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2 OVERVIEW

Thisset of empl oyment 6poprovedeéthai dEbl nesesor the ¢
Media @SYNOr t he o0Companydé). The provisions for all sta
(Ct hhpAct( @) . 't is a document that wild]l be reviewed
work environment and legislation. This will be aslfows:

I Annual Review by General Manager
| Biennial (every two years) by Risk and Compliance Committee

Thepolicies havebeen developed with reference to the National Employment Standards, outlinedtfh
Appendix A of the Policyit has also drawn heavily on information available on the Fair Work Ombudsman
(t he 0Ombuds ma n 6this shoaldretibé ieterpreteth as angehdorsement of the Policy from the
Ombudsman. The Policy is for internal SYN distribution only.

Further information about the National Employment Standards and the Fair Work Ombudsman is available
from the Ombudsman webite: www.fairwork.gov.au

Unless stated otherwise, this Policy is applicable to all ftithe, parttime and casual staff at SYN. Where
something in this Policy is in direct conflict with the Act, the stiatilons in the Act will apply.Further plicies
and contracts such as the SYN engagement contracts should be read in conjunction with these policies.

Note: This document was last updated in whole or part on 23 February 2016 and was approved
by the Board @ x27 Oct 2017 (SYN Board)

2.1 Definition of Terms

Preamble to Student Youth Network Inc. Policies and Standards:

SYN:The Student Youth Network Incorporated, trading as SYN Media

SYN LogosThe symbols that are the trademarks of SYN.

Accredited by SYNSivenformal recognition by the SYN Board of Management.

Member of SYNAnN Individual or Organisation who has met the requirements for membership and is a
financial member of SYN.

Delegate:A duly appointed member of a SYN member organisation.

Board of Managemelr The Board of Directors of the incorporated association who manages according to
the rules under which SYN is incorporated.

EmployeeA paid staff member who is employed by SYN. This includes casual staff members.
Confidential:Spoken or written confidace; in secret; Entrusted with secrets or private affairs.

Tertiary RepresentativeAn individual enrolled as a student at a higher educational institution, eg. TAFE,
University, etc.

Secondary RepresentativeAn individual employed by, or enrolled as dauglent, at a secondary educational
institution in an educational capacity.

Youth RepresentativeAn individual not involved in any form of formal education.

SYN | Overvew
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2.2 Aims

Updated 20 September 2012

SYN is a media organisation run by a community of young peoiblat that provides broadcast and training
opportunities for young Australians.

Our values:

Access:SYN provides open access for all young people to participate in its community.
Independence:SYN produces content free from commercial and other external pressures.
Participation:SYN supports young people to take charge of media creation, training and governance.
Diversity:SYN actively encourages a range of youth perspectives, cultures and glea

Innovation: SYN celebrates quality, and supports creativity and flexibility in its programming and
operations.

SYN | Overview
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SECTION 1:
RECRUITMENT, EMPLOYMENT AND
REMUNERATION
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1 RECRUITMENIITAFF VACANCIES ROLI

Updated 20 September 2012

In the event of a positiorat SYN becoming vacant through the expiration of a contract, retirement,
resignation or other meansor with creation of a new position, the General Manager will have absolute
discretion on whether to recruit internally or externally.

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelines for the recruitment and selection of SYN staff and
applies to all of SYN&s operations and | ocations

Objectives

The objectives of this policy statement are to:

1. Ensure SYN practices a fair and edfable process of recruitment and selection of staff, which is based
on merit

2. Ensure SYNOs process of recruitment and selection
principles, subject to any exemption obtained through application to VCAT, as welleaslirements
provided under the Working with Children Act 2005 (VIC).

3. Enable SYN to seek the best possible person to fill any staff vacancy

Recruitment Policy Statement

1. SYN shall employ paid staff that have the appropriate qualification(s) and/or relevaxperience.

2. SYN will ensure that the best available applicant, as assessed against the selection criteria, will be
recommended for employment on merit. Merit is defined as the extent to which each applicant has:

i.  The skills, knowledge, experience, past dermance and other personal qualities relevant to the
job.

ii. Demonstrated good conduct appropriate to community sector employment.
iii.  Potential for further development with the organisation.
3. The organisation has a commitment to maximise career patipportunities for existing staff.

4. All applicants will be given equal employment opportunity, save that preference shall be given to
candidates under the age of 26 where all other criteria are equal.

1.1 Recruitment and Selection Process
Stage = Heading Description of what happens
1 Advertising Al'l vacancies shall be advertise

network. Where appropriate, vacancies may be advertised more broadh

Advertising must include reference to the exemption from the Victorian
Civic andAdministrative Tribunal to allow discrimination on the basis of
age. The advertising may read as follows:

SYN has an exemption from the Victorian Civic and
Administrative Tribunal to allow discrimination on the basis of

SYN | Recruitment- Staff Vacancies Policy
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Stage Heading

2 Information
for applicants

3 Interview/
Selection
Panel

4 Shortlisting

5 Equal
Opportunity

6 Interview

Description of what happens

age (exemption no. A98/2012). SYN has a preference for
candidates under 26 years of age. (NB. Candidates over 26
are still encouraged to apply.)

Advertising must include an explicit statement of commitment to child
safety, for example:

Our organisationis committed to child safety. We have zero
tolerance of child abuse. Our robust human resources,
recruitment and vetting practices are strictly adhered to
during the application and interviewing process. Applicants
should be aware that we carry out workingith children
checks, police checks and reference checks (as we see fit) to
ensure that we are recruiting the right people.

Applicants should be sent:
1. a position description
2. background information about SYN

3. any additional inbrmation deemed relevant to the vacant position

For the recruitment of positions the interview selection panel may
consist of the General Manager or relevant Supervisor, representatives
of the Board of Management, other stafinembers of the organisation or
other persons with specific knowledge relating to the position advertisec

One member of the selection panel shall have knowledge of the Child
Safe Standards, SYNOds Child Safe

1. Each applicant should be assessed against qualification
requirements and relevant experience

2. a brief record should be made of the qualifications and experience o
applicants and the reasons for not shortlisting applicants for
interview

Sel ection Panel member s must be
Opportunity Policy and relevant legislation

1. Applicants will be interviewed against key selection criteria
developed by the selection panel.

2. Allinterviews should have a similastructure with each applicant
being given the opportunity to respond to similar lines of questioning
This does not preclude flexibility in pursuing individual leads or
exploring particular areas of interest.

3. Questions must be related to the selection catia and duties of the
vacant position.

4. Questions of a personal or discriminatory nature must not be raised.

SYN | Recruitment- Staff Vacancies Policy
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Stage Heading Description of what happens
7 Choosing the = The successful applicant shall be chosen by:
sucgessful 1. Dbest fitting the key selection criteria
applicant
2. by consensus of theSelection Panel
8 Pre- The Selection Panel must conduct premployment checks on the
employment chosen applicant. Preemployment checks include:
checks 1. proof of identity
2. proof of qualifications
3. proof of eligibility for employment in Australia
4. references
5. work history
6. some vacancies may require a police check
7. working with children checland child safe check
9 Notifying Unsuccessful applicants should be notified in writing as soon as
unsuccessful possible, with the possibility of verbal feedbadior those interviewed.
applicants

1.2  AppointmentProcess

Applicants can only be appointed to a position when all the peenployment checks have been undertaken.

The purpose of Premployment checks is to verify the identity and credentials, including any formal

educai on qualifications of an applicant, and to deter
position. ThisalignswithSYN6s duty of care to its members and se

Note: SYN retains the right to decline employment to anyone who is ureatad obtain and keep
current a Working with Children clearance.

Type of check Action required
Proof of identity Preemployment/preengagement checks must include the sighting of
original documentary evidence suc

birth certificate, marriage licence.

At least two documents of identity must be sighted and particulars such a:
the spelling of surnames or date of birth are to be croshecked.

Qualifications Prior to confirmation of a job offer, candidates may be asked provide
original or certified copies of their qualifications. This will apply most ofter
in those instances where suitability for a position is based on academic
achievement or qualification

Overseas qualifications

In the case of overseas qualificabns, it may be necessary to check
gualifications for authenticity by referring to the compendium of overseas

SYN | Recruitment- Staff Vacancies Policy
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Type of check Action required

gualifications issued by the National Office of Overseas Skills Recognitior
(NOOSR).

References No applicant is to be selected for a position wibut referee checks being
undertaken.

1. Applicants should be advised that referee checks will be undertaken.

2.1t is important to contact refe
employer. Itis important to check with referees that the applicant has
not been dismissed because of misconductt is important to check
the applicantds suitability to
employers who have directly supervised and observed their
interactions with children.

3. Where an applicant may be embarrassed @oncerned that a referee
check is to be undertaken with a current or former employer, it should
be explained that such a check is necessary and part of the
Associationdés policy on recruit

4. If the applicant is adamant that he or she does not want a refee
check with a current or former employer, then reasons should be
sought.

Overseas references

1. Where an applicant has written testimonial from overseas, these
referees should be contacted by telephone.

Work History 1. Itisimportantto checkthatap er sonds |job appli
complete work history. This is to ensure that the applicant has not
been dismissed from a position because of any misconduct.

2. -ltthere are any gaps in the work history or there is any concern the
applicant has not distosed a prior job, then this must be investigated
and discussed with the applicant.

Police Checks Given that some employment positions within the association may involve
contact with vulnerable young peopldt may be necessary for the
applicant to provide a Police Check obtained at their own expense. This i
determined on a case by case basis by the Board of Management. Any
information provided is covered [

Working with Children = Legislation requies persons to obtain working with children checks in

Checks order to engage in childelated work. Employment with SYN Media may be
considered childrelated work as it may involve regular direct contact with
children (that is, persons under 18 years of age) ielation to activities in
circumstances where that contact is not directly supervised by another
person. This requirement exists to ensure the protection of children
involved in SYN activities from sexual or physical harm. Applicants must
provide a copy otheir working with children check in their application.
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Version Date: Last Saved: 14 November 2017 15 of 138



Type of check

Internet search

Action required

Note: SYN retains the right to decline employment to anyone
who is unable to obtain and keep current a Working with
Children clearance.

It is recommended that applicant
While it is not advisable to believall information sourced fronthe
internet, web searches may uncovessues for further investigation

1.3  Agreement Process

The Agreement proceswiill normally follow these steps:

Type of check
Verbal Offer

Written Offer

Acceptance

Signing the
Agreement

Other Information

Action required
The employee is contacted by phone and offered the position verbally

The verbal offer is followed up with an emailed offer, highlighting key term
of the offer. The email will also include procedures as attachments

I Aletter of offer,

I The agreement (employment contract)

I this Policy and

I other relevant policies andorocedures other relevant policies and

procedures, including National Employment Standards and Employee
detail forms.

The employee must respond by email to formally accept the offer

The employee will sign and return tweoopies of the Agreement on their first
day in their position at SYN.

Induction:  On commencement new staff are provided with a
full induction and introduction to SYN policies and procedures.
These documents will be available to all SYN staff and it iete
responsibility to remain informed of changes and amendments
as they occur.

For information about Termination of an agreement see Secti®n Notice of Resignationor Terminaton
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2 EMPLOYMENIAW& AGREEMENTS
Updated27 Oct 2017 (SYN Board)

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelines éonployment conditions andhe use of
EmploymentAgreements.

Objectives

The objectives of this policy statement are to:

I Describe the relevance and application of industrial awards
I Ensure SYN staff are aware of their rights under the National Employment Standards
I Make note of SYNOs ateonegapti on to discri min

Coverage/ Scope

This policy applies to all SYN paid staff

Policy Statement

2.1  Equal Employment Opportunity

It is the policy of SYN to provide equal employment opportunity for all individuals regardless of:

1. Race 7. Marital status

2. Colour 8. Sexual preference

3. Ethnicity 9. Gender

4. National origin 10. Disability

5. Beliefs 11. Other characteristics protected by law
6. Unionactivity

SYN has an exemption from the Victorian Civil and Administrative Tribunal to allow discrimination on the
basis of age (exemption no. A98/2012. SYNprefers candidates under 26 years of age. (NB. Candidates
over 26 are still encouraged to apply.) Also see Secti@i. EqualEmploymentOpportunity

2.2  SYNRenewableAgreements

SYN staff are employed orenewable agreements These will include a position description current at the
time of employment and which describe the specific performance objectives, duties, obligations, duration
and salary. Unless formally outlined in their Agreement, the terms and ddions of this policy shall apply
uniformly to all Agreements.

