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Purpose and Scope 
It is important to ensure that for each employee of EnableOT is equipped and confident in providing quality services to 

our clients. To do this we have a work culture of: 

 Commitment – we work hard to enable the people we support to achieve their goals. When the going gets 

tough, we stick in there. But we are also committed to balanced lives. As we seek full lives for the people we 

support, so we seek to ensure staff do not work excessive hours, and have time for themselves and others 

outside work. 

 Self-discipline – we are building a culture around freedom and responsibility, which means we are self-

disciplined people, who are willing to go to extreme lengths to fulfil our responsibilities. We know how to 

conduct ourselves professionally, with warmth, at all times. 

 Responsible – we follow through on initiatives and own the consequences until the new idea works and 

contributes to the whole business 

 Enabling – we support each other to develop our skills and abilities and use them effectively for the benefit 

of those we support. We lean on each other. We help each other. 

 Confidentiality – we share specific, private information on a ‘need to know’ basis and within supervised 

systems. We do not gossip about others. We build each other and others up with our words and actions. 

 Challenge- we challenge ourselves with developing insight. We participate in being in an organisation where 

people grow and develop. We engage in constructive debates to collaboratively solve problems. Once a 

decision is made, we work wholeheartedly towards the agreed decision. 

 Listening – we make a habit of listening to each other and our clients 

 Teamwork – we recognise and understand each other’s differences, priorities and styles and seek to use 

these to work as a team and support each other, in the good times and the bad. We focus on co-operation 

and always come to a resolution, not a compromise. We ask for help when needed, and are compassionate 

to people who ask for our help. 

 Recognition and Encouragement – appreciation and encouragement are great motivators. We seek to 

identify opportunities to praise and encourage each other, and we celebrate success. 

 Consistency – we are consistent with our actions, so the people we support feel comfortable when dealing 

with us. We act and make decisions on what makes a real difference. When necessary we pull together to 

make changes that ensure we work efficiently and effectively. 

 Systems – we have systems and resources in place so our staff can work autonomously and responsibly. Staff 

have the freedom to seek opportunities, to innovate, and find the best way forward for their clients. 

 Risk taking – we are willing and keen to take though-through risks and make sure we learn through every 

experience, the good and the bad 

 Learning – we are creative and are willing to try new ways of doing things. We make mistakes, but after they 

occur, we learn from them to ensure they do not happen again. We all act as coaches to help others make 

their own intelligent decisions. 

 Fun – we view life as a journey, we believe we are being shaped towards the future, rather than being 

pushed by the past. Life is to be appreciated and enjoyed. We want to create an atmosphere of fun and 

happiness so that those around us can enjoy it as well. 

 

We also need to ensure that we meet all legal requirements of employers, and our obligations under our funding 

agreements during the recruitment process for employees. Clear policies and procedures covering recruitment assist 

us to manage the process in the best interests of our organisation as employer, the people who work for our 

organisation, and ultimately benefits participants receiving our service. 

We insist that our team members pride themselves on their participation alongside their client’s choices and that they 

want to be a genuine help for our clients to develop the confidence and connections to lead healthy, happy lives of 
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opportunity.  In every case, employees need to be introduced to their new role and their new working environment, 

and sometimes introductory training in new skills is required.  Induction, training and performance development is an 

important part of how we foster a highly competent and committed work team. 

Without appropriate training and support, employees cannot do their jobs effectively. Employers have a responsibility 

to provide their employees with appropriate management. As an employer, we need effective ways to communicate 

with the people who work for us about what they do, how well they are doing it, the organisation’s expectations and 

requirements of their work performance, and their perspective on how they are working. We embed this in our 

weekly formal Supervision sessions and spontaneous supervision as required. 

Legislative Requirements 

Work Health and Safety Act 2011 (The Act): 

The Act details the duties of a ‘person conducting a business or undertaking’ (PCBU), officers and workers as well as 

suppliers and manufactures.  In accordance with the Act, as a PCBU, the business has a primary duty of care to ensure 

workers and others are not exposed to a risk to their health and safety. 

National Employment Standards: 

The National Employment Standards (NES) are the 10minimum standards of employment which cover aspects of 

employment such as weekly hours of work, leave entitlements, termination and redundancy payments and Fair Work 

Information Statements.  

NDIS Act 2013 (The Act): 

The National Disability Insurance Scheme (NDIS) was developed to enable people with disability to live ‘an ordinary 

life’ as others in society do. The associated Act aims to provide for the National Disability Insurance Scheme in 

Australia, support the independence and social and economic participation of people with disability,  provide 

reasonable and necessary supports, including early intervention supports, for clients in the National Disability 

Insurance Scheme launch, enable people with disability to exercise choice and control in the pursuit of their goals and 

the planning and delivery of their supports, facilitate the development of a nationally consistent approach to the 

access to, and the planning and funding of, supports for people with disability, promote the provision of high quality 

and innovative supports that enable people with disability to maximise independent lifestyles and full inclusion in the 

mainstream community, raise community awareness of the issues that affect the social and economic participation of 

people with disability, and facilitate greater community inclusion of people with disability. 

Recruitment 
EnableOT is committed to recruiting employees who are suitably qualified and experienced and who have the 

competence and appropriate qualities to undertake their role within our organisation. Our recruitment and selection 

procedures will be in accordance with employment legislation and our contractual obligations. 

When a potential employee identifies interest in joining the Enable team: 

 EnableOT’s Director meets with them to discuss fit with EnableOT – including reason behind their interest, 

past history, qualifications, and the way EnableOT works. 

