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Healthy Living NT Employee Handbook
Handbook Introduction
Welcome to Healthy Living NT
On behalf of the team at Healthy Living NT (HLNT), congratulations on your new position and welcome to our wonderful team.
We at HLNT value our employees most, and for that reason, this Employee Handbook has been developed to give you an understanding of the core policies and values that form the foundation of our business, as well as the expectations that our team members have of each other when it comes to how we work and what behaviours we value in one another.
For that reason, we ask that you please take your time when reading this handbook and please don’t hesitate to reach out to any member of our team if you have any questions at any time.
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About Healthy Living NT
Healthy Living NT (HLNT) is the trading name for the Diabetes Association of the NT Inc.  Established in 1980, HLNT:
· Is governed by a consumer-based, volunteer Board 
· Is a registered charity, dedicated to improving the health of it the NT community and its members, particularly people affected by, or at risk of, diabetes and related chronic conditions
· Maintains offices in Darwin and Alice Springs and employs a range of professional, nursing and allied health staff
· Is quality-accredited:
· under the Health and Community Services Standards (7th edition V1.1) through the Quality Improvement Council
· as a Primary Care Diabetes Service through the National Association of Diabetes Centres. 
· Is a broad-based service provider, including delivery of a range of services and programs in the Northern Territory on behalf of external funders. A number of these programs form part of the NT’s primary health continuum.  Core service contracts include:
· Diabetes education and cardiac rehabilitation services from Darwin and Alice Springs bases 
· Diabetes, cardiac and dietetic outreach health services to remote communities in the NT 
· NDSS Agent in the NT
· A range of preventative health services focussing on physical activity and healthy eating to the community 
· The Multidisciplinary Team (MDT) program for eligible people with diabetes, heart or lung conditions including care coordination and allied health service provision.   
· Seeks to harness the synergies of each service into seamless service provision to people with diabetes, heart and other chronic conditions, in combination with preventative health activities, to maximise the value-add of each service and the overall collective benefit to the consumer.
· Offers Members of the Association discounts and benefits on a range of products and services, quarterly copies of the local magazine Territory Way and a range of value added benefits.
· Maintains strong collaborations and networks in the NT including: 
· Health service organisations including hospitals, Aboriginal Medical Services, General Practices and GPs, community care providers and allied health providers
· Diabetes Across the Lifecourse Partnership with Menzies (formerly NT Diabetes in Pregnancy collaborative)
· NT Diabetes Network
· NT Chronic Conditions Consultative Committee (becoming Territory Prevention Partnership)
· Good Health Alliance NT
· Independent Diabetes Group
· Collaborative and co-ordinated delivery of specialist clinics 
· Delivers health education and clinical services based on based on national best practice guidelines and quality standards.  
· Provides preventative health funding to the NT community and youth with diabetes through the Bill Raby Diabetes Fellowship.
· Is a well governed organisation with a robust financial base, offering quality, effective and low-risk service provision to funders. 
Our Guiding Values
To pursue excellence in all facets of Healthy Living NT’s operations, through:
· Professionalism, ethical practice and respect for the organisation
· Fairness, honesty, confidentiality and compassion
· Mutual respect for all stakeholders, individuals and their roles 
· Continuous improvement 
· Active involvement with, and responsiveness to, diverse community needs
· Working collaboratively or in partnership
· A respectful and safe working environment.
Consumer Charter 
Healthy Living NT: 
· assists its members and people with chronic health conditions such as diabetes and heart disease with products, information, education and support, 
· provides health promotion and prevention programs and information to support people and communities to adopt healthier lifestyles, and 
· provides support, training and information to health professionals. 
We make the following commitments to our members, consumers and education clients:
· Healthy Living NT is committed to serving the whole Territory community in all its diversity.
· We value and promote inclusive service provision treating clients and staff with dignity and respect.
· Our services seek to empower people to make their own informed choices free from bias.
Healthy Living NT Locations
HLNT is located in Darwin and Alice Springs. Our website is www.healthylivingnt.org.au
· Darwin
Shop 1-3, Tiwi Place, Tiwi NT 0810					
· Alice Springs	
7/16 Hartley Street (Jock Nelson Centre) Alice Springs NT 0870	
[bookmark: _Toc182835206]

Workplace Policies & Procedures
Workplace policies are statements of principles and practices dealing with the ongoing management and administration of the organisation.
Policies act as a guiding frame of reference for how the organisation deals with everything from its day-to-day operational problems or how to respond to requirements to comply with legislation, regulation, and codes of practice.
It is important that policies are reasonable, that employees are aware and clearly understand what the policy is trying to achieve. Policies are a statement of purpose, which highlight broad guidelines on action to be taken to achieve that purpose.
Procedures explain how to perform tasks and duties. A procedure may specify who in the organisation is responsible for particular tasks and activities, or how they should carry out their duties.
Benefits of workplace policies
Workplace policies:
· [bookmark: _Hlk132539567]are consistent with the values of HLNT and employment legislation
· demonstrate that HLNT is being operated in an efficient and businesslike manner
· ensure uniformity and consistency in decision making and operational procedures
· save time when a new problem can be handled quickly and effectively through an existing policy
· foster stability and continuity
· maintain the direction of HLNT even during periods of change
· provide the framework for business planning
· assist in assessing performance and establishing accountability
· clarify functions and responsibilities
HLNT will keep HR policies current and relevant. Therefore, from time to time it will be necessary to modify and amend some sections of the policies and procedures, or to add new procedures. Any suggestions, recommendations or feedback on the policies and procedures specified in this manual are welcome. 
This Employee Handbook applies to all employees of HLNT. The HLNT range of policies and procedures can be located within both HR Partner and the R Drive.
[bookmark: _Toc30174742][bookmark: _Toc182835207]