The General Manager is required to approve all Agreements.

Renewal / Non-renewal of an Agreement

Agreements may be renewed for a new, discrete period by agreement between both parties, thpleyee
and SYN management.

SYN | Empoyment Law & Agreements
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SYN Media People Poliees and Standards

SYN reserves the right to refrain from renewing an agreement for a new term should Management feel it is
appropriate to so due to staffing, operational, financial or any other considerations.

A fourweek notice period will applyor both Renewal / Norrenewal of an Agreement, sed4 Notice of
Resignation or Terminaon.

Termination of an Agreement

An Agreement can only be terminated with good reaso
requirements (Seel0 Redundancyand RedundancyPay) or due to performance issues (Sed.4
Underperformance.

Forinformation aboutthe conditions to applyregardingtermination ofemploymentsee 44 Notice of
Resignation or Terminabn

2.3  Award and Agreement Coverage

1. Due to the diverse nature of the work undertaken tstaff at SYN staff are not covered by an award or
registered Enterprise Bargaining Agreementhe Fair Work Ombudsman classifies these typessvéff as
award and agreement free.As a result, the entitlements o5Y Nstaff come from their employment
agreement(contract)and the Act, including theNational Employment Standards.

2. This Policy forms part of Employment Agreements (
conditions at SYN, particularly those relating to allowances, are occasionally developed with referd¢a
the Broadcasting and Recorded Entertainment Award 20X the Social, Community, Home Care and
Disability Service Industry Award 2010 (SCHADSNhere this is the cae, this is made explicit in thee
Policies

See Appendices AppendixF Awards

2.4  The National Employment Standards

The National Employment Standards (NES) are 10 minimum employment entitlements that are set out in the
Fair Work Act 2009. SYN provides a copy of the NES to all staff as the natiomaimum wage and the NES
make up the minimum entitlements for SYN staff. The 10 minimum standards are:

I Maximum weekly hours of work 838 hours per week, plus reasonable additional hours.

I Requests for flexible working arrangements & an entitlement forcertain staff to request flexible
working arrangements

I Parental leave and related entitlements d up to 12 months unpaid leave per employee, plus a right to
request an additional 12 months unpaid leave, plus other forms of parental and adopticelated leae.

I Annual leave & four weeks paid leave per year, plus an additional week for certain shift workers.

I Personal/carerds |l eave &dd0 dammpaspsaiothaper $emaak/ car e
unpaid carerod6s | eave as r e (eaver(uapmid foraasuals)tasvequidday s ¢ o

I Community service leave d unpaid leave for voluntary emergency activities and leave for jury service,
with an entitlement to be paid for up to 10 days for jury service.

I Long service leave @ a transitional entitlemert for staff that comes from an applicable prenodernised
award, pending the development of a uniform national long service leave standard.

I Public holidays @ a paid day off on a public holiday, except where reasonably requested to work.

I Notice of termination and redundancy pay 0 up to five weeks notice of termination and up to 16
weeks severance pay on redundancy, both based on length of service.

I Fair Work Information Statement & must be provided by employers to all new staff, and contains
information aboutthe NES, modern awards, agreemembaking, the right to freedom of association,
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termination of employment, individual flexibility arrangements, union rights of entry, transfer of business,
and the respective roles of the Fair Work Commission and the Fairt/@mbudsman.

SeeAppendixA: Fair Work Information Statement
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3 REVIEWAND PERFORMAN®RANAGEMENT

3.1 Employee Review PoligiBrannual)
Updated27 OCT 2017 (SYN BOARD)

Purpose/ Rationale

To establish a formal process ftiscussing and documenting both achiments and challenges facing
paid SY Nstaff.

Objectives

1. To recognise each paid staff member as an individual;

2.  To assist each individual in their development;

3. To maintain a climate of mutual understanding and supgortthe goals of SYN and the
individual;

4.  Toincrease productivity and efficiency;

5. To provide an opportunity for an individual to receive and respond to feedback on work
performance and for the General Manager to provide feedback to the Board of Management.

Policy Statement

After each six monthof employment at SYN, staff will participate in a Performance Review. The conduct of

the review wild/l be the responsibility of the empl oy
relation to the duties within the position description, and articulate expectations for the next six to twelve

months.

The Manager will submit that written summary of the review to the General Managelofwing the meeting,
along withany recommendatios regarding a variatot o0 t he empl oyeed #A2-Sadryar y. ( S

Operational Method

1. The General Manager shall conduct reviews of the performanceasfgdingpaid staff (whether part

time or full time) every six month®r if there is a formal complati made about their performancer
allegations made about the behaviour of a staff member

2. The review process is intended to ensure that employment issues are communicated clearly, dealt
with efficiently and transparently and that any challenges that may arise are addressed ireectiveff

and fair manner to ensure that both SYN and its paid staff are working to their full potential.

Note: Further conditions in relation to salary review are detailed $®e Section4.2 Salary
The Annual review will consist of:

1. A written selfassessment is completed by the employee and returndd theirManagerprior to the
formal review. This shall be provided to the staff memtvey weeksprior to the formal
review taking place.

2. A meetingis held between the employeetheir Manager andthe General Manager to discuss the
self-assessment andany other matters considered relevant by the Manager or employeetaft
members will be given sufficient notice of who shall be in attendance at the review meeting
and what form the review meeting will take.

SYN |Review and Performance Managemeipt

20 of 138



SYN Media People Poliees and Standards

3. A written report by the Manager summarising theutcomes of the discussion, and sent to the
employee. The General Manager will provide each employee with a written report after each
review is conducted and the results of each review kept on file for future reference.

Note: The Gener aanceNbaassasged acosdingptaethnefproaess outlined above in
clauses3.1- Employee Review Poliggave for the requirement that assessment is undertaken by
the Board of Management.
In addition to biannual performance review, for new employees, or those new to a position, a formal review
will occur within the first THREE months of commencement of a new role.

For clarity, the schedule will be:

I Within the first THREE months from commencement: end of probation
I SIX months after commencement

I 12 months after commencement

I Every SIX months thereafter

Note: The Manager may cailnd initiate a performance review at any time they feel if beneficial to
performance.

3.2 Probation
Updated27 OCT 2017 (SYN BOARD)

Purpose/ Rationale

To create a discrete period of 3 months in which both parties can to assess the suitability of the role and
ensure that the expectations and requirements of each are fully supported.

Objectives

I To give SYN staff an opportunity to review the positonande si gn t heir empl oyment \
notice if they find the role unsuitable

I To give SYN management an opportunity to review t
to conclude their employment wi titableototleerolee ek sd not i

| To create an opportunity for both parties to provide feedback and communicate to identify and seek to
address any issues early in the employment relationship.

Policy Statement

1. Unless excluded from their Agreement, all SYN staff is sutfjeo a threemonth probationary period of
employment when beginning their role.

2. Both parties will assess the suitability of the role and ensure that the expectations and requirements of
each are fully supported. During thiperiod, the Manager and Emmyee should work closely together to
provide feedback and communicate any difficulties with the intention that they be addressed and
resolved.

3. During the Probation Period SYN or the employee can terminate the Agreement at any time with one

weeks0d0 ndhotei omeoranmal 4 we e kSedtion® oNoticecoEResigpatian orfTérraimdni n
will not apply.

4. Staff will still accrue Leave during this time.
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5. At the conclusion of the probationary period, the
the Probation period and they wilho longer be considered to be in a probationary period of their
employment as mentioned from timeéo-time in this Policy

Note: In addition to the end of probation review, &ormal review will occur after 6 months of
employment and then Ibannually. For tarity, the schedule will be:

Within the first THREE months from commencement: end of probation
SIX months after commencement

12 months after commencement

Every SIX months thereafter

Note: The Manager may caéind initiate a performance review at any timéhey feel if beneficial to
performance. ProfessionalDevelopment

Updated27 OCT 2017 (SYN BOARD)

Purpose/ Rationale

Wellconstructed and considered professional development leads to immediate and laiegm benefits for

both staff and SYN. Where SYN recognises that an e
continuous development or maintenance of skilland competencies of direct use in the conduct of their

duties, the conditionsfor developing these skillsvi | | be articulated within the

employment with SYN.

3.3  ProfessionalDevelopment

Objectives

To provide clear guidelines for SYN $tdo seek and participate in professional development

Policy Statement

1. Professional development requirements may commonly biscussedat Bi-annual Performance Reviews.
Staff should use these as an opportunity to bring to the attention of their Manageeas of skill and
knowledge they feel they are lacking and that impede productivity and the effective acquittal of their
duties. Managers will use Performance Reviews as an opportunity to identify shortfalls in the staff
memberd performance and identifystrategies to bridge those shortfalls.

2. Professional development wil/ be delivered in kee

3. Professional development may be delivered internally by a suitably skilled staff member or associate or
externally vihen this is appropriate and in keeping with other provisions in the policy.

4. External Professional Developmerns$ generally may be approved in those circumstances where:

I the knowledge, skills and competencies to be gained are directly related to the keippties of the
empl oyeebds position as outlines in their Contra
| the proposed knowledge, skills and competencies cannot be gained by other means;
| the budget is available at the time for professional development
5. Opportunities for professional developmerdre available in arange of areas and SYN staff are
encouraged to participate in those opportunities.
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6. Within the normal course of businessSYN provides extensive opportunities through open access for all
young people to participate in its community whilsupporting young people to take charge of media
creation, strategic and operational activitiestraining and governance.

7. When a SYN employee is interstate, on conferences, seminars or workshops which have been approved
as professional development, attadance beyond a normal work day, for example, at an evening lecture,
seminar, dinner or other session that is part of the event, will not attract TIL credits. When a SYN
employee spends a full weekend day in professional development this will attracud flay TIL

Note: in the past TIL may have been accrued in these circumstances

3.4  Underperformance
Updated27 OCT 2017 (SYN BOARD)

Purpose/ Rationale

1. SYN is committed to ensuring that the underperformance process is managed in a fair and just manner,
in keeping with the provisions of The Fair Work Ombudsman. The aim of the Underperformance Policy is
to ensure appropriate management of underperformance and to maintain member, partner and public
confidence. Itis also to raise awareness among all SYN patdff of the underperformance process

Note: Underperformance is not Serious Misconduct. Serious Misconduct is outlined in more detail
in 3.5 - SeriousMisconduct

To establish a formal process for discussing and documenting issues of underperformance by SYN paid
staff.

Objectives

S Y Ndbjsctives are toprovide advice and support to an employee whose performance is below the
expected standard; and to provide a fair, prompt and transparent framework to support the action to be
taken where an employee continues to perform below the expedtstandard. This includes:

I Creating an environment of high work standard;
I Ensuring a high level of positive opinion towards SYN;

I Treating seriously, promptly and fairly all cases of underperformance with due regard to procedural
fairness, natural justice confidentiality and privacy; and

I Creating an awareness and understanding of these objectives.
Policy Statement

1. SYN, in accordance with the Fair Work Ombudsman defines Underperformance, or poor performance, as
when an employee isn't doing their job propgrlor is behaving in an unacceptable way in the course of
their employment. It includes when the employee is:

I not carrying out work to the required standard, or not doing their job at all;
I not following workplace policies, rules or procedures;
| engaging inunacceptable behaviour at work; and/or,
I engaging in disruptive, negative or undermining behaviour at work.
2. SYN is not required to follow this process for staff currently in the probationary period of their Agreement.

3. If an employee who is not on probatioat SYN is Underperforming, a thregtep escalation process will
be foll owed as outlined bel ow. Staff who disagree
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through any stage of this process should follow the Dispute Resolution procedure outlined int®ec31 -
OperationalMethod

Underperformance Step ONE

A private meeting will be arranged between the employee and their Manager to discuss the situation as soon
as practicable. The focus of this meeting will be to dev@la Performance Improvement Plan with the input

of both the employee and their Manager, outlining clear and agreed goals and methods for the employee to
improve their performance. The Plan will also include details about further training (if required) apsort

the employee in undertaking their role.

The Performance Improvement Plan, along with a written record of the meeting, will then be submitted by
the Manager to the General Manager. A follewp meeting will also be arranged up to one month after the
first meeting to review progress against the Performance Improvement Plan.

I f the Manager is satisfied wiuprheetind)m foamalpvarmng wikkes pr o
issued to the employee. A written record of the meeting with this outcemecorded will be provided by the
Manager to the General Manager.