 Each party decides whether the potential employee is a good fit. 

Once appointment has been made, EnableOT will: 

 Support new staff through induction and training according to their role. 

o Mandatory training on NDIS Quality Standards 

o Legislative requirements included in EnableOT policies and procedures 

o Orientation of the work site and documentation 

o Gradually building competency to match the demands of clients 
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Support of Training and Development 

Onboarding and Induction Process 

EnableOT is committed to making sure that those who work in our service are well prepared for what they are 

required to do.  Induction will be conducted by the Director or someone who has been delegated by the Director and 

documented using the guidance of the EnableOT Beacon Manual which outlines onboarding, screening, mandatory 

training requirements and performance appraisals and takes the Beacon through organisational policies and 

procedures.  Where the Beacon has identified any specific training and/or support needs during the recruitment or 

induction process, these areas are noted in the Beacon Manual plan for discussion at Performance Reviews.  

Performance reviews will be conducted with 90 days of the start date of the staff member using the EnableOT Annual 

Performance Review Form.  

Ongoing Review of Performance and Development 

EnableOT is committed to the professional development of staff which is shaped and documented through intensive 

weekly supervision sessions and team weekends.  

Professional development opportunities will also be outlined in the performance development review including 

required or requested training.  National Police Checks and State Working with Children and Vulnerable Persons Check 

currency must be kept up to date for continuing employment.  The scheduling of Police Check and State Working with 

Children and Vulnerable Persons Check Renewal will be outlined in the Beacon Manual.  The outcomes of any further 

agreed training will be transferred to the staff member’s Manual and evidence of completed training will be included 

in the person’s staff file.   

EnableOT will respond to the outcome of a performance review in the most appropriate way for the individual and the 

level of performance shown. For excellence in performance, EnableOT will recognise this through feedback in the 

performance review.  For an employee, recognition could involve an appraisal of remuneration or award level or 

equivalent mutually agreed recognition.  For volunteers and external contractors, excellence may be rewarded 

through a mutually agreed recognition.  Recognition for exceptional performance will be discussed confidentially and 

collaboratively between the Director and the staff member involved.   

For satisfactory or good performance, feedback through the performance development review will provide staff with 

recognition of indicators of good performance in relation to the position description. The Community Services Award 

allows for annual pay step increases which will be discussed confidentiality and collaboratively between the staff 

member and the Director.   

Poor performance will be addressed in a manner that allows privacy, confidentiality and dignity to the staff member 

involved.  The issues relating to performance will be identified clearly and communicated to the staff member.  Staff 

will have the opportunity to review and reply with circumstances to any issues of concern most likely in a meeting 

with the staff member.  The staff member can have a support person in attendance and a request for a support 

person will not unreasonably denied. EnableOT recognises its responsibility to provide support to staff that are 

genuine in their efforts to perform according to their position descriptions and will discuss with the staff member a 

plan for further training, reduction duties or responsibilities or any other support that is mutually agreeable between 

EnableOT and the staff member. There will be a timeframe applied to any performance management plan arising from 

discussions between EnableOT and the staff member and if performance has not been at least satisfactory in this 

timeframe then EnableOT will initiate further proceedings according to the Small Business Fair Dismissal Code. 

Serious Misconduct 
Serious misconduct involves an employee causing serious and imminent risk to the health and safety of another 

person or to the reputation or profits of their employer’s business, or deliberately behaving in a way that is 

inconsistent with continuing their employment. Examples of serious misconduct may include theft, fraud, causing of 

harm in a wilful or negligent manner, or refusing to carry out a lawful and reasonable instruction that is part of the 

job. Serious misconduct may result in immediate dismissal and will proceed according to the guidelines of FairWork 

Australia. 
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Grievances 
A grievance is a wrong or hardship suffered which is grounds for a complaint.  A grievance may be an allegation of 

discrimination, bullying, or harassment by another staff member.   

The order of preference for resolving the grievance should be: 

 Attempt to resolve the issue with the person involved  

 If not resolved, notify the supervisor or Director in writing about the issue asking for resolution options 

 If not resolved, notify key personnel of the issue for resolution options 

 If not resolved, pursue the matter with external authorities such as FairWork 

If the grievance raised is of a criminal nature the Director must be informed immediately and the matter will be 

referred to the State Police and any relevant external agency by the end of the next business day, or sooner if deemed 

necessary. Support will be provided to the person making the allegation, as per this procedure (see below).  

If the matter is an allegation or concern about the employee or volunteer, they will be informed in writing within 

seven days of the matter coming to the attention of their manager.  For the person whom the allegation is against, the 

Director will ensure that the principles of natural justice are followed, and implement a process in line with legislative 

and contractual requirements, which may include standing the staff member down without pay. 

The Director will provide all parties with information that may support them through the grievance process, such as 

Employee Assistance, Medical Referral or otherwise as discussed with the relevant party.  Employees and volunteers 

must also be made aware of their right to refer their grievance to an external agency, such as the Fair Work 

Commission.  

Grievances are considered resolved: 

 if the employee or volunteer is satisfied with the response to a grievance they have made, or 

 in the case of allegations or concerns about an employee or volunteer, if the manager is satisfied that all 

appropriate issues have been investigated and resolved. 

Review 
This policy will be reviewed when required by changes to legislation or when organisation operations require it. 

Employees and clients will be consulted in relation to any proposed changes.  It is recommended that this policy be 

assessed at 9 monthly internal review alternating with formal auditing processes.   

 

 

 

 

 