Your Employment
Your employment with HLNT is essentially governed by your contract of employment, HLNT policies and procedures, the Fair Work Act and the Modern Awards. 
[bookmark: _Toc182835208]The following sections provide general information regarding your employment conditions.
Category of Employment
HLNT will hire staff either as a full-time or part-time employee.  Employees will be employed on a permanent basis or on a fixed term basis in line with funding agreements.
· Full-time Employee
A full-time employee will be required to perform an average of 38 ordinary hours of work per week.
· Part-time Employee
A part-time employee will be required to perform less than 38 ordinary hours of work per week.
[bookmark: _Toc182835209]All part-time employee’s entitlements are calculated on a pro-rata basis relative to the number of ordinary hours of work performed.
Employment Checks
[bookmark: _Toc182835210]Due to exposure to cash handling and face to face services to the general public, it is a condition of every employee’s contract of employment that they obtain and maintain a Police Criminal Check and, where indicated, a Working with Children Check. 
Practising Certificates – Health Professional Employees
[bookmark: _Toc182835211]All health professional employees will be required to hold and maintain a current practising certificate from the relevant registration body as a condition of their contract of employment.
Probation
HLNT requires all new employees to complete a period of probationary employment of six (6) months.
[bookmark: _Toc182835212]Probation is a period of review and appraisal to make sure both the business and the employee are satisfied the role is as advertised and is being performed satisfactorily.  Ongoing employment is given only when the employee satisfactorily completes their probation. Where the employee’s performance does not meet the standard required for the job, HLNT may elect to terminate the employee’s employment with the requisite period of notice or payment in lieu of notice.
Induction
Induction prepares employees for their new roles and responsibilities and provides an introduction to HLNT and its operations, culture, and people. 
[bookmark: _Toc182835213]HLNT has an extensive multi-modal induction process comprising face to face instruction and an employee portal.  Policies noted in this Handbook, plus a range of additional policies, will be covered in your Induction.
Dress Code
It is important that HLNT maintains an efficient and professional image to its customers.  Further information can be found in the Dress Standard and Uniform Policy.
[bookmark: _Toc182835214]

Security
HLNT believes that security is the responsibility of all employees. The policy therefore puts great emphasis on reporting of incidents as they occur or are about to occur. More importantly everyone should be conscious of the need to be actively involved in preventing security violations. All security problems and violations are to be addressed in a constructive and preventative manner.
Prior to departure from the office, all employees are required to abide by the following:
· Do not leave any doors open or unlocked. They should all be checked prior to departure.
· Make sure that all cupboards, filing cabinets and storage areas are kept locked at all times, with only appropriate employee access.
· Ensure that all PCs and PC monitors are closed down and switched off properly after use. The only exception to this is the server, which remains on at all times.
· Anything of a suspicious nature should be reported to a manager.
· Under NO circumstances are any files, stock, equipment, or goods relating to HLNT to be taken off premises without permission.
· Correspondence, disks, etc., containing confidential information should be put away when not in use overnight.
The above are only samples and employees’ responsibility is not limited to these incidents. Please advise a manager of any breaches or potential breaches in security.
All security incidents must be recorded in writing and submitted to the Finance and Administration Manager.
Duress Alarms
Duress alarm systems are in place in both offices.
Key/Fob Security
When HLNT keys/fobs are issued to an employee, each key/fob is allocated specifically to that employee. Employees who are given keys/fobs are responsible to ensure that they are kept safe. Employees may incur costs to install new locks and have keys cut if a key is lost or replace fobs.
Please advise the HLNT immediately if a key/ID card is lost or misplaced.
Visitors and Clients
All visitors and clients to HLNT premises are the responsibility for the HLNT employee supervising them.
[bookmark: _Toc182835215]Workplace Surveillance 
HLNT advises that security and surveillance systems are in use throughout the premises. These systems are monitored both internally and by external contractors on a 24-hour basis.  Surveillance is in place for operational, security or protection/safety reasons. This may include, but is not limited to:
· Camera Surveillance: To ensure the safety and security of employees, HLNT may operate security cameras at the entrance of premises. 
· GPS Tracking: HLNT provides GPS tracking for employees who are required to provide remote services.
· Computer Surveillance is detailed in HLNT’s Computer, Internet and Email Policy
· Monitoring access and egress from HLNT offices