Underperformance Step TWO

If, after the followwup meeting outlined inUnderperformance Ste@NE the Manager still believes the

employee is Underperforming, the Manager will provide a written recommendation to the General Manager
that the employeeds progress is unsatisfactory. Fol
warning.

The formal written warning will include a summary of:

I the reason for the warning; and,

| clear expectations about what needs to be done differently in an updated Performance Improvement
Plan.

A second followup meeting will be held up to one month after the formal warning has been issued between
the employee and a panel of two people including their Manager.

At this second meeting, the employee may request a support person attend with them.

Note: The support person may not be a practicing barrister or solicitor and is not supposed to be
an advocate for the employee The supportperson is there in a support capacity to observe only.
This person should not be a colleague who is involved in the event in question. It should be
someone removed from work area.

I f the Manager is satisfied wiuprheetind)teeissuapilbey eeds pr o
considered closed. A writte record of the meeting with this outcome recorded will be provided by the
Manager to the General Manager.

Underperformance Step THREE

If, after the followwup meeting outlined inUnderperformance Ste@WQ the Manager is still not satisfied with

the employeeds performance, the Managd&eneral Manbgerpr ovi d
and, where necessary, th8oard of Management thattheemply e e ds progress i s unsat
this, the employee will receive a second and final formal written warning. The formal written warning will

include a summary of:

I the reason for the warning; and,
I clear expectations about whamust be done diffeently in an updated Performance Improvement Plan.
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A third followup meeting will be held up to one month after the formal warning has been issued. This final
meeting, will include

I the employee

I asupport person if requested by the employees. (Se&mderperformance Ste@WQ for notes pertaining
to a support person)

I their Manager and the General Manager anavhere necessarya Director of theBoard.

f the Manager and Gener al Manager are sapgnmesthg, ed wit
the issue will be considered closed. A written record of the meeting with this outcome recorded will be
provided by the Manager to the General Manager.

I f the Manager and/or Director are not satisfied wi
will be dismissed with Notice consistent with Sectid® Notice of this Policy.

3.5 SeriousMisconduct
Updated27 OCT 2017 (SYN BOARD)

Purpose/ Rationale

This policy has been developed to outline the processes and procedures to be followed in relation to
allegations of serious misconduct by staff at SYN and to inform staff of the potential for immediate
terminated of employment should those allegains be substantiated.

Objectives

SYN expects its staff to behave professionally and
alleged misconduct or serious misconduct by a staff member will be dealt with seriously, promptly, in line
with natural justice and procedural fairness principles in accordance with this policy.

Policy Statement

1. Serious Misconduct (as defined by the Fair Work Ombudsman) is conduct by an employee that is
intentional and causes serious immediate risk to the healtbr safety of a person, or the reputation,
viability or profitability of SYN.

2. SYN may terminate an employeeds agreement without
guilty of serious misconduct, which includes:

| Wilful or deliberate behaviour byhe Employee which is inconsistent with the continuation of this
Agreement;

| Conduct that causes imminent and serious risk to the health or safety of a person or the reputation
of SYN;

I Engaging in theft, fraud or assault;
3. SYN may investigate any instance which a staff member may have committed a serious misconduct

4. Throughout the proceedings associated with misconduct, a staff member may choose to be assisted by a
person of their choice, provided that person is not a practising barrister or solicitor. Take of a support
person is to provide moral and practical support to the staff member, but not to act as their advocate.

5. Proceedings associated with misconduct or serious misconduct will be conducted in line with natural
justice and procedural fairness.
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6. Staff found to have engaged in Serious Misconduct whilst working at SYN may have their employment
terminated immediately.

7. If an employee disputes the claims of Serious Misconduct made against them, they may follow the
process outlined in this Policysection - 29 - Dispute Resolution Policy
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4 SALARYPAYROLL SUPERANNUATION
Updated27 Oct 2017 (SYN Board)
Purpose/ Rationale

This policy is intended to providstaff and managerswith clear guidelinesas to their remuneration
entitlements while employed by SY.N

Objectives

This policyclarifies the condition to applyregardingthe following:

1. Payroll

2. Salary

3. Superannuation

4. HigherDuties Compensation

Coverage/ Scope

All ongoing, permanent staff

Policy Statement

4.1  Payroll

Staff are paid weekly to their nominated Australian bank accounts.

Unless impactedby Victorian public holidays, staff will bpaid each Wednesdayor the previous Monday to
Friday period. Pay slips are available to view via Xero immediately the payroll has been processed and will
also be issued as soon as practicable by the Accounteddinator.

New staff will be provided with, and must complete and return to the General Manager on their first day of
employment the following Payroll Documents:

I An Employee Detail&orm withbank detailsand details of requestedsuperfund, and
I A TaxDeclaration including the staff Tax File Number

4.2  Salary

Employee salary bands are updated annually in the SYN Employee Salary Policy.
New staff will generally commence employment at the lower end of the salary band relating to their position.

Salary willbe reviewed annually following an annual performance review (S&eReviewand Performance
Management-

Subject to satisfactory performance, there will be an annual increase equal to or above CPI. This increase
will be based on the salary in place prior at the time of the review.

Note: Anypay rise above 3% must be approved by the Board

4.3  Superannuation

The Superannuation Guarantee (SG) is a compulsory system of superannuation support for staff; it is paid for
by SYN at the statutory rate. The current SG contribution rate is fixed at 9.5%l @t June 2018.
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SYN paysSG contributiors for all eligible staffvia a Superannuation Clearing House. This is paid quarterly by
SYN and is then distributed by the Clearing House to your nominated fund. Your nominated fund will issue
you with a statemaent.

Staff may request additionally voluntary superannuation contributions from their standard salary, and may
discuss this with the General Manager.

The amount of SG contribution made by SYN on your behalf will appear in your payroll portal on Xero dnd wil
be printed on your payslip.

Your Choice of Super Fund and the SYN Default Superfund

Oncommencement,all staff are provided with a SuperChoice Form, it is their responsibility to complete it
and submit it to Payroll as soon as possible and by the end of the quarter at the latest when your SG
contribution must be submitted to the Clearing House.

If you donot have a superfund, and need advice about getting started, a good starting point is
www.ato.gov.au/Individuals/Super/Gettingstarted/ or http://www.industrysuper.com

Note: This policy is not intended to constitute financial advice. If there is any doytfessional
advice should be sought.
By law, each quarter, SYN must contribute your super to an approved fund. In those instandesr&an

employee does not choose a superannuation fund to which SYN can SG contributions, a default fund will apply.
SYNOGs def MedlaSupdras itid the Irdustry SuperFund for people working in print, media, and
entertainment and art industries. For more information go to www.mediasuper.com.au.

Exceptions
SYN is not required to provide SG contributions for the following categories of staff:

| staff receiving a salary/wage of less than $450 (before tax) in a calendar month
I staff under 18 years & age working less than 30 hours per week

4.4  HigherDuties Compensation

At times staff will freely perform higher duties as a normal part of their employment and in keeping with
SYNG6s values of Access and Part i c bfigrago above and beyohd | e
their PDds and we encour age t heiwsrkloadidnd easure staff dotnoti s
burn-out.

This policy relates to times when an employee is requested to undertake work in a higher employment band
than their own, they may be paid &igher duties allowanceo recognise their increased responsibility and
work load. This will apply in the following conditions:

I toincur ahigherduties allowancethe period of higher duties must be three weeks in duration orriger
I it must first be authorised inwriting by the General Manager;

I the extent of the higher duties should be clear in terms of the additional responsibilities and whether the
employee will retain some or all of their own duties during the period@fa ¢ u g 6 g

I the increase will be relative to the increase in responsibilities. For example if only 30% of the duties
relating to the higher employment band are required, then the employee may receive only pathe
total potential increase;

I the GeneralManager may authorise digher duties allowanceo f up t o 20% of t he
regular wage (based on the extent of higher duties). Amounts above 20% must be ausiaol by the
Board of Management; and

I higherduties allowance will apply for the duratn of the time the staff member undertakes the
additional work.

SYN | Salary, Payroll & SUPERANNUAT|ON

28 of 138

i
al

st

t
S

a


http://www.ato.gov.au/Individuals/Super/Getting-started/
http://www.industrysuper.com/

SYN Media People Poliees and Standards @

Updated27 Oct 2017 (SYN Board)
next due Q4 2016

5 PUBLICGHOLIDAYS

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelinasegard to working on public holidays

Objectives

The objectives of this policy statement are to:
1. Clarify the pay and compensation applicable to public holidays including TIL allowance

2. Provide guidelines for the appropriate deployment of staff on public holidays

Coverage/ Scope

All paid staff

Policy Statement

All SYN staff have the right to a day off on Victorian and National public holidays
I If the employee would usually have worked on that day, they will be paid for their ordinary hours of work
on that day.

I On rare occasions, staff may be asked toask on a public holiday outside of their normal rostered hour,
in these instances the time will be compensateds TILd see Time in Lieu (TIL)

If this occurs, an employee is entitled to refuse to work on a public holidayhe request from SYN is not
reasonable, or the employee has a reasonable reason to refuse. What is 'reasonable’ depends on the nature
of the work required by the employee, the employee's personal circumstances (including family
responsibilities) and hav much notice was given to the employee.

Staff may not work on a public holiday without the prior written approval of the General Manager.

Resolution

If agreement between the employee and the General Manager cannot be reached then the decision will be
referred to the SYN Board of Management.
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6 HOURS OWORK

Updated27 Oct 2017 (SYN Board)
next due Q4 2016

Purpose/ Rationale

This policy is intended to provide SY$taff and management with a clear understanding of the requirements
and entitlementsregardinghours of work

Objectives

The objectives of this policy statementareto | ar i fy SYNOds expectations in

| Staff claiming Time irLieu (TIL) including TIL compensation for additional hours worked, approved
Professional Development, Special Circunasices & Events and for approved Travel time

I Clarification of Timesheet requirement for casuals and those claiming TIL

I SYNOG&s e x pegardingstaiff anchtee Emergency Phone Coverage Roster

Coverage/ Scope

All paid staffincluding casualsregardinghours worked

Policy Statement

1. SYNstaff have a standard working week a38 hours for a fultime employee (prerata for parttime or
casualstaff). Staff are entitled to take a lunch break during this time, though this break is not included
in the hoursof work.

2. Office hours atSYNare 10:00 am to 6:00 pm, MondayFriday. Staff can negotiate daily start and end
times outside office hours as best suits the needs of their role, provided that they are at work during the
hours of 10:00 am to 4:00 pm.

3. Staff may make use of the Time in Lieu (TIL) system as described in Secdir Overview offime inLieu
(TIL)

6.1  Overview ofTime inLieu (TIL)

Updated 15 Nov 2016
next due Q1 2017

The nature of the work undertaken at SYN means that, from time to time, SYN staff may be required to work
more than a standard38-hour week (prorata for parttime or casual staff). When this occurs, staff will

accrue TIL credits on a ondor- one basis (i.e., staff will accrue one hour of TIL for every additional hour
worked).

Note: There are no provisions for staff at SYN to be paid for overtime

SYN values a selflirected approach to managing individual workloads, balanced with the appriate and
regular oversight of Managers. SYN also recognises that high TIL accruals are indicators of workload or
performance issues that cannot be resolved through continued TIL claims. All staff are responsible for
understanding the TIL system and shutd discuss it with their Managers regularly so that excessive TIL
credits do not accrue.

Taking of TIL must be requested and appmTboBoekd by t
located on theDepartmentsDrive under Common Office Documents
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TILwhich has not been approved in writing by the General Manageill be forfeited.
Important principles of the TIL system include:

I TIL credits are designed to ensure that staff are not unduly stressed by the demands of their
employment. Excess hours avked should be logged and redeemed as soon as possible after the event,
and within a maximum timeframe of one month of the date accrued.

I TIL credits are tracked using th&IL Book available on the Departments Driyve
I The maximum amount of TIL that can ba&ccrued is 22.5 hours, or three full dayat any one time

I TIL credits can only be ac cpriarappgrovaliThihapardvatmaghep | oy e e
verbalup to a maximum of 22.5 hours, or three full daysAny amount of TIL accrued beyond this point
without the written approval of the employeeds Ma

I TIL credits are not intended to be used as annual leave substitution or augmentation;
I TIL credits will not form part of any terminatiopayment;

6.2  ProfessionalDevelopmentand TIL

For payment of TIL as it relates to professional development sgeeProfessionalDevelopment

6.3  Special Circumstances Events

On occasions, the General Manager may advise thedecific staff will be granted a set numberof TIL hours
in respect tospecial circumstances and events.

