schedules will be adhered to, what skills will need to be developed, how the group will make and modify decisions and how continuing membership will be earned.
The social role is often overlooked in teams however it is an important role. 
The social role helps promote mutual trust and constructive conflict, which is necessary for the team to succeed. In the best teams different members assume the social roles at different times and contribute their own unique method for energising and supporting the team. These roles evolve over time to meet the needs of the team as necessary.
A sense of mutual accountability
Mutual accountability creates a team; until this is present the group will remain simply that, a group. This accountability underpins two critical aspects of teams, commitment and trust. 
By holding ourselves accountable to the team goals we earn the right to have a say in the team activities or functional performance and we receive a fair hearing when doing so. This in turn creates trust between participating team members.
[image: ]

[bookmark: _Toc419285880][image: Fotolia_2204087_XS.jpg]Activity 6B



[bookmark: _Toc419285881]6.3 – Identify strengths and weaknesses of team against current and expected work requirements  
[bookmark: _Toc419285882]Strengths and weaknesses
Strengths and weaknesses may include:
· Small enough in number?
· Can you convene easily and frequently?
· Can you communicate with all members easily and frequently?
· Are your discussions open and interactive for all members?
· [image: ]Does each member understand the others’ role and skills?
· Do you need more people to achieve your ends?
· Are sub teams possible or necessary?
[bookmark: _Toc345158787][bookmark: _Toc419285883]Think about adequate levels of complementary skills:
· Are all three categories of skills either actually or potentially represented across the membership (functional/technical, problem solving/decision making and interpersonal)?
· Does each member have the potential in all three categories to advance his or her skills to the level required by the team’s purpose and goals?
· Are the skill areas that are critical to team performance missing or under represented?
· Are the members, individually and collectively, willing to spend time to help themselves and others learn and develop skills?
· Can you introduce new or supplemental skills as needed?
[bookmark: _Toc345158788][bookmark: _Toc419285884]Think about truly meaningful purpose:
· Does it constitute a broader, deeper aspiration than just near term goals?
· Is it a team purpose as opposed to a broader organisational purpose or just one individual’s purpose (e.g. the leaders)?
· Do all members understand and articulate it the same way? And do they do so without relying on ambiguous abstractions?
· Do members define it vigorously in discussions with outsiders?
· Do members frequently refer to it and explore its implications?
· Does it contain themes that are particularly meaningful and memorable?
· Do members feel it is important, if not exciting?
[bookmark: _Toc345158789][bookmark: _Toc419285885]Think about specific goal or goals:
· Are they team goals versus broader organisational goals or just one individual’s goals (e.g. the leaders)?
· Are they simple, clear and measurable? If not measurable, can their achievement be determined?
· Are they realistic as well as ambitious? Do they allow small wins along the way?
· Do they call for a concrete set of team work-products?
· Is their relative importance and priority clear to all members?
· Do all members agree with the goals, their relative importance and the way in which their achievement will be measured?
· Do all members articulate the goals in the same way?
[image: Fotolia_25373554_S.jpg]
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[bookmark: _Toc419285887]6.4 – Schedule time, on a regular basis, for team members to review work operations to maintain and improve operational
[bookmark: _Toc419285888]Reviewing your approach to work operations
Think about:
Is the approach concrete, clear and really understood and agreed to by everybody? Will it result in achievement of the objectives?
[image: C:\Users\Victoria\Desktop\My Work\ArtWork\Mquestnoshadow.jpg]Will it capitalise on and enhance the skills of all members? Is it consistent with other demands on the members?
Does it require all members to contribute equivalent amounts of real work?
Does it provide for open interaction, fact based problem solving and results based evaluation?
Do all members articulate the approach in the same way? 
Does it provide for modification and improvement over time?
Are fresh input and perspectives systematically sought and added, for example, through information and analysis, new members and senior sponsors?
[bookmark: _Toc419285889][bookmark: _Toc345158792]Maintaining and improving
You should try to encourage team members to identify ways to maintain good performance and improve in any way they can. 
You can do this by providing opportunities for discussion and feedback through:
Meetings – involve a group of people who come together to discuss their progress, solve issues and present information
One-to-one sessions – involve two people conversing about elements of work one in a more senior role than the other giving guidance and advice
Drop-in sessions – involve one or more people who are seeking support, advice, a quick word with a manager (there is usually a set time for drop-in sessions e.g. a manager will set 30 minutes aside every Tuesday to answer questions and discuss issues)
Brainstorming sessions – is a creative process involving a group of people who come together to share their ideas and solutions to problems
Suggestion boxes – can provide an opportunity for staff to anonymously confront problems or issues. 
[bookmark: _Toc419285890]Sense of mutual accountability
Are you individually and jointly accountable for the team’s purpose, goals and approach and work products?
Can you and do you measure progress against specific goals?
Do all members feel responsible for all measures?
Are the members clear on what they are individually responsible for and what they are jointly responsible for?
Is there a sense that “only the team can fail”?