Remuneration
[bookmark: _Toc182835216]Wages and Salaries
Salaries/wages are paid fortnightly. Payments are made directly into the bank, building society or credit union of an employee’s choice. Payslips are forwarded to all employees within two days of payment.
It is the individual’s responsibility to advise any change to account details at least 48 hours before salaries are to be paid. Any requests for changes to bank details should be forwarded to the Finance and Administration Manager at least 48 hours before salaries are processed.
Details required for payments to be processed are:
· Bank and Branch Name
· BSB Number in the format XXX–XXX
· Account Number
· Name on Account
· TFN
· Super Declaration
· Any other Statutory Liabilities (HECS)
[bookmark: _Toc182835217]Salary Packaging
As a charitable organisation, HLNT offers salary packaging options to maximise benefits available to staff. An employee may elect to convert an additional agreed portion of their earnings to benefits, provided that the structure of any agreed package complies with taxation, other relevant laws and with HLNT salary sacrifice policies and procedures.
On termination of employment, any employee entitlement to benefits will revert to payment in cash.
Other than in exceptional circumstances (which will be at the sole discretion of HLNT), an employee may not vary the portion of earnings converted to benefits more than four times in any 12 month period.
[bookmark: _Toc182835218]Allowances
[bookmark: _Toc30174755][bookmark: _Toc182835219]All allowances are covered as part of an individual HLNT employment agreement and inclusive of all salary packaging.
Other Benefits
[bookmark: _Toc182835220][bookmark: _Hlk132700303]HLNT may provide employees with other benefits from time to time. HLNT reserves the right to review, amend or discontinue such benefits in accordance with operational requirements.
Superannuation
During the term of employment, HLNT will ensure all contributions of employee superannuation at the statutory rate are made on time.  In accordance with current requirements, the statutory minimum amount of the employee’s ordinary time earnings will be paid into the employee’s nominated fund of choice on a fortnightly basis, or as required by law. HLNT does not provide advice in relation to the selection of an employee’s nominated superannuation fund.
In addition, employees may choose to make further optional contributions as a salary sacrifice which will be automatically deducted from wages.
[bookmark: _Toc182835221]

Hours of Work
Hours of work are usually between the hours of 8:00 am and 4:30 pm (ACST) Monday to Friday.  Staff who work remotely interstate are generally expected to follow these hours particularly where direct client contact is involved e.g. telehealth services.  The Employment Contract will outline any variation in hours a specific position requires. 
It is the nature of HLNT’s business that out of hours work will be required from time to time and HLNT expects team members to be flexible enough to accommodate this. Any permanent variation to working hours must receive former prior approval from management.
[bookmark: _Toc490151627][bookmark: _Toc30174744][bookmark: _Toc182835222]Breaks
You will be allowed a meal break of not less than 30 minutes and not more than 60 minutes for each consecutive 5 hours of duty, provided that you are required to continue working beyond each period of 5 hours. The time taken for meal breaks will be unpaid.
Meal breaks do not count as hours of duty but do not break continuity of consecutive hours of duty.
All breaks will be arranged in consultation with and with prior approval of HLNT in relation to operational requirements.
[bookmark: _Toc182835223]Clinical staff will have meal breaks scheduled in accordance with diary requirements. 
Time Keeping Records
Full-time employees who work out of HLNT offices are not required to log their time in a timesheet or a system.  Personal absences/appointments are expected to be diarised.
Part-time employees and employees who work external to a HLNT office are required to log their time in a timesheet, to be submitted fortnightly to the Finance and Administration Manager in advance of each pay.
[bookmark: _Hlk132541466]Time off in Lieu (TOIL)
HLNT recognises that staff may be required to work additional hours to accommodate scheduled and/or pre-approved operational needs or represent the organisation outside of normal working hours. 
The remuneration specified in individual employment contracts is deemed sufficient to cover payment for the overall performance of the job, and overtime will not be paid. 
In recognition of this, HLNT:
· Operates a TOIL system to ensure that an employee is not disadvantaged. Hours of TOIL accrued and TOIL taken need to be logged via HR Partner for Management review.
· Supports a flexible approach to the scheduling of personal appointments during working hours, where prior approval has been given by the appropriate delegate; and 
· Provides a minimum of three additional days paid leave between Christmas and New Year every year
Staff must comply with HLNT’s Time Off In Lieu (TOIL) Policy.