From time to time special events/conferences will arise to which staff will bequiredto attend.
Entitlements to claimTIL creditsdue to attendance at these events will be advised prior taush eventsby
the General Manager

SYN Camp

To acknowledge the evening work required by all staff, the General Manager has the authority to allow staff
to accrue up to 8 hours of TIL over the course of SYN camp.

While it is acknowledged that some staff magut in hours over and above this amount, a standard 8 hours is
adopted to cover the 2day periodto be fair to all and avoid the necessity of tracking and justifying work
hours over thethree-day period of SYN Camp.

When it is anticipated that astaff membersrole at the SYN Camp ay require them to work excessive hours,
they may negotiate this in advance with the General Managsr that they work load can be more evenly
distributed.

6.4  Payment forTravelTime

Most travel undertaken by SYN staff ithe course of SYN businesss in and around Melbourne ands
completed during the staffime mb enoria, paid working hours. Consequentidditional reimbursements
for traveltime while onSYN business travel imfrequent for most staff positions Howeer, for those
situations where it may occur the following guidelines should be observed:

I Travel time completed during paid workhours does not incur TIL
I Travel time outside of paid work hours is reimbursed as TIL

I Travel timeis calculated from he empl oyee 6s r @ghaidbasmesodedtriator Itl ocat i ¢
does not apply to the time it takes for the employee to drive from home to their normal place of work

I Traveltime outside of work hours must be authorised in advance by the Genekédnager or the
potential TIL reimbursement may be forfeited
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For reimbursement of Travel related expenses also see Sectigror! Reference source not founderror!
ference source not found.

6.5 Emergency Phone Coverageoster

It is expected that all SYN staff will participate in the Emergency Phaogation. This requires the person on
duty be available and on call to respond to any emergency that may arise at SYN outside of office hours.

I the rostered person must be available to take calls and able to respond to studio problems or must
make provsion for another staff member to accept responsibility to cover for them

I responsibility for the emergency mobile phonis rotated every3 to 4 weeksbetween allpaid SYN staff
working more than 22.5 hours per week,

I the on-call rosteris part of each staffme mb eduti@ssand salary packageso does notautomatically
incur additional allowance or TIL,

| each problem is considered a discrete issue and will not incur Tl takes less than 35minutes to
resolve.

I inthoseinstances,in which an urgent, emergeacy occursfor whichstaff cannot resolve the issudn less
than 35 minutes the staff member may be compensated with TIL. This may be duenany phone calls
being necessary or because theyust attend the studioin personto resolvethe problem.

Accrual of TIL for lengthy emergency call outs and complex problems

The person on call may be required to take emergency phone calfter work,over the weekend, or very late
at night (in the a.m). Often the problemis resolved quicklybut on occasions it maytake many calls over the
course of several hourseg itmay involve working remotely to assist volunteers through a rest of the studio
panel and restart of studio computers or may require that they attend the studio in person.

Accrualof TIL will occur whe:

I The staff member on call is required to attend the studio to resolve the isséwill include time required
in the studio to resolve the problem plus reasonable travel time

I Asingle issue requires multiple phone calls over an extended periddvhen the ssue cannot be
resolved in less tharB5 minutes the staff member may be compensated with TIL. This may be due to
many phone calls being necessary or because they must attend the studio to resolve the problem

I Detailed notes of the issues, the time takeand the action/s taken must be provided to The General
Manager as part of the claim for TIL.
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7 LEAVE
Updated27 Oct 2017 (SYN Board)
Purpose/ Rationale

This policy is intended to provide SYN witlear guidelines for the use of, and entitlements to, both Rhand
Unpaid leave,

Objectives

1. Provide guidelines for entitlement associated with leave stipulated in the National Employment
Standards SeeAPPENDIXEBhe Ndional Employment Standards (NE®)cluding:

| Annual Leave

I Personal / C4gSickandGarers keave)e

| Compassionate & Bereavement Leave

| Parental Leave and Related Entitlements

| Community Service and Jury Duty Leave

| Long service leave

2. Specify the staffobligations when applying for and taking leave including authorisation, timing and
payment

3. Clarify conditions associated witlsYN Specialeave

4. Clarify conditions associated witlstudyLeave

Policy Statement

1. Leave entitlements are in accordance with thNational Employment Standards
See APPENDIB The National Employment Standards (NES)

2. Leave will be considered in two broad categories at SYN: Planned Leave and Unplanned Leave.

3. Note: The General Manager has authority to approVeave within the guidelines outlined in this policy.
Extraneous circumstances such as extended leave, ad haady leave will be referred to the Board as
will any disagreement which cannot be resolved between an employee and the General Manager.

4. Any Unplanned Leave owing to an employee at the time they cease employment at SYN will be not be
paid out, nor will it brm part of any termination payment.

7.1 AnnualLeave

Annual Leave is paid leave accrued at a rate of four weeks for every 48 weeks of service (pro rata). Staff may
request leave in the first year of employment, this will be assessed on a cdmgecase basis wih reference to
how much time they have accrued and operational needs.

1. Staff are encouraged to take all leave within the year that it is accrued and must not accumulate total
Annual Leave of more than four weeks.

2. Annual leave shall be taken at such timesutually agreed by the Employee and the General Manager.
SYN will only refuse the taking of Annual Leave when it is reasonable to do so. If agreement cannot be
reached then the decision will be referred to the SYN Board of Management.

3. In some circumstanes, SYN may request an employee take Annual Leave when it reasonable to do so.
In accordance with the Act, examples of when it may be reasonable include:

| SYN is closed during the Christmas and New Year period
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I an employee has accumulated excess annual leave

4. Annual leave accumulates from the first day of employment, even if an employee is in a probation
period. The leave accumulates gradually during the year and any unused annual leave will roll over from
year to year. Annual leave accumulates when an erapée is on:

| paid leave such as paid annual leave and paid sick and carer's leave
| community service leave including jury duty
| long service leave.

5. Annual leave does not accumulate when the employee is on:
| unpaid annual leave

| unpaid sick/carer's leave
| unpaid parental leave.

The Australian Government's Paid Parental Leave Scheme is not considered to be paid leave. An
employee does not accumulate annual leave while being paid by the Paid Parental Leave Scheme.

6. Any Annual Leave owing to an employee at the timesthcease employment at SYN will be paid to that
employee as part of their final payment.

7.2  SYNSpecialLeave

Each year SYN may grant staff some time off over the Christmas and New Year period without requiring the
daysto be deducted as AnnuallLeave.

1. Special Leave is granted athe discretiono f SYNO S Gener al arMthe exacedatesamdd B o &
number of days granted will differ each year, depending on the days which Public Holidays fall over this
time. Days and dates of Special Leave are notgotiable.

2. In December each year, the General Manager will advise all staff of the dates of this Special Leave.

7.3 Per sonal / C4&SickeandCGarerls beave e

Sick and carer's leave (also known as personal leave or personal / carer's leave) leteaployee take time
off to help them deal with personal iliness, caring responsibilities and family emergenci@heNational
Employment Standardsncludes both paid and unpaid leave mtitlements.

Definitions ofPer s on al / C a(Siekrandardrelzave

1. SickLeave Thiscan be used when an employee is ill or injured.

2. Carer's LeaveThis entitles an employee to take time off to care for an immediate family or household
member who is sick or injured or help during a family emergency. This is known as carer's leave but it
comes out of the employee's persondsick) leave balance.

Entitlement to Persona | / Ca r e r(Sick and Eaev'seleave)

3. SYN staff are entitled to sick and carerds | eave

I FulHime SYN staff are entitled to full pay for up to ten (10) days per year.
| Parttime staff accrue this on a po-rata rate based on their hours of work.

| All staff (including casuals) can also access two days unpaid Carer's Leave for each permissible
occasion they request leave.
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4. When an employee has run out of paid sick leave, they can take unpaid leave if thegnd fit for work
because they are sick or injured.

5. Sick and carers leave that is not taken accrues from year to year.

6. On termination of employment at SYN, the employee is not entitled to be paid unused/ accrued
Personal/Carer's Leave.

7. Staffget2daysupai d carer6s | eave each time an i mmedi at e
the employee needs care and support because of:

I illness
I injury or
| an unexpected emergency.

3. FulHimeandpartt i me st aff can only get wunpapal d asriecrkd s/ | cea
leave left.

Definition of Immedlate Family or Household for Car er s Leave

8. For the purposes of Carer's Leavan immediate family member is a:

| spouse or former spouse

| de facto partner or former de facto partner

I child

| parent

| grandparent

| grandchild

| sibling, or

| child, parent, grandparent, grandchild or sibling of the employee's spouse or de facto partner.
I

This definition includes steprelations (eg. stegparents and stepchildren) as well as adoptive
relations.

| A household nember is any person who lives with the employee.
Source referencefair Work Act 2009 (Cth) sections 12 and 9#

Notice and evidence required for Sick and Carer's Leave( Per sonal / Carer s Leave)

9. SYN requires all staff who applyfd e r s o nal / C &SicleandCGarerls eeawdie supply
reasonable evidence on each occasion such leave is requested. This includes the supply of a medical
certificate in the case of

| two or more consecutivedaysd®er sonal / Carer6s Leave.
| if day of Personal/Carer's.eave isthe first or last day of work for the week

Note: if a medical certificate or other reasonable evidence is not provided prior to payroll
processing, and no alternative arrangements have been comfied by the General Manager, the
leave will be deemed as Annual Leave and deducted from the staff members annual leave
entitlement.

Note: Where insufficient Annual Leave has been accrued it will be considered as unpaid leave.

7.4  Compassionate &ereavement leave

All staff (including casual staff) are entitled to compassionate leave (also known as bereavement leave).
Compassionate Leave is intended to support an empl o
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family (as defined by Fair Work Act 2009) suffer life-threateningiliness or injury, or dies. Taking of
compassionate leave must be approved by your Manager.

Note: Supporting an immediate family member through an illness, treatment program or recovery
would be consideredundeP er s onal / &aat @mpassiohat aeave

Amount of Compassionate & Bereavement Leave

1. All staff are entitled to 2 days compassionate leave each time an immediate family or household
member dies or suffers dife-threateningillness or injury.

2. An employee does not accumate compassionate leave and it doesn't come out of their sick and carer's
leave (or annual leave) balance. It can be taken any time an employee needs it.

Payment for Compassionate & Bereavement Leave

3. FulHime and parttime staff receive paid compassionatéeave and
4. Casual staff receive unpaid compassionate leave.
5. Compassionate leave can't be cashed out.

Definition of Immediate Family for Compassionate & Bereavement Leave

6. Immediate family is an employee's:

I spouse or former spouse

| de facto partner or formeme facto partner

I child

I parent

I grandparent

I grandchild

I sibling, or a

I child, parent, grandparent, grandchild or sibling of the employee's spouse or de facto partner.

Note: This definition includes stegelations (eg. stepparents and stepchildren) as well &
adoptive relations.

7. Staff will be able to take compassionate leave for other relatives (eg. cousins, aunts and uncles) if they
are a member of the employee's household, or if tHéeneral Managelagrees to this.

Notice and evidence required for Compassionate & Bereavement Leave

8. An employee taking compassionate leave must give notice as soon as they can (this may be after the
leave has started). The employee must tell tireManagerof the period, or expected period, of the leave.

9. SYNcan request evidence abut the reason for compassionate leave (eg. a death or funeral notice or
statutory declaration). This request for evidenamust be reasonable. If the employee doesn't provide the
requested notice or evidence they may not get compassionate leave.

7.5 ParentalLeave and Related Entitlements

Anemployeewith at least 12 months continuous service at SYNs eligible for 12 months of unpaid Parental
Leave after the birth or adoption of a child. They also may request to extend the period by a further 12
months andthis may only be refused on reasonable business grounds.
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Staff may also be entitled to Parent al Leave paymen

Leave Scheme. The Federal Government provides for up to 18 weeks to help working parents caia for
newborn or recently adopted child. To be eligible you must:

| be the primary carer of a newborn or recently adopted child
I meet a work and income test

| be on leave or not working from the time you become your child's primary carer until the end of yout Pai
Parental Leave period

Staff planning to take Parental Leave should discuss this option with the General Manager as soon as
possible to ensure their leave can be best planned.