[bookmark: _Toc419285891][image: Fotolia_2204087_XS.jpg]Activity 6D


[bookmark: _Toc419285892]6.5 – Encourage team members to monitor their own performance, suggest improvements and identify professional development needs, in accordance with personal and business requirements  
[bookmark: _Toc419285893]The Stages of Team Development (Tuckman’s Model) 
	[bookmark: _Toc345158794][bookmark: _Toc419285894]Forming 
· Transition from individual to member status. 
Feelings:
· Excitement, anticipation, tentative, anxiety, pride 
Behaviours: 
· Tries to find group norms, may complain about the company, may find it difficult to define problems, impatience with discussion.
Raising the questions? 
· What are we supposed to do? 
· Where are the goals? 
· Where do I fit in? 
· Where do I go for the answers/help? 
What information needs to be gathered?

	[bookmark: _Toc345158795][bookmark: _Toc419285895]Storming 
Possibly the most difficult stage. 
Feelings:
· Resistance to the task and preferring to do the tasks as before 
· Changes and fluctuations in attitude. 
Behaviours: 
· Arguing, defensiveness, establishing of unrealistic goals, a tendency to things the way they have always been done. 
Raising the questions? 
· What were they thinking appointing him/her to the team? 
· How can I establish myself as a "power" in the team? 
· How do they think we will ever achieve this task? 
· Don't they know how much work is involved here?
· There's no way that we are going to get this stuff done!

	[bookmark: _Toc345158796][bookmark: _Toc419285896]Norming 
Teams opportunity to make up.
Feelings: 
· Ability to express feelings, openly criticise, acceptance as team member, a sense of relief that things will work out. 
Behaviours: 
· Friendliness, cohesion, establishing the ground rules and “norms”. 
Raising the questions? 
· How can we achieve harmony within the team? 
· How can I help other team mates and how can they help me? 

	[bookmark: _Toc345158797][bookmark: _Toc419285897]Performing
The team is functioning well and producing measurable outcomes.
Feelings: 
· Better understanding of each other, satisfaction with team progress, pride with team progress.
Behaviours: 
· Modelling of team behaviours, work through problems, close attachment to the team.
Raising the questions?
· What improvements can be made?
· How can we go about making these changes?