Office Presence
Absence
Where employees are late or absent, they will need to initially contact their manager via text on 3CX to advise this and when they can be expected in the office. If no reply from the manager is received within 30 minutes, then contact the office directly on the office phone number.  
During absences extending more than one day, employees must contact a member of the management team to keep HLNT updated as to the circumstances of the employee’s continuing absence. Where an employee finds that they cannot return to work as scheduled, they must notify a member of the management team as soon as possible.
Depending on the circumstances of the absence, the leave of absence may be approved, denied, paid or unpaid.  Sick certificates are required for employees who are absent for more than one day. Evidence for other unscheduled absences may be required. All evidence must be supplied as soon as reasonably practical.
[bookmark: _Toc182835226]Flexible Working Arrangements
If a request for flexible working arrangements is made, in the first instance, HLNT will refer to the Fair Work Act 2009. 
An employee who wishes to request flexibility in their work arrangements should put their request in writing to their manager, who will seek approval from the Chief Executive Officer. The request should detail what change(s) are being asked for as well as the reason for the requested change(s).
HLNT will respond in writing to requests within 21 days, advising whether the request has been approved or denied. If the request has been denied, the reasons for the refusal will be included in the correspondence. All decisions will be made in accordance with guidance from the Fair Work Act 2009.  
For further information refer to: https://www.fairwork.gov.au/employment-conditions/flexibility-in-the-workplace/flexible-working-arrangements 
[bookmark: _Toc182835227]Working from Home
HLNT recognises the potential benefits that flexible working arrangements will have for some employees and we would like to support this where it can be demonstrated: 
· to provide benefits both to HLNT and the employee, and 
· that risks to both to HLNT and the employee can be reasonably minimised. 
The Working from Home Policy is intended as a general guide for employees. Assessment will be on a case-by-case basis as Working from Home is unlikely to be an appropriate arrangement for all employees and jobs. Further information can be found in the Working from Home Policy.
[bookmark: _Toc181626308][bookmark: _Toc182835228]Right to Disconnect
As HLNT supports part-time and flexible working arrangements, there is no expectation for employees to respond to emails outside their normal working hours. Additionally, HLNT emails are not enabled on personal devices.
a) Reasonable Contact
HLNT does not routinely contact staff outside of standard work hours. However, there are times when it will be reasonable to contact an employee outside of their regular working hours (normally by phone or text), including:
· Logistics Changes: When there are sudden changes to schedules that need to be communicated immediately to ensure operational continuity.
· Emergencies: When there is a critical incident or emergency that requires immediate attention to prevent harm or damage.
· Urgent Work Matters: If there is an urgent work issue that cannot wait until the next business day and requires the employee's specific expertise or decision-making authority.
· Safety Check: In the event of an extreme weather event or for any other reason, the employee’s welfare is a concern, management may complete an employee safety check. 
· Project Deadlines: During critical project phases where deadlines are imminent, if it jeopardises the project's success and the company has communicated this expectation clearly.
· Duty of Care: Employees may need to be contacted in the event of an emergency or genuine welfare matter. In these cases, as a courtesy, and in accordance with HLNT’s duty of care owed to its employees, employees are asked to respond when practicable, even if via email or text, to confirm receipt of the message and so the organisation knows an employee is safe and well.
· Arrival and Departure for Staff Remote Travel: When working remotely, employees are required to contact a member of the management team to notify them in each instance of all arrivals and departures from these locations in accordance with HLNT’s employee duty of care. 
b) Refusal of contact is unreasonable
Without limiting the matters that may be taken into account in determining whether an employee’s refusal of contact is unreasonable, the following must be taken into account:
· the reason for the contact or attempted contact
· how the contact or attempted contact is made and the level of disruption the contact or attempted contact causes the employee
· the extent to which the employee is compensated:
· to remain available to perform work during the period in which the contact or attempted contact is made; or
· for working additional hours outside of the employee’s ordinary hours of work
· the nature of the employee’s role and the employee’s level of responsibility
· the employee’s personal circumstances (including family or caring responsibilities)
c) Communication
If you have concerns about your right to disconnect, you should raise this with your manager in the first instance.  If you feel that the matter isn’t resolved by speaking to your manager, you should contact the CEO to deal with this issue.
If all internal avenues available are exhausted, a complaint application can be made to the Fair Work Commission by the employer or employee.
[bookmark: _Toc30174756][bookmark: _Toc182835229]

Expenses, Claims and Use of Assets
Employees must not incur any expenses outside their financial delegations authorised in their job description. It is noted however, that from time to time an employee may be required to incur an expense outside of their authorisation. In these instances, employees are requested to receive approval from their manager in the first instance before the expense is incurred. 
[bookmark: _Toc182835230]Receipts and/or physical evidence of any purchase will be required to substantiate any reimbursement claim.
Travel and Accommodation 
This policy reflects HLNT’s collective responsibility to conduct business in a fiscally responsible manner.
All work related travel will be booked through HLNT’s Finance and Administration Officer or through program funders. Seek further guidance from your manager regarding this where required.
Travel Expenditures
· All employees must have their travel plans approved by their manager prior to commitment of travel plans.
· All travel arrangements will be arranged by the Finance and Administration Officer and paid in advance.
· HLNT will not be responsible for additional costs incurred or additional ticket purchases for missed departures or changed logistics (excluding circumstances outside of the employee’s control).
· Reasonable meals and incidentals will be reimbursed to the employee on production of receipts.
Refer to HLNT’s Expense Reimbursement Policy.
Company Vehicles
HLNT may own, lease or hire vehicles to conduct HLNT business. HLNT vehicles are generally available for use as pool vehicles for business use during normal working hours, by prior arrangement.
Staff may also use their own vehicle for business use, adopting the logbook method for claiming deductions through the ATO or seek reimbursement from HLNT.
Drivers of HLNT vehicles must be authorised to do so and must hold a current driver’s license. Drivers are fully responsible for the vehicle whilst it is in their charge and to observe traffic regulations, laws and HLNT procedures at all times. HLNT will pass on any fines or infringements directly to the individual employee. 
Further information can be found in the Motor Vehicle Policy.
[bookmark: _Toc182835231]Internet, Email and Computer Use
HLNT’s Computer, Internet and Email policy sets out the standards of behaviour expected of employees, contractors and all other Employees whilst using computer, internet, network, phone and email facilities owned or operated by HLNT and/or when referring to HLNT on the internet.
[bookmark: _Toc428439834]Social Media
HLNT employees must adhere to HLNT’s Social Media Policy.
Branding
Use of HLNT logos and any other program or associated branding and logos is governed by HLNT’s Branding and Style Guide and Logo Use Policy.