7.6 CommunityService and Jury Dutydave

Staff have a right to Community Servideeave for eligible community service activities such as jury service or
activities dealing with an emergency or natural disaster.

1. SYN staff are entitled to leave for the period of the actual community service activity and any reasonable
travel time and/or rest time immediately following the activity.

Note: Community Service Leave is unpaiéxcept forJury Service.

Notice required

1. An employee who takes community service leave must provide their Manager with the following:

I notice of the absence as son as possible (this may be after the leave starts)
I the period or expected period of absence.
I documented evidence as requested by the Manager

Voluntary emergency management activity

1. An employee engages in a voluntary emergency management activity if:

I the activity involves dealing with an emergency or natural disaster
I the employee engages in the activity on a voluntary basis

I the employee was either requested to engage in an activity, or it would be reasonable to expect that
such a request would have been nie if circumstances had permitted

I the employee is a member of, or has a membdike association with a recognised emergency
management body.

Jury Service

1. Staff will be paid 'Makeup Pay' for the first 10 days of jury selection and jury duty. Malkp Pay isthe
difference between any jury duty payment the employee receives (excluding any expeakged
allowances) from the court and the employee's base pay rate for the ordinary hours they would have
worked at SYN on those days.

2. Before paying MakeUp Pay, SM may request evidence that:

I the employee has taken all necessary steps to obtain jury duty pay;
I the total amount of jury duty pay that has been paid or will be payable to the employee for the period.

Note: Payment for jury service is capped at 10 days.

3. Staff must immediately notify their Manager of their intended absence and keep the Manager informed
of the expected duration of the absence.
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Notes on Jury Service

Jury payments are currently $40 per dafas at June 2017)for the first six days and $80 per day thereafter.
Your employeimust pay you the difference between the amourybureceive for jury service and the amount
youwould reasonably expect to have earned hagubeen at work that day This is for theduration of the
trial.

This applies to permanent, padime and casual employees, but not to independent contractors.

This requirement is detailed in section 52 of thduries Act 2000(Vic). It is important to note that in Victoria,
the Juries Act 2000(Vic) supesedes theFair Work Act 2009and all enterprise bargaining agreements and
employment contracts.

Notes on appearing as a withess

The jury service provisions under the NES would not cover the situation in which an employsabpoenaed
to appear in a courtcase as withessbecause the entitlement is based on an employee being called for jury
duty under the relevant state or territory jury statute.

The relevant Commonwealth, state or territory statute (re court appearances, etc) will usually allow the
employeeto claim reasonable expenses related to the attendance at court as a witness.

Reasonable expenses

The reasonable expenses that may be claimed will vary depending on the jurisdiction and the particular

court. Generally, the party calling the employeetogy e evi dence is responsi bl e f
expenses and for any special travel arrangements. Some jurisdictions may have a cost scale that sets the
amount that the winning party can claim for attendance of each withess or some other arrangeme

For example, a person called to appear aswtness in proceedings before the Federal Court of Australia is
entitled to be compensated by the person or lawyer whalled the employee as a witness, for costs and loss
of earningsthat the witness has incurred as a result of coming to court. Compensation should include:

I any cost of travelling to and from the Court

| the cost of overnight accommodation (if necessary)

I areasonable amount to compensate the person for any wages or income lost when attending the Court
I if the person is called as an expert witness, payment for the time the person spent preparing a report.

The employee should make enquiries regarding compensatiof reasonable expenses with officials at the
attending court.

7.7 LongService Leave (LSL)

SYN staff are is entitled to long service leave in accordance with theng Service Leave Act 1992Vic) as
amended from time to time.

Long Service Leave owing to aamployee at the time they cease employment at SYN will be paid out as part
of their final payroll payment.

When are you eligible for long service leave

After 10 years of continuous employment you are entitled to take 12 weeks of Long Service Leave (this i
one week for every 60 weeks of service)
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After7 yearsof continuous service, you will receive a prata Long Service Leave payout on termination of
employment. This is calculated as follows:

I Calculate the number of weeks worked, eg 8 years by 52 weekgl16 weeks.
Calculate one week of LSL for every 60 weeks of service

I Divide the total weeks by 60 eg 416 weeks divided by 60 = 6.9 weeks.

Although theLong Service LeavéLSL) Act provides that the employee has an entitlement to take leave, the
actual datethe leave commences should be agreed between the employer and the employee.

I The long service leave must be taken in one period, except where an employer and employee agree to
separate periods.
I An employee cannot 'cash out' their long service leave ept®n termination of employment.

| Long Service Leave owing to an employee at the time they cease employment at SYN will be paid out as
part of their final payroll payment.

Variation to working hours or rate of pay

An employeebds |l ong service |l eave entitlement is b
|l eave falls due or is to be paid out. However, [
may alter. For example, an employee may moveom full time to part time employment, or vice versa.
Where an employeebds ordinary hours have changed i
takes long service | eave, the employeeds hothes fo
preceding 12 months or five yearswhichever average hours are the greater

Where an employeefbs rate of pay varies from week
service leave will be averaged over the preceding 12 months or fiveays, whichever average rate is the
greater.

Continuous Employment

Continuousemployment may be over various roles, variation in working hours (full time or part times),
providing there is no break in employmentContinuous employment will be broken

I where an employee resigns from employment, even if the employee is subsequenthemployed.

I where an employee is dismissed by their employer and is subsequenthemployed after three months
have elapsed.

This does not prevent the employee taking certabreaks from work, paid or unpaid including the following

I Parental leave Any form of paid or unpaid parental leave (maternity, paternity or adoption leave), up to
52 weeks at a time(or longer as per legal entittementwill not break continuous employment. While
unpaid parental leave will not break continuous employment, LSL will not accrue during this time.

I lliness or injury An absence of any length from worecauseillness or injury (which includes a
WorkCover abseae), annual leave, or long service leave itself will not break employment.
Any absence from work of not more than 48 weeks in any year on account of illness or injury is to be
counted as part of the period of employment. Any absence for that reason in essef 48 weeks is not
to be counted.

I Unpaid leave Any other form of paid or unpaid leave, for example study leave, will not break
employment.

I Lack of work If an employee is stood down by their employer because of a lack of work, their
employment will renain unbroken.
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Leave and LSL accrual:

Most forms of paid and unpaid leave, except unpaid parental leave, will count toward the period of
employment and so LSL will continue to accrue during this tim@lthough unpaid parental leave will not
count, any pad parental leave will count toward employment and LSL will continue to accrue.

7.8 PublicHolidays
See 5 - Public Holidays

7.9  StudyLeave

SYN does not generally enable Study Leave for subjects that can be undertaken outside business hours.
Requests for paritime Study Leave without pay may be considered by the @esl Manager with reference
to the following factors:

I whether the knowledge, skills and competencies to be gained are related to the key priorities of the
empl oyeeds position;

I whether the proposed knowledge, skills and competencies can be gained by othexams;

I the operational and budgetary impact of granting such leave;

I the level of access the applicant has to subjects outside business hours,

| the quantum of leave sought; and,

I whether the staff member is seeking to have any study costs paid by SYN

NOTE: Thipolicy does not cover a¢hoc, short term or unplanned need for study leave.

Stuady requirements noted in the Employment Contract and Position Description:

Where SYN recognises that an employeeds overall per
development or maintenance of skills and competencies of direct use in the conduct of their duties, the

conditions in relation to the development and maintenance of these skills will be articulated within the

empl oyeeds contract of employment with SYN.
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8 TRA/EL POLICRAND VEHICLE USAGE
Updated 1 May 2013
Purpose/ Rationale

This policy is intended to provi de aghdér8ingpincurimgand ear ¢
reimbursing travel costs.

Objectives

The objectives of this policy statemerdre to:

10. Ensure that paid staff members are properly compensated for travel costs as appropriate
11. Ensure all travel reimbursements are treated in a consistent manner
12. Control costs associated with travel

Policy Statement

1. SYN staff are expected to pay for tireown travel except where otherwise indicated by this Policy or by

arrangement with the General Manager.

SYN staff are able to claim Allowances when they are required to Travel as part of their work with SYN.

3. For the purposes of this Sectionofthe Folcy , 6 Travel d i s defined as wher
travel one hour or more (onavay) from their normal place of work.

4. SYN staff should make all reasonable attempts to minimise travel costs

5. Allowances can be claimed using the SYN Staff Expensesii@lForm which can be found on the SYN
DepartmentsDrive underCOMMON OFFICE DOCUMENTS > REIMBURSEMENT FORM

N

Operational Procedures

8.1  Fares and Public Transport Costs

The cost of rail, tram and taxi fares relating to work with SYN can be claimed on presaatabf appropriate
receipts or ticket.

1. Travel costs for trips necessary to SYN business will be reimbursed at cost based on the ticket price or
receipt

2. Claims should be made via the SYN Staff Reimbursement Form which can be found on the SYN
Departments Dive under COMMON OFFICE DOCUMENTS > REIMBURSEMENT FORM

8.2 Meals Allowances

Youmay claim a Meal Allowance for meal$or which you have incurred an outfpocket expense while
traveling for SYN and which are not provided by other means.

As per the SocialCommunity, Home Care and Disability Services Industry Award 2010 (SCHABDEN will
reimburse the followng out of pocket meal expenses.

I Meal: at cost to a maximumspecified under the award (at June 201%13.00 per meal)

I Up to three meals per daybreakfast, lunch, dinner) may be obtained based on the duration of the travel
being for a full day including overnight stay.

I Less than a full day will only permit reimbursement for the meal time/s covered by the travel, for
example
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I if your Travel beginsfter breakfast at home, you may not claim breakfast,
| if you return home before thenormal evening mealtime, (say before 6.30 pm)youmay not claim
dinner

I If meals are provided, as in conferences, then meal allowance cannot be claimed farghmeals
provided free of charge

8.3 Accommodation

When an employee is required to stay overnight away from home as part of their work with SYN, SYN wiill
cover Accommodation Costs incurred as part of this stay. SYN will ensure Suitable Accommaodation is
provided for stdf

1. Accommodationreimbursementsare rounded up from rates set in the Social and Community Services

Award 2010, and reviewed annually. The currentimbursementstaff may claim while travelling is

$150.00 per night. As a general guide when selecting acconaaation, staff should seek to find rooms

that are no more than $150 per night.

Staff must have accommodation bookings approved by their Manager,

Managers will arrange payment of the booking in line with their department budget.

4. When travelling on SYN buseéss, staff may choose to stay overnight in a private home. While no
Accommodation allowance can be claimed, allowances for Meals, Fares, etc will still apply

5. SYN will only provide shared accommodation for staff where the employee agrees in writing o thi
arrangement.

wn

If no accommodation is available under $150 staff members can request additional cost
coverage for accommodation on a case by case basis and with approval from a Manager

8.4  Vehicle Usage

Most travel undertaken by SYN staff during SYN businassn and around Melbourne. Consequently, the
most appropriate form of travel is public transport. See Secti@l - Fares and Public Transport Costs

The following guidelines are for those instances wheravel is beyondthe metropolitan transport network
and staff are requested by their Manager to use their own vehicle.

SYN will reimburse car travel by reference to Victorian public transport zones; only travel to
destinations outside of these zones will be eligible foeimbursement.

Car travel beyond the Victorian transport network will seimbursedeither by:

1. Reimbursement for Kilometres Travelled
When claiming reimbursement for kilometres travelled, the staff member must show evidence for the
kilometre driven. This rast include:

| The shortest available route
I No detours or private use
I Odometer reading at start of journey
| Odometers reading at end of journey
I Will be reimbursed at an amount of 63 cents per kilometre
2. Reimbursement forFuel Costg(instead of kilometrestravelled)
If claiming reimbursement for fuel costs, the staff member must show evidence of the expense, eg a

receipt and this nust be consistent with the distance travelled. This must have prior approval from the
General Manager.

SYN encourages staff caying out SYN duties to car pool. In this case, SYN will only
reimbursements costs per car, not per individual.
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8.5 Travel Cosincidentals

SYN does not expect staff teequire reimbursement forincidental charges over and above those listed
individuallyin this policy. However, should this applgeek authorisation of the General Manager before
incurringany such costs. Incidental costs may include

| travel taxes and tollsand
I parking fees (excluding valet parking at airports)

Note: SYN does not accept sponsibility for any fines or penalties incurred
Reimbursement for incidentals will be for the cost of reasonable expensasd require a receipt.