[bookmark: _Toc345158798][bookmark: _Toc419285898]
W.I.S.H. Team Review
The W.I.S.H. Team Review process is a way to analyse your team that gives you a realistic view of where your team work is situated, at this point in time. 
This process is an invaluable planning tool when it comes to growing and developing your team to the next level. 
This review involves examining:
· WELL – Looking at what you do WELL as a Team
· IMPROVE – Looking at what needs to be IMPROVED in your team
· STRATEGY – What strategy do you need to develop to improve your teamwork
· HOW - Now that you have a strategy – HOW are you going to implement it into your team environment?
A thorough and honest analysis of these areas will enable you to develop strategies to:
· CAPITALISE upon what you do well
· IMPROVE upon the areas that are blocking the realization of your potential
· DEVELOP a specific strategy to move forward with clear direction
· KNOW how to implement this strategy into your Team with the available resources at your disposal.
In your analysis, review the key elements that make up your team. These elements may be of an internal nature or to relate to external factors.
[image: conference_room_discussion_anim_500_wht.gif]Areas to consider:
· Your attitude
· Your skills
· Your communication
· Your abilities
· Your level of co-operation
· Your compatibility.
Example
WELL: We have good team skilled people
IMPROVE: The quality of communication we have within our team.
STRATEGY: Implement a regular communication process.
HOW: Each Tuesday morning we are going to have a meeting to cover key issues relating to our direction and team goals.
Then as of next month we are going to conduct a personality analysis, so that people can get a better understanding of their peers.
Organise a folder of information that relates to our team to be placed in a central location.

[bookmark: _Toc419285899][image: Fotolia_2204087_XS.jpg]Activity 6E



[bookmark: _Toc419285900]6.6 – Monitor and review staff turnover rate
[bookmark: _Toc345158800][bookmark: _Toc419285901]Monitoring staff turnover
Regular monitoring of staff turnover can show you why it is happening and enable you to control and forecast it.
[bookmark: _Toc345158801][bookmark: _Toc419285902]Measuring and benchmarking turnover
You can measure your current staff turnover in percentage terms. 
Try this formula example:
Add together the number of staff working at the beginning of the time period and the number of staff working at the end of the period and divide by two
This will give you your average number of staff working within this time period - you will need this number for the next stage
Work out the number of staff who have left over the time period, multiply by 100 and then divide by the average number of people working in that same period
This formula will give you a percentage for your business, known as the separation rate, which you can compare over time
You can also use this indicator to see how your business compares with averages in your industry. This is known as benchmarking.
To measure how experienced employees are being retained, you can calculate the stability index - number of workers with one year's service (or more), divided by number of workers one year ago, multiplied by 100 = Stability index percentage rate.
[bookmark: _Toc345158802][bookmark: _Toc419285903]Patterns of employee turnover
The characteristic pattern of employee turnover is high for new staff, then decreasing. This pattern will vary in any single organisation and can be shown graphically. 
It is known as the 'survival curve' and can be extremely helpful in understanding the nature of employee turnover, but must always be used in conjunction with employee turnover rate.
To create the survival curve, you must plot the number of staff who have left against the period for which they were working.
[bookmark: _Toc345158803][bookmark: _Toc419285904]Examining the causes of turnover
To make a meaningful assessment of your current business' position, try to identify the causes of turnover.
It is often effective to have consultations with individuals or groups of staff to identify any underlying problems and causes of dissatisfaction.
[image: ]Exit interviews are carried out by many businesses and can reveal common reasons for people leaving, and highlight any emerging patterns. 
Surveys of all staff can often indicate general satisfaction levels, but remember to address any issues arising so that they know you take their views seriously.
Analyse your recruitment and selection procedures to see if you can identify expectations or potential problems earlier. Alternatively you may need to make the business' expectations clearer at the recruitment stage.
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[bookmark: _Toc419285906][image: ]Skills and Knowledge Activity


Nearly there...
[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc419285907]Major Activity – An opportunity to revise the unit

At the end of your Learner Workbook, you will find an activity titled ‘Major Activity’. This is an opportunity to revise the entire unit and allows your trainer to check your knowledge and understanding of what you have covered. It should take between and 1-2 hours to complete and your trainer will let you know whether they wish for you to complete it in your own time or during the sessions. Once this is completed, you will have finished this unit and be ready to move onto the next, well done!


Congratulations!
You have now finished the unit 'Manage a small team'.
[image: c:\Users\Sophie\Desktop\ArtWork\Fotolia_10056570_S.jpg]
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