Our Expectations and Behaviour
[bookmark: _Toc129088364][bookmark: _Toc182835232]Code of Conduct
HLNT expects its employees to maintain a high standard of conduct, integrity and work performance to make sure the HLNT maintains its good reputation with stakeholders, funders, customers and suppliers. Employee’s must comply with HLNT’s Ethical Guidelines, Workplace Behaviour Policy and a range of integrity related policies. 
[bookmark: _Toc182835233]Privacy
HLNT values the privacy and confidentiality of our clients, customers and employees as a number one priority.  Employees must comply with HLNT’s Privacy Policy, Privacy Breach, Complaint and Disclosure of Interests Policy 
Any requests for information need to be referred to management. 
[bookmark: _Toc182835236][bookmark: _Hlk132881344][bookmark: _Toc182835244][bookmark: _Toc182835246]Recruitment
HLNT always aims to employ the best candidates based on merit and competence. Recruiting and selecting suitable employees who exhibit the necessary level of skills and ability is integral to the success of HLNT. When recruiting and promoting employees, HLNT aims to ensure that the best person for the job is chosen in each case.
HLNT seeks to ensure that recruitment and selection decisions are based on the principle of merit. This means that persons will be selected on the basis of whether they have the right skills, qualifications and any other talents or attributes that are required to do the job. 
Please refer to HLNT’s Recruitment and Selection Policy.
Diversity and Inclusion
HLNT believes that inclusion and diversity is a business imperative, and we strive to create a culture that is diverse, inclusive and respects and celebrates our differences. All employees are required to comply with HLNT’s Discrimination Policy.
Bullying
Is not acceptable in the workplace. All employees are required to comply with HLNT’s Workplace Behaviour Policy. 
Sexual Harassment
[bookmark: _Hlk155948769]Is not acceptable in the workplace. All employees are required to comply with HLNT’s Workplace Behaviour Policy. 
[bookmark: _Toc182835242][bookmark: _Toc182835240]Grievances 
All employees must adhere to HLNT’s Workplace Behaviour. HLNT is committed to providing a harmonious work environment for all employees. 
HLNT acknowledges that employees may have a grievance with another employee. HLNT will refer employees in instances where they have persistent or material grievances with one another to an independent mediator / arbiter for resolution. Refer to HLNT’s Workplace Investigations Policy. 


Performance Management
The purpose of performance management is to improve performance. It is an ongoing process. It should include informal and formal reviews. We encourage a two-way process, that is, employees can also give management feedback on performance. For further information, refer to HLNT Performance Management Policy. 
Performance Reviews
All employees will undergo an initial formal performance review in their first 6 months of employment with their immediate manager with further reviews conducted on a cyclical basis.
[bookmark: _Toc182835241]Performance, Misconduct and Complaints
Where an employee’s conduct, performance or complaints do not meet a satisfactory standard, an appropriate process of investigation and corrective action must be taken. The action taken must conform to the relevant legislation and accord with the principles of natural justice and procedural fairness. For further information please refer to HLNT’s Performance Policy.
[bookmark: _Toc182835243]

[bookmark: bookmark=id.1ci93xb][bookmark: _Toc182835247]Personal Information
All employees will have a personal file. In general, the file contains an employee’s resume, employment contract, remuneration changes, relevant work approvals where necessary, performance appraisals, any formal disciplinary documentation, and police, medical and relevant external checks or accreditations.
An employee’s personal information will be manager in accordance with HLNT’s Employee and Contractor Privacy Policy.
Employee files will contain:
· Employee contract, including whether an employee’s employment is full time, part time, temporary or casual and the number of hours to be worked by an employee per week and the actual hours worked;
· Pay records including salary adjustments;
· Superannuation contributions record including super fund election;
· Annual leave records;
· Personal and other leave records;
· Performance appraisals
· Disciplinary documentation
· Correspondence relevant to the employee’s employment with HLNT;
· Next of Kin contacts
· Evidence of eligibility to work in Australia;
· Police/medical checks;
· Other relevant documents and communications; and
· Termination records.
Access to Employee Files
Employee information is confidential and will be held employee file in the HLNT Human Resources folder and in HLNT accounting software. Personnel authorised to have access to these records include the:
· CEO & Finance and Administration Manager
· the individual whose records they are.
Other management may review these records only with the approval of the CEO or Finance and Administration Manager. All employee records will be maintained for a period of seven years upon termination of employment.
Employees can ask to see their personnel file by contacting the Finance and Administration Manager or the CEO. Employees may review their file in the presence of a manager and may make copies of any of its contents.
Provision of information about an employee to a third party is governed by HLNT’s Employee and Contractor Privacy Policy.
[bookmark: _Toc182835248]Learning and Development
HLNT will give employees adequate training to do their job safely and competently.  We encourage employees to participate and to highlight any gaps in their own skills or knowledge they believe they have. 
Health professionals are responsible for maintaining their own CPD hours and to maintain their own accreditations and registrations.