8.6 Airline Travel

Managers at SYN are granted a travel budget where appropriate, to which all flight expensesikl be
allocated. Flights required above this budgeted amount should be discussed with the General Manager on a
case-by-case basis.

As a rule staff are expected to make use of the least expensive airline travel option.
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9 NOTICEOF RESIGNATION ORRMENATON

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelinetating to the conclusion of their employment
with SYN.

This policy does not contradict or overrule the underperformance process describe@.d
3.2Underperformance it serves to describe the requirementsnly in those circumstances Wwere
notice has been giver(by either party)

For information about renewal / norrenewal of agreements se@.2- SYNRenewableAgreements

Also see3.2 Probationfor details relating to this subject
Objectives

The objectives of this policy statement are to:

I Clarify periods of notice required to conclude the employment relationship
I Clarify issues relating to Termination with or without notice

Policy Statement

1. After the probationperiod,the Employer or the Employee may terminate this agreement by giving four
weeksd® notice.

2. Though all SYN staff are placed on fixedrm employment agrements. OnceSYN staff have completed
their employment probationary periodthe following notice requirements will apply:

owi | be gi ven at,inWwritingddforedheimeangidyraedt isneominate@R,if SYN
does not plan to renew their Agement;

| mustgive4 weeksd n o toftleieinteniion to mesign or theirgntention to decline an
extension of their contract. The staff member may resign verbally (Verbal Notice) but must provide
their Manager with written notificatioras som as practical followinghe VerbalNotice.

3. When discussing length of Notice, the period of Notice begins when SYN or the employee firss give
noticeinwritngand ends on the | ast day Tohdmaybeearieebypl oyeeds
agreementbetwe n bot h parties based on SYNO&6s operational

4. This notice period does not apply if the employee is:

| dismissed because of Serious Misconduct (Also see Secti®B-SeriousMisconduch;
| currently in their probationary period of employment (Also see Sect®2-Probatior)
| employed on a casual basis Also see Sectid3- Casual Employmen

o

The Employer may elect to pay the Employee in lieu of all or part of the nofieeod.

6. Upontermination, the Employeemust return to SYN all property of SYN whether in hard copy or
electronic form, including but not limited to; all correspondence, books, documents, papers, records,
computers, software, computer disks, materials, credit cards, mobile phones and keys thety be in the
empl oyeeds possession or control
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10 REDUNDANCAND REDUNDAN®AY

Updated15 Nov 2016
next due Q4 2018

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelines of the entitlements of employees in the event of a
redundancy.

Objectives

The objectives of this policy statement are to:
I Provide guidelines for the definition of redundancy
I Specify the payment due to SYN employees who have been made redundant

Policy Statement

1. Redundancy will happerf SYN either:

| doesntheed an employeeds job to be done by anyone,
| becomes insolvent or bankrupt.

2. Ifan employee who has at |l east 12 monthsd service
expires due to redundancy, that employee will be entitled to a redundancy payrh

7. The amount of redundancy pay is calculated using the employee's base rate of pay and their length of
continuous paid service with SYN. Continuous service is the length of time they are employed by the
business and doesn't include unpaid leave.

3. Casualstaff are not entitled to redundancy payments.

Redundancy Entitlements Table

Years of Service Redundancy Entitlement
(Weeks of Pay)

At least 1 year but less than 2 years 4 weeks

At least 2 years but less than 3 years 6 weeks

At least 3 years but lesshan 4 years 7 weeks

At least 4 years but less than 5 years 8 weeks

At least 5 years but less than 6 years 10 weeks

At least 6 years but less than 7 years 11 weeks

At least 7 years but less than 8 years 13 weeks

At least 8 years but less than 9 years 14 weeks

At least 9 years but less than 10 years 16 weeks
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At least 10 years* 12 weeks

* There is a reduction in redundancy pay from 16 weeks to 12 weeks for employees with at least
10 years continuous service. This is consistent with tHi#004 Redundangy Casedecision made by
the Australian Industrial Relations Commission.

SYN | Redundancy and Redundancy&y |

46 of 138



SYN Media People Poliees and Standards

11 RIGHT TO REQUEST XIBELE WORKINGRRANGEMENTS

Updated 15 Nov 2016
next due Q4, 2018

Purpose/ Rationale

This policy was developed to ensure that employees and managers are awarthefrange of Flexible
Working Arrangements available at SYN and understand the roles and responsibilities of each person
involved in the application and approval process. The availability of these arrangements is subject to
i ndi vidual s istopeationabregsirenzentsl S Y N&

Fl exi bl e Working Arrangements may include altering
site; or change the days the employee works.

Objectives

The objectives of this policy statement are to:

I To clarify the circurstances in which Flexible Working Arrangements may be requested
I To provide guidelines for applying for Flexible Working Arrangements

+  To make clear that Flexible Working Arrangements may not be possible in all cases and will be approved
on a case by case bsis

Coverage/ Scope

As per the National Employment Standards (NES), the right to request flexible working arrangemepyfies
to all paid staffwho:

I is the parent, or have responsibility for the care, of a child who is of school age or younger

I is a carer(within the meaning of theCarer Recognition Act 201)

I has a disability

I is 55 or older

| is experiencing violence from a member of your family or

I provides care or support to a member of your immediate family or household, who requires care or
support becatse they are experiencing violence from their family.

Further reasons staff may request flexibility include:

I the need to accommodate ongoing educational requirements

I If you are a parent of a child or have responsibility for the care of a child and are ratng to work after
taking parental or adoption leave you may request to return to work on a ptinte basis to help you care
for the child.

Policy Statement

Flexible Work Arrangements can assiStYNemployees to balance personal needs, while taking into @munt
SYNOGs business needs. FIl exi bl e Working Arrangement
other limitations. Managers and employees need to be open to discussing and considering a range of flexible
work options. Managers are responsibldor making a decision about Flexible Working Arrangements

following a request by an employee.
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Operational Procedures

Requesting Flexible Work Arrangements

Any request must be made in writing by the employee to their Manager, and should set outfthiewing
details:

I the change sought,

I the reasons for the change and

| the duration or period in which the altered hours will apply, ie short term or ongoing alteration of hours.
The Manager will assess the capacity of SYN to accommodate the request a#itirespond within 14 days.

SYN will only refuse a request for flexible working arrangements on reasonable business grounds and in
accordance with the capacity of SYN to roster other staff to effectively cover the workload.

Assessing Requests for Flexible Work Arrangements

When assessing requests for Flexible Work Arrangements, factors that may be relevant could include:

I That the new working arrangements requested by the employee would be too costly for the employer

I That there is no capacity to change the working arrangements of other employees to accommaodate the
new working arrangements requested by the employee

I That it would be impractical to change the working arrangements of other employees, or recruit new
employees, to accommodate the new working arrangements requested by the employee

I That the new working arrangements requested by the employee would be likely to result in a significant
loss in efficiency or productivity

When assessing requests for Home Workidgrangements, other factors that may be relevant could include:

I The home based work area provides an appropriate level of privacy and security to enable the employee
to fully comply withSYNpolicies relating to the protection oY Ninformation

I an employee's performance prior to making the request
I an employee's track record of working autonomously
I an employee's ability to supervise others effectively while working remotely.

Trial Periods of Flexible Work Arrangements

Any Flexible Working Arrangemenpproved under this policy should undergo a trial period of up to three (3)
months to ensure the arrangements meet the business requirements $¥Nand the flexibility required by
the employee.

If the trial is successful and Flexible Working Arrangementseaadopted, managers must review these work
arrangements on a regular basis to ensure:

I The quality, quantity and timeliness of the work performed is to the standard required

I The impact on other members of the work team is not detrimental to the overafirfprmance of the
team and company

I The operational requirements of SYN are being met

I The employee is complying with the terms of the agreemeaartd SYN policies and procedures
I The Flexible Working Arrangements is continuing to meet the needs of the empdoy

I Work Health and Safety requirements continue to be met
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Cancellation of Flexible Work Arrangements

SYNreserves the right to cancel any Flexible Working Arrangement with an employee at any time giving four
weeksd notice following a discussion with the emplo
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SECTION 2:

THE WORKPLACE

12 STAFF STRUCTURE

Updated27 OCT 2017 (SYN BOARD)
next due Q4, 2018

12.1 Organisational Chart

The Staff Organisational Chart can be found on the SYN Share Drive under the Common Office Documents
folder, and may change from timéo-time in line with the Company objectives and project opportunities.

See AppendixC Organisational Chet
The Company has three employment bandsr paid staff (in descending order):

1. Executive

2. Manager

3. Coordinator

4. Casual Training Staff

Details of these employment bands including salary are specified in the position descriptions and agreement
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13 CASUAL EMPLOYMEN

Updated27 OCT 2017 (SYN BOARD)
next due Q4, 2018

Purpose/ Rationale

SYN employs casual staffor the role ofdelivering and facilitating training at SYN, and for other duties where
necessary.

Objectives

The objectivesof this policy statement are to asure all SYN casuals understand their entitlements and
responsibilities

Policy Statement

1. Casual staff are paid a hourly rate based on completion of a timesheet
2. Casual staff and are NOT entitled to:

guaranteed hours of work
| paid sick leave
paid annualleave

3. Casual staff ARE entitled to:

a higher hourly pay rate than equivalent fulime or parttime employees. This is called a 'casual loading'
and is paid becausecasual staff do notget benefits such as sick or annual leave

2 days unpaid carer's leave ad 2 days unpaid compassionate leave per occasion
unpaid community service leave.

4. Casual staffreceive National Employment StandardNES entitlements relating to:

unpaid carer's leave
unpaid compassionate leave
| unpaid community service leave

13.1 Timesheets ér Casuals

The purpose of the timesheet is to record periods of casual employment and that subsequent payments are
correct.

Completing the time requires that:

I Time should be recorded to the nearest 30 minute increment.
| Timesheets must be submittedtothe mpl oyeeds Manager on a monthly b

specified by the employeeds manager. The Manager
appropriately.
Note: TheTimesheet Template s avai l abl e as a google doc. Th

Manager, subject to authorisation by the General Manager

Timesheets for Casuals

AllCasual Staffmust complete a monthly timesheet.
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14 INTERNS
Updated27 OCT 2017 (SYN BOARD)

Purpose/ Rationale

SYNG6Gs I nternship and Volunteer Program has been
the Fair Work Ombudsman, which can be viewed https://www.fairwork.gov.au/pay/unpaid-work/work-
experienceand-internships.

Objectives

The objectives of this policy statement are to:

I Ensure all SYN staff understand the unique structures that applies to Interns

I To ensure that Interns gain real benefit fra their employment with SYN and gain haneas work
experience within a structured learning environment

I To provide a structure for managing and monitoring the Intepnogram
Policy Statement

1. The SYN Internship Program offers shadrm, targeted opportunités to gain valuable media and not for
profit industry experience in a handsn environment among a diversity of peers. This is a unique
opportunity to develop new skills alongside th8Y Nstaff.

2. The principle purpose of the Internship Program is to proeithe Intern with handson work experience
within a structured learning environment. All SYN Interns undergo a program of observation and
exposure across our organisation in conjunction with SYN staff and as relevant to their interest areas.

3. A Position Desription is developed and advertised as a guide only, offering Interns an insight into the
type of experience that will be gained during this internship. The intern is not paid as they are not in an
employment relationship.

4. SYN will work closely with Intas ensure that the Internship Program is of benefit to them.
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15 VOLUNTEERS

Updated27 OCT 2017 (SYN BOARD)

151 Vol unteersd Program

Purpose/ Rationale

Anyone 1225 can volunteer behind the scenes omake radio, TV, digital media at SYN. No prior experience
iS necessary

Objectives

1. SYNOs objective is to enable volunteers to:

| Present or produce a radio or Tptogram (pin an exsting program or pitch your own
| Present or produce onlin@nly media such as podcasts and video content

| Write reviews, editorials and dine features

| Apply for our volunteer Leadershipebm

| Work on event and admin projects

| Contribute to technical and IT maintenance

Policy Statement

1. SYN structures the Volunteer program so that Volunteers can expect:

I mediaindustry experience in a handsn environment among a diversity of peers;
I the opportunity to volunteer in activities across SYN departments according to interests and availability;

| targeted professional development opportunities, with the chance to work with experts and peers in the
media sector; and

I afriendly, collegiate working environment, supported by staff who are passionate abS¥iN

2. SYN members under the age of 26 are invited to volunteer once they have completed an organisation
induction (usually through SYN trainingYolunteerscan choose when tovolunteerand what
opportunities theywould like to take advantage of simple by responding to regular callits.

3. Volunteer behaviour must be aligned with SYNOs va
in all areas of theirwork at SYN, including through the creation of new projects and media.

4. Volunteers who are successful in an application to the SYN Leadership Team must work to their
respective position description and in conjunction with SYN staff.

152 Vol unt eer s gonRhiligest s & Res
Updated 26 August 2015

Purpose/ Rationale

This policy is intended to provide SYN with clear g
responsibilities of SYN volunteers.

Objectives

The objectives of this policy statement are to:
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1. Ensurethat SYN, as an employer, is aware and respectful of the rights of its volunteers
2. Provide SYN volunteers with information about their rights at SYN
3. Provide SYN volunteers with information about their responsibilities

Policy Statement

1. It has been agreed byveryone at SYN that:

Volunteers have the right to: Volunteers have the responsibility to:

1. information about the organisation and | 1. be committed to the philosophy and aims c
its policies and procedures the organisation

2. a position statement/job description, if | 2. adhere to the organisation's policiesd
they hold a leadership position procedures
know lines of accountability 3. respect confidentiality
know who to turn to if problemarise 4. respect and uphold the rights of all
have access to proper training, both associated with SYN
initial and onrgoing 5. have a noqudgemental approach
receive constructive feedback 6. represent the interests of the organisatien
be safe on the job not personal interests

be covered by appropriate insurance/s | 7 be reliable and punCtual, and personally

have choices, be able to negotiate, say arrlan?e a_(f:iuty ekg;l';tnbg:e ;N'th another
Gb2¢ FyR y20 FTSSf volunteer if unavailable for some reason

1065 AYT2ZNNSR 27F (K& 8. carry out their job description, if they hold &

on expenditure and purchasing Ietadershlp position _
11. be reimbursed for out of pocket 9. give and accept constructive feedback

expenses necessarily incurred while on| 10. be accountable to the management group

© ® N o

the job and accept evaluation
12. be seen as belongings part of the 11. recognise personal limitatian
team 12. acknowledge and accept decisions made
13. be supported the management group
14. have their work valued by the 13. attend training and information sessions as
organisation part of their skills development
15. not feel they are exploited 14. address areas of conflict with the

appropriate person, and follow the

, 2NBI yA&AlL GA2y Qa 3INRS
17. where possible, be consulted on matter: K f hen it i ded
which affect their work, and be able to 15. ask for sipport when it is neede

take part in decision making processes| 16. promote and create a safe space for
children, free from discrimination and

abuse.

16. be taken seriously

With acknowledgement to the Volunteer Centre of Victoria Inc.
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15.3 Volunteer Conduct Warning Policy
Updated 13 August 2013

Purpose/ Rationale

Thisdocument creates a framework for managing volunteer conduct at SYN, where the conduct may not be
severe enough to trigger the disciplinary procedure
Background

1. This policy applies to SYN volunteer misconduct of a low le§dbr example: misbehaving on radio,
contravening policies on sponsorship and other minor misdemeanours.

2. At any point, where appropriate, the General Manager or relevant staff member may escalate an incident
to trigger the Disciplinary Procedure as outlinedin8Y6s Rul es.

Procedure

1. Where a SYN member contravenes the organisationos

i. Give an informal verbal warning. This may consist of speaking to the member, advising them why
the conduct is not appropriate;

ii. Give an informal written warning;
iii. Give a formal written warning;
iv. Refer to disciplinary procedure.

2. If amember receives two formal written warnings for engaging in the same or similar conduct, the matter
will be referred to the disciplinary proceduresetut i n SYNds Rul es.

3. The General Manger's response should be proportionate to the member's conduct.
4. When deciding which approach to take the General Manager should consider:

i. The nature and seriousness of the condugt
il. Any history the member has of contravaémg the rules;

iil. The memberods attitude;
iv. Any other relevant factors
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16 CHANGE MANAGEMENTANOTIFICATION
Updated27 Oct 2017 (SYN Board)

Purpose/Rationale

This policy is intended to provide clear guidelines to support the planning, transition and implementation
stages of change that may occur at SYN and to identify the process and policy for communicating with all
SYN staff.

Objectives

SYN will endeavour to consult with staff on any major changes impacting the organisation or employee roles.

I To alleviate stressand anxiety and build resilience and acceptance of change
| To foster participation and growth in the workforce and the wider community
I To build the reputation of SYN as an employer of choice for youth

I To ensure the principles of equal employment opportupiare followed, and

|

To fairly remunerate those losing positions in amalgamation or structural change. Sasetion10-
Redundancyand RedundancyPay

Policy Statement

1. Notification: When SYN makes a decision to introducgajor changes, such as changes to organisational
structure, department or program structure, techn
Effects® on staff, SYN wil.l notify affected staff

Significant Effects mighinclude:

| decisions to terminate employment;

| major changes to position descriptions;

| the alteration of hours of work;

| changes to organisational structure or reporting lines; and/or

| the need for retraining or transfer of staff to other work or locations.

2. Discussion: As soon as practicable after a decision has been made in relation to any significant change
will discuss with affected staff:

| the introduction of the changes;
| the likely effects of the changes on staff; and
| if relevant, any measures to avoid aninimise any adverse effects of the change on staff.
3. Feedback: SYN will endeavour to give consideration to feedback from staff in relation to the changes.

When changes include changes to hours or days of work, due consideration will be given to the vigws
the employee about any impact in relation to their family or caring responsibilities.

4. Communication: Information regarding Significant Changes will be provided in writing to staff, provided
this is not confidential information.
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SECTION 3:
OPERATIONAL CONSIDERATIONS
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17 USE OF ELECTRONIMANTHER RESOURCESLICIES

17.1 InternetUsage

Purpose/ Rationale

This policy is intended to provide clear guidelines for the acceptable use of the SYN internet service.

Objectives

1. To inform staff of their rights taesponsible access to the internet in order to perform their duties at SYN
2. To clarify the terms under which personal use of the SYN internet facility is acceptable

3. To protect SYN from risk which may occur due to the inappropriate use of the internet by StéNi

4. To inform staff of the limitation

Policy Statement

SYN as a matter of discretion, permits minimal usés internet and email facilities to send and receive
personal messages, provided that such use is minimal and kept to a reasonable level anésinot
adversely impact on personal work productivity.

1. Users may nobreach any policy oencroach on others' use of the&SYNIT facilities, including computer
resources by using them inappropriatelySuch activities would include, but are not limited to,

party-political activities;
video games
wagering or betting or other trivial applications;

sending harassing or frivolous messages, such as chain letters, junk mail and other types of
broadcast material, either locally or over the Internet;

knowingly acessing or sending sexually explicit, pornographic or otherwise offensive material;

without thought, excessive amounts of storage;

introducing any software (malicious or otherwise) to SYN IT systems/equipment (unless approved)

damaging (physical or otherwis) any SYN systems, hardware/equipment or IT facilities

Note: exceptions to this policy may apply regarding videogame playing at 8}isn it is in relation
to content The video game show Player One. See Content Policy

2. Users may not visit, for their ownecreation, sites with adult or gambling content;

3. SYN staff must not illegally download music or
software or other files without proper licensing are acting illegally.

4. Users will not access inappropriateoffensive or discriminatory websites, such as those related to
pornography, computer hacking, and illegal software. Viewing or display of pornography will be treated
as sexual harassment. This activity is considered Serious Misconduct and governechbypblicy
outlined in Section3.5 SeriousMisconduct

Security

1. Users must not supply false or misleading data nor improperly obtain another's passwirdain access
to computers or network systems, data or information. The negligence of anathiser in revealing an
account name or password does not constitute authorised use. Users should not attempt to subvert the
restrictions associated with their computer accounts.
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2. Users are responsible for all use of their computer account(s). They shouldkemappropriate use of the
system and networkprovided protection features and take precautions against others obtaining access
to their computer resources. Individual password security is the responsibility of each user.

17.2 Emailand MessagingUsage
Updated 30 Jan 2017

Purpose/ Rationale

This policy is intended to provide clear guidelines
services.

Objectives

The objectives of this policy statement are to:

1. Ensure the appropriate use of SYNG&s email;
2. Ensure SYN staff, volunteers and the Board of Management understand their obligations when using
email at SYN

Policy Statement

User Responsibilities

When using the email or messaging system users must at all times:

1. Respect the privacy and personal rightsf others;

2. Not harass, intimidate or threaten another person/s

3. Not send sexually explicit material, even if it is believed that the receiver will not object. Remember, the
intended receiver may not be the only person to access the communicatidnefer to section 3.3.2; and

4. Take all reasonable steps to ensure copyright is not infringed;

5. Take all reasonable care not to

| plagiarize another person's work; or
| defame another person;

6. Not forward or otherwise copy a personal email (except with permission of thetewr) or an email which
contains personal information or an opinion about a person whose identity is apparent (except with
permission of that person);

7. Not send forged messages, or obtain or use someone elsesnail address or password without proper
authorisation;

8. Not send mass distribution bulk messages and/or advertising without approval of the General Manager;

9. Not send SPAM (refer Relevant Australian Legislation). The user must ensure that the recipient(s) of the
intended email have consented to recee/such email(s);

Standards Required When Using Email

Appropriate standards of civility should be used when usingrail and other messaging services to
communicate with other staff members, students or any other message recipients. When using the email or
messaging system users must not send:

I Angry or Antagonistic Messagéasthese can be perceived as bullying or threatening and may give rise to
formal complaints under grievance procedures or discrimination/sexual harassment procedures; or
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I Offensive, Intimicting or Humiliating Email$ SYN IT Resources must not be used to humiliate,
intimidate or offend another person/s on the basis of their race, gender, or any other attribute
prescribed under antidiscrimination legislation. Commonwealth and State laws arlkde SYN Equal
Opportunity policy prohibit sexual harassment and discrimination, vilification or victimisation on certain
grounds such as race, gender, sexual preference, disability, or status as a parent or carer.

Ownership and Privacy

Keep in mind that YN owns any communication sent viaYNemail and platformsor that is stored on
company equipment. Management and other authorised staff have the right to access any material in your
email or on your computer at any time. Please do not consider your eleaic communication, storage or
access to be private if it is created or stored on work systems.

Commercial Usage Prohibited

The private commercial use of-enail and messaging is not allowed. Messaging andneail must not be used
for private commercial purposes

17.3 Computer Equipmentsage
Updated27 Oct 2017 (SYN Board)

Purpose/ Rationale

This policy is intended to provide cleagi del i nes for the acceptable use o

Objectives

The objectives of this policy statement are to:

1. Ensure the appropriate use of SYNG&6s I T equipment;
2. Ensure SYN staff, volunteers and the Board of Management understand their obligatiafen using

SYN IT equipment
3. Protect the SYN IT equipment from damage and misuse

Policy Statement

1. Users may not modify or attempt to modify SYN's IT infrastructure (including but not limited to computer
systems, network facilities, and hardware) or utilisthe infrastructure with malicious intent or in a
manner not previously authorised

i. Onlythe SYN IT Department will install programs on computers (unless specifically authorised)

2. Users of computers located in SYN space must comply with the following guidi

i. Computers will only be used for SYN related work
ii. Computers will not be used to play games
iii. Computers will not be used to access or distribute material prohibited under sectibn.1

iv. If a user suspects computer equipment is broken, damaged or infected with a virus, they will
notify the IT Manager(s) immediately

3. Users of computers located in SYN space must comply with the following security guidslin

i. Only account holders may use their account;
ii. Passwords must be kept secure and confidential,
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iii. Passwords will not be given to anyone other than the account holder and
iv. Users will not attempt to circumvent security restrictions

17.4 AudioVisual Equipment usage
Audiovisual equipment must only be used for SYN related work.

i. Users will follow the correct procedures for using and safeguarding auslisual equipment.

ii. Users agree to take responsibility for equipment and to prevent the damage or misuse of the
equipment.