[bookmark: _Toc182835250]Leave
HLNT recognises the importance that leave plays in ensuring employees have healthy work life balance, and that throughout their employment, employees may be required to be absent from work for a number of reasons.
For further information regarding your leave entitlements, please refer to your individual employment agreement.
HLNT provides for leave in line with relevant legislation, the relevant employment agreement, and any other relevant industrial instruments.
[bookmark: _Toc182835253]Annual Leave 
Permanent full time employees are entitled to five weeks (190 hours) of paid Annual Leave per year of service. This allocation of annual leave is provided on a pro-rata basis for part-time employees. Employees will accrue Annual Leave each pay period based on the number of ordinary hours they work.  
Leave will be granted in line with business needs and employees where practical, should submit their Annual Leave request 6 months in advance to allow for effective rostering. Annual leave will be exclusive of public holidays that occur within the period of leave.
Payment for annual leave will be at the ordinary hours of duty rate, which is deemed to be inclusive of leave loadings that might otherwise be payable under the terms of an Award.
[bookmark: _Toc132892234][bookmark: _Toc182833260][bookmark: _Toc182835254]HLNT annually shuts down operations between Christmas and New Years Day. Employees will be allowed this time off without loss of ordinary hours of duty pay in accordance with HLNT’s TOIL policy.
In some circumstances, leave may be approved for a future date prior to the employee formally accruing part or all of the leave entitlement. This approval is conditional on the employee taking leave without pay for any portion of non-accrued leave entitlements.
Employees may not cash out Annual Leave. Unused accrued Annual Leave is payable on termination of employment.
[bookmark: _Toc182835255]Personal/Carers Leave
Permanent full time employees are entitled to 10 days of paid Personal/Carers Leave per year of service, in line with the National Employment Standards. This allocation of personal / carers leave is provided on a pro-rata basis for part-time employees. Employees will accrue Personal/Carers Leave each week based on the number of ordinary hours they work. 
Personal/Carers Leave is specifically for:
· Personal (or sick) leave when the employee is ill or injured; and 
· Carer’s leave when the employee has to take time off to care for an immediate family or household member who is ill or injured or to help during a family emergency. 
The employee must let HLNT know that they are going to take personal or carer’s leave as soon as reasonably possible and specify how long they will be off or expect to be off work. The employee should speak to their direct manager, or member of the management team, either in person or over the phone. 
A Medical Certificate is required for employees who are absent for more than one day. If an employee fails to produce a medical certificate or appropriate substantiation when requested, HLNT may determine that the employee is not entitled to paid Personal/Carers Leave for that period. 
Employees may not cash out Personal/Carers Leave. Unused accrued Personal/Carers Leave is not payable on termination of employment.
[bookmark: _Toc182835256]Unpaid Carers Leave
All employees, including casuals, are entitled to 2 days of unpaid Carers Leave each time an immediate family member or household member of the employee needs care and support because of:
· illness
· injury or
· an unexpected emergency.
A permanent employee must use their full entitlement to paid Personal/Carer’s leave before accessing unpaid Carers Leave.
A Medical Certificate is required for employees who are absent for more than one day. If an employee fails to produce a medical certificate or appropriate substantiation when requested, HLNT may determine that the employee is not entitled to Unpaid Carers Leave for that period. 
[bookmark: _Toc182835257]Compassionate Leave
HLNT recognises the importance of extended families in the NT when applying this policy. Employees are entitled to 3 days Compassionate Leave each time:
· an immediate family or household member dies
· an immediate family or household member contracts or develops a life threatening illness or injury
· a baby in their immediate family or household is stillborn
· they have a miscarriage
· their current spouse or de factor partner has a miscarriage
Full-time and part-time employees receive paid Compassionate Leave at their base pay rate for the ordinary hours they would have worked during the leave. Casual employees receive unpaid Compassionate Leave.
Compassionate Leave may be taken as:
· single continuous 3 day period
· 3 separate periods of 1 day each
· any separate periods as agreed with their employer
An employee taking compassionate leave has to give their employer notice as soon as they can (this may be after the leave has started). The employee has to tell the employer how much leave they are taking, or expect to take, and when.
An employer can request evidence about the reason for compassionate leave (for example, a death or funeral notice or statutory declaration). This request for evidence has to be reasonable. If the employee doesn't provide the requested notice or evidence, they may not get compassionate leave.
Compassionate leave is not accrued. Compassionate leave is not paid out on termination of employment.
[bookmark: _Toc182835258]Family/Domestic Violence Leave
Employees are entitled to 10 days of paid family and domestic violence leave each year under HLNT’s Family and Domestic Violence Policy. Further information can be found at https://www.fairwork.gov.au/tools-and-resources/fact-sheets/minimum-workplace-entitlements/family-and-domestic-violence-leave.  
Family/Domestic Violence leave is not accrued. Family/Domestic Violence leave is not paid out on termination of employment.
[bookmark: _Toc182835259]

Study Leave
An employee may be eligible to apply for study leave of 5 (five) days per annum without loss of pay in accordance with the HLNT Study Leave Policy. Unused study leave does not carry over to subsequent years. Study leave is subject to approval of the proposed study activity by HLNT. 
Study leave is not accrued. Study leave is not paid out on termination of employment.
[bookmark: _Toc182835261]Ceremonial and Cultural Leave
An employee who is necessarily absent from work for ceremonial or cultural purposes shall be entitled to up to 2 weeks unpaid leave per year for those purposes. The leave will be non-cumulative. 
The employee must give notice of leave to HLNT as soon as reasonably practicable (which may be at a time before or after the leave has started).
[bookmark: _Toc182835262]Long Service Leave 
Employees who are employed on a full-time basis are entitled to 13 weeks of Long Service Leave after 10 years of continuous service. For part-time employees, this will be allocated on a pro-rata basis.
[bookmark: _Toc182835263]Long Service Leave will accrue in accordance with the Northern Territory Long Service Leave Act at the rate of 1.3 weeks per year of continuous service. An employee will be entitled to payment of pro-rata Long Service Leave on termination of employment after 6 years of continuous service.
Parental Leave
Parental leave is the term used to describe leave provided to employees in connection with the birth (birth related leave) or adoption (adoption related leave) of a child. 
HLNT complies with all current employee protections and fair work legislation. HLNT will refer to the Fair Work Act 2009 to confirm entitlements for all applications for Parental Leave. For further information go to: https://www.fairwork.gov.au/leave/parental-leave 
[bookmark: _Toc182835264]Community Service Leave
Community Service Leave is governed by the Fair Work Act. For detailed information go to: https://www.fairwork.gov.au/leave/community-service-leave .  It comprises: 
a) Voluntary Emergency Management activity 
An employee is entitled to take unpaid Community Service Leave while they are engaged in a voluntary emergency management activity and for reasonable travel and rest time. 
Employees wishing to take voluntary emergency management Community Services Leave must provide HLNT with:
· notice of the absence as soon as possible (this may be after the leave starts)
· the period or expected period of absence
· evidence of their entitlement to take Community Services Leave, as requested by HLNT.
b) [bookmark: _Toc182835260]Jury Duty
Employees, including casual employees, are entitled to take leave to attend jury selection and jury duty, in accordance with the National Employment Standards. Employees must notify HLNT as soon as possible of the requirement to attend Jury by submitting a Leave form along with a copy of the formal request to attend. 
Full time and part time employees are entitled to ‘make up pay’ for jury selection and jury duty for the first 10 days of service only. Make up pay is the difference between any jury duty payment the employee receives (excluding any expense related allowances) from the court and the employee’s salary for the ordinary hours the employee would have worked. 
Where jury service exceeds two weeks, HLNT will consider flexible work and leave arrangements to mitigate an employee’s loss of earnings. Employees must take all reasonable steps to ensure they receive any payment they may be entitled to from the court in relation to their jury duty attendance. The employee must provide evidence of any monies paid to them for their attendance at Jury Duty.
In some circumstances, it may not be feasible for the employee to attend Jury Duty due to it causing hardship for HLNT. In these cases, the employee will be required to submit a request for postponement or exclusion from service. HLNT will provide supporting documentation and assistance with this application. 
Leave without Pay
Applications for Leave Without Pay will be subject to management approval. Except in extraordinary and justifiable circumstances, Leave Without Pay will not be granted:
· Where an employee has an entitlement to accrued Annual Leave; or
· Where work commitments cannot be met because of the proposed additional leave.
Extended Leave without Pay
Where an employee wishes to take extended leave without pay for overseas travel or educational purposes, for example, this will be subject to management approval. Such applications must be supported with a written outline of the reasons and the benefits to be derived by the employee.
An application for extended unpaid leave will need to be supported by the direct manager before the Chief Executive Officer will consider approval. Such approval may be subject to special HLNT’s conditions with respect to job availability upon return, continuity of service etc.
Continuity of Service 
When Leave Without Pay is granted, in most cases continuity of service will be retained, but the period of leave will not count towards the period of leave accrual. 
Long Service, Annual Leave and other service-related benefits shall all be suspended during periods of Leave Without Pay.
Applying for Leave 
Employees may apply for leave via HLNT’s employment portal, HR Partner.
[bookmark: _Toc182835265]

Ending Employment
Ending of employment is when an employee’s contract of employment with an employer ends. This happens because of resignation, retirement, redundancy, or termination.
[bookmark: _Toc182835266]Resignation 
Employees may terminate their contract of employment by giving notice in writing to their manager.
The notice period required will depend on an employee’s length of service, as detailed below.
	Tenure
	Notice period

	1 year or less
	1 week

	More than 1 year to 3 years of service
	2 weeks

	More than 3 years to 5 years of service
	3 weeks

	More than 5 years of service
	4 weeks


Employees over 45 years old who have completed at least 2 years of service when they receive notice are given an additional week of notice.
If the Employee does not provide the required notice period, then the payment for the outstanding notice period will be deducted from the final payment, subject to applicable industrial instruments.
[bookmark: _Toc182835267]Retirement 
Under the Equal Opportunity Act 1995 there is no compulsory retirement age. 
[bookmark: _Toc182835268]Redundancy 
An employee’s entitlements in relation to termination of employment on the ground of redundancy will be determined in accordance with terms of the National Employment Standards and the individual employment agreement.
[bookmark: _Toc182835269]Termination of employment due to ill health 
HLNT may initiate a medical examination to assess an employee’s fitness for duty. If the examination reveals that the employee is unable to perform their duties and is unlikely to resume them within a reasonable period, the Chief Executive Officer may terminate the employee’s employment. The termination must be in accordance with the notice required by the employee’s employment contract.
Before terminating the Employee’s employment, the Chief Executive Officer may offer the Employee the opportunity to submit a resignation.
[bookmark: _Toc182835271]If the Employee does so, HLNT will accept the resignation and not terminate the employment.
Abandonment of employment
[bookmark: _Toc182835273]Failure by an employee to advise HLNT of the reason for any absence of 3 or more sequential working days, will be considered to be abandonment of employment. HLNT will attempt to contact the employee and their next of kin before any action is taken to terminate employment.
Return of HLNT Property
It is the employee’s responsibility to ensure that HLNT’s property is returned to HLNT in good order prior to their departure.  The value of any property not returned may be deducted from the employee’s final pay.
[bookmark: _Toc182835275]Workplace Health & Safety (WHS)
HLNT (HLNT) recognises its moral and legal responsibilities to the Work Health and Safety (National Uniform Legislation) Act and Regulations 2011, to provide a safe and healthy work environment for employees, contractors, customers, volunteers, clients, participants, contractors, stakeholder, co-located staff and visitors. This commitment extends to ensuring the organisation’s operations do not place the local community at risk of injury or illness.
Under the Work Health and Safety (National Uniform Legislation) Act and Regulations, HLNT as the employer has the ultimate responsibility to ensure that a safe workplace is maintained. To meet this requirement, HLNT will ensure that a safety management system is in place and that responsibility has been allocated to managers, supervisors and staff in the organisation.
HLNT will: 
· Provide safe systems at work; 
· Provide written procedures and instructions to ensure safe systems at work; 
· Ensure compliance with legislative requirements and current industry standards; 
· Provide information, instruction, training and supervision to employees, contractors, customers, volunteers, clients, participants, contractors, stakeholder, co-located staff and visitors to ensure their safety; and 
· Provide support and assistance to employees and opportunities to be involved in consultation on safety issues.
Employees must ensure that they: 
· Follow all OH&S policies and procedures; and 
· Report all hazards and incidents to their supervisors/managers; and 
· Take reasonable care for his or her own health and safety; and 
· Take reasonable care that his or her acts or omissions do not adversely affect the health and safety of other persons; and 
· Comply, so far as reasonably able, with any reasonable instruction that is given by HLNT in order to comply with the Act; and 
· Co-operate with any reasonable policy or procedure of HLNT relating to health or safety at the workplace. 
Employee Assistance
Healthy Living NT is committed to maintaining a safe and healthy working environment. Where staff are experiencing work-related or personal problems, it may affect their work performance as well as their quality of life. 
HLNT staff may access up to two (2) free confidential, professional counselling sessions as needed. Additional sessions may be approved on review. Staff wishing to access this service should contact their manager or the CEO and an appropriate service provider will be identified based on the nature of the issue. 
Remote service staff are also able to access CRANA Plus - a Toll free 24hr Telephone Counselling service available every day of the year for all remote health workers/service providers and their families. Please call 1800 805 391 if you would like to access this service.
[bookmark: _Toc182835277]Further information can be found in the Occupational & Office Health and Safety Policy.

Policy Information
Variations
HLNT reserves the right to vary, replace or terminate these policies and procedures from time to time.
Queries 
Any queries or concerns regarding these policies should be addressed to the Chief Executive Officer.
Grievances 
Any grievance arising from the application of these arrangements shall be managed using the grievance management process. 
Consequences of Breaching these Policies
If an employee does not meet the expectations set out in this policy, they may be subjected to disciplinary action in accordance with our Performance and Misconduct Policy up to and including termination of their employment.

[bookmark: _Toc182835278]Acknowledgement
I acknowledge:

· receiving the Healthy Living NT Employee Handbook;
· that I have read and understood the policies and procedures therein; and
· that there may be disciplinary consequences if I fail to comply, which may result in the termination of my employment.

	Your name:
	

	Signed:
	

	Date:
	




Please sign, remove, and return this page to the Finance and Administration Manager to be placed on your personnel file.
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