At times Staff and volunteersmay make arequestto hire AudieVisual Equipment for personal use. This is
subject to the following conditions:

i. Users will pay the required fee per hour;

ii. Users will follow the correct procedures fdnire of audiovisual equipment including authorisation to
hire, documentation and use and

iii. Users will agree to take full responsibility for equipment and to prevent the damage or misuse of
the equipment. This may including paying for damage or loss

17.5 PhoneUsage (including mobile and landlines)
Updated27 Oct 2017 (SYN Board)

Purpose/ Rationale

SYN provides staff with access to landlines and does not issue SYN mobile phones to staff. The following
conditions should be noted:

1. Somereasonableuse of personal mdile phones may occur without reimbursement by SYN;

2. SYN phone systems may not be used inappropriately and must comply with the standawained in
Section17.3- Computer Equipmentand

3. Phone systems should not be used for overseas calls without authorisation

17.6 Use of Other Portabl®evices
Updated27 Oct 2017 (SYN Board)
Purpose/ Rationale

This policy isintendedtoproi de cl ear gui del i nes fpotabletddvicesaccept abl
equipment

Policy Statement

Owing to the nature of their role or location, some staff may be entrusted with portable devices or equipment
on loan for use on SYMelated business. Thisnight include laptop computers, audio recorders or internet
dongle devices.

Staff using these devices should keep them safe and secure. All other provisions of this policy, including
those outlined in Sectionl7.3- Computer Equipmentapply to the use of these devices.
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17.7 Closed Circuit Television Policy
Updated27 Oct 2017 (SYN Board)

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelines for theewf CCTV as a security device in the
event that CCTV is operational. SYN will take all reasonable steps to comply with the CCTV Policy from the
date SYN becomes aware that CCTV is operation.

Objectives

The objectives of this policy statement are to:
1. Ensure that the safety of SYN staff, volunteers, the Board of Management and users of SYN space
2. Ensure the security of SYN property

3. Provide guidelines for the appropriate use of CCTV for security

Policy Statement

1. SYN wi || ma K eystensfa thefollowihiyldedudyspur@Ees:

I To deter theft and vandalism of broadcasting and other equipment at the SYN Radio Studios.
I To provide SYN with evidence to prosecute offenders of theft and violence.
I To ensure SYNOs s ptimembersavolunteersaahdeMerhberrof thee Bdard.s t a

2. SYN wi || be bound by RMIT6s CCTV Policy.

3. The SYN General Manager will nominate one person to RMIT Security who is entitled to view CCTV in the
event of an unlawful act. RMIT Security will be notifiéf there are incidences recorded that require action.
The recordings will be viewed in a secure area not accessible to the general community

4. The areas under CCTV surveillance will be signed appropriately.

17.8 External and Internal Stakeholder Mailing ahMarketing List

Purpose/Rationale

This document is intended to provide SYN members with a clear and workable set of guidelines for their
use of the Members Email List.

Objectives

The objectives of this policy statement are:

1. To promote an environmerf trust and ceoperation around electronic communications between
members

2. To ensure efficient and effective transmission of emails between SYN members via the various SYN
member emalil lists

3. All members should therefore have a clear understandiig as K G O2y a A ddziSa al
email as a communications tool
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Policy Statement

1. SYN members using the SYN mailing lists will be bound by the following guidelines:

i. Only information that will be of broad interest to the group as a whole shold sent to all mailing list
recipients;

ii. Members should be considerate of mail volume and bandwidth;

iii. Do not CC the mailing list to other list servers or large numbers of other addresses;
iv. Do not send large attachments with your mail to the list;

v. Do not sendprivate messages of no relevance to the group as a whole;

vi. All postings to the mailing list are property of the author and permission should be obtained before re
publishing;

vii. Private mail should not be forwarded to the list. Any privately forwarded madttks of concern
should be raised with the list owner;

viii. Writings and opinions posted to the list are strictly those of the writer and as such are not a reflection
of the thoughts and opinions of the list as a whole, and do not contain any endorsements or
guarantees;

ix. No flamingd Any messages critical of another subscriber of the list should be sent directly to that
member or to the list owner. Mail posted to the list which is insulting or abusive will result in
suspension of membership;

X. Postings that couldbe construed as defamatory, libellous or offensive to individuals, organisations or
institutions are not permitted and may result in suspension from the list.

2. Membership constitutes an undertaking to abide by the list user guidelines. Any member whesinot
abide by the guidelines may be unsubscribed.

17.9 Use of Company Cred@ards

Purpose/ Rationale

This policy is intended to provide clear guidelines for the acceptable use of S¥Midit Cards and purchasing

Objectives

To clarify:

1. Appropriate use of SYNredit facilities
2. the need for receipts or alternative documentation for all purchases
3. Treatment of unauthorised personal spending on a SYN credit card

Policy Statement

SYN credit cards are issued to some staff as governed by the SYN Delegations of Authority
SeeappendixD - SYN Delegations of Authority

Staff with a regular need to use a SYN credit card will issued with a card by the General Manager. Staff
shouldnotg ve t heir SYN credit card to another member of
card.

Company credit cards must be used for SYN business only. Each credit card has a limit determined by the
SYN Delegations of Authority, and there is no fatilfor drawing cash. Staff must note the following:
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Personal Use and Reimbursement

1. No personal items should be paid for using Company credit cards;

2. Where such expense items are accidentally charged to Company credit cards, the employee/s
responsible will eimburse SYN immediately on discovering the error; any amount outstanding may be
deducted from the employees pay ,

3. Deliberatemisuse of @rporate credit cards is considered to be Serious Misconduct and thus governed
by Section 10.5 of this Policy.

Proof of Purchase

All items purchased on behalf of SYN must be substantiated by an appropriate Tax Invoide@eceiptwhich
identifies the date of purchase, the item or service purchaseathd the vendor details The purpose of the
purchase should also be recordedn the document or anattachment.

1. Any purchase without appropriate documentation will not be covered by SYN and will be considered a
personal expenditure of the employeé SeePersonal Use and Reimbursement
2. If areceiptis not available a substitute document must be provided. This will be

i. Purchases $50.00 or overa statutory declaration,co-signed by the General Manager, the staff
member and theirdirect manager

ii. Purchases under $50.00 a receipt facsimile containing all details (date of purchase, the item or
service purchased, vendor details, purpose of the purchasg)-signed by the General Manager and
the staff member

Procedure for Review and Monitoring of Credit Cards

Review and monitoring of credit card usage will include the following

1. Credit card statements will be distributed to all credit card holders monthly.

2. Credit card holders must check and provide receipts for all transactions, as wedlsign the statement.

3. These statements in turn will be csigned by the General Manager, with four signed monthly statements
from all credit card holders per year presented to the Finance Committee for review.
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18 INSURANCE ANADVICE

Updated27 Oct 2017 (SW Board)

Purpose/ Rationale

This policy is intended to inform SYN staff of the prohibition on providing legal, finance, insurance or similar
advice. I't also provides an understanding of the s
Objectives

1. Toinformstaffoft he scope of SYNO6S insurance coverage

2. To advice staff on the appropriate action to take if asked for legal or similar advice

Policy Statement

SYN undertakes an annual risk management planning process, which includes ensuring adequate
WorkCover, Voluntary Wkers, Public Liability, Office and Association Liability Insurance is in place for staff.

Despite this, SYN staff must not offer legal, finance, insurance or similar advice to anyone during the course
of their employment at SYN. All specific insuranceeyies should be directed to the General Manager in the
first instance, who will then seek advice from SYNB®

In response to volunteers or others seeking legal advice from SYN, staff should direct people to the following
resources:

I Justice Connectwww.justiceconnect.org.au
I Australian Copyright Councilvww.copyright.org.au
I Arts Lawwww.atslaw.com.au

A certificate of currency for SYNO&s iAdministratiamnee i s av
Insurance
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19 CONFLICTS ONTEREST
Updated27 Oct 2017 (SYN Board)

Purpose/ Rationale

This policy has been developed because conflicts atérest commonly arise, and do not need to present a
problem to SYN if they are openly and effectively managed. It is the policy of the SYN as well as a
responsibility of theBoard, that ethical, legal, financial or other conflicts of interest be avoidezhd that any
such conflicts (where they do arise) do not conflict with tlrebligations to SYN.

Objectives

The purpose of this policy is to

I to protect the integrity of SYN and manage risk;

I help SYN staff and others to effectively identify, disclose andamage any actual, potential or perceived
conflicts of interest; and

| provide clear guidelines for help SYN staff and others as to their obligations should a conflict of interest
or potential conflict of interest arise.

Coverage / Scope

This policy appliesd all the members of the SYN workplace including staff, volunteers, casuals and Board
Members

Policy Statement

All those who are involved at SYN, including staff, Directors and volunteers, are expected to declare any
outside activities that may cause gotential conflict of interest.

19.1 Definition of conflicts of interests

A conflict of interest occurs when a personds perso
best interests of SYN. Personal interests include direct interests aslinas those of family, friends, or other
organisations a person may be involved with or have an interest in (for example, as a shareholder). It also
includes a conflict between a staff memberds duty t
example, to another organisation). A conflict of interest may be actual, potential or perceived and may be

financial or nonfinancial.

These situations present the risk that a person will make a decision based on, or affected by, these
influences, rather than in the best interests of SYN and must be managed accordingly.

19.2 Programming Policy

To prevent a conflict of interest arisingn regard to accessSYN staff earning over $300 pw staff may not act
as volunteers, appear on air ocontribute to content. SeeSYN Policies and Procedures Programmirg
Policy
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SECTION 4:
RIGHTS & PROTECTIONS
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20 DUTY OF CARE

Purpose/ Rationale

This policy is intended to educate SYN members and staff on their legal duties of care.

Note: This policy is not intended to replace the law. If there is any doud#ek legal advie.
Objectives

The objectives of this policy statement are to:

1. Ensure that SYN is aware of its duty of care to its paid staff, volunteers, the Board of Management, its
members and the public.

2. Ensure that SYN paid staff, volunteers and the Board of Managemnt are aware of their duty of care
obligations

Policy Statement

What is a duty of care?

1. A duty of care is part of the law of negligence. Where a person or organisation owes a duty of care it is
under a legal obligatiorto take reasonable care to ensure that they do not cause another person to
suffer harm.

2. Harm may include physical, mental or economic injury.

3. A person may cause harm by acting or by failing to act.

Who owes a duty of care?

1. There is no settlednethodology for establishingluty of care in Australia.
2. The key to determining when a duty of care arises is whether:

iii. Harm is reasonably foreseeable in the circumstances; and

iv. Factors such as the relationship between the parties (e.g. trainer/volunteer;difyuest;
adult/child) lead to a conclusion that a duty should be owed by one party to another.

3. As aresult at SYN it is safe to assume that a duty of care may be owed:
i. By SYN (as an incorporated body including Board) to its staff, volunteers and members;
ii. By staff to other staff or to volunteers;
iil. By trainers to trainees;

iv. By volunteers to other volunteers.

Standard of care

1. Where a person owes a duty of care they will only become liable if they breachdtamdard of care That
means acting outside of whats expected in that relationship.

2. This standard is based on how the reasonabl e pers
have acting, in response to a foreseeable risk of injury to a person to whom they owe a duty.
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3. The standard of care is bsed on the particular circumstances. At SYN the standard will be higher (i.e.
you must be more carefylwhere working with, training or supervising peoplmder the age of 18.

4. If a person is already in a harmful situation there is no positive dutyrescue them from that harm (that
is regarded by the law as unreasonable).

Examples

a) A member of SYNO6sS management asks a volunteer to
' ight gl obe slips from the st afdyinwegtbheghatds hand an

a. Is a duty of care owed by the staff member to the volunteer:
YES

b. Have they breached the standard of care?
Probably Yes. The risk of injury was foreseeable, particularly if the volunteer had no experience or
training to be of assstance. The staff member did not take reasonable care.

b) A trainer asks a student to run from the Studios to the House to collect a bag with their computer in it.
The student says they dondét think t heydyrse sahbel ec abned
leave the other students alone in the studio so the student must go. The student follows the instruction
and injures her back while carrying the bag back to the studio.

a. Is aduty of care owed by the Trainer to the studen¥Ys.

b. Have they brached the standard of care?
Most likely.The injury was reasonably foreseeable given the notice given by the student about
their bad back.
Also the standard may be higher and therefore more likely to be breached because the trainer is
teaching the other and has a degree of control.
If the student is under the age of 18 it is even more likely that the request will be unreasonable
and in breach of their duty of care.

c) A volunteer tells a staff member that they have seen a crack in a step on the stairs. Nioghis done.

Another staff member is later injured when the step collapses.
a. Is a duty owed by the staff member towards the other staff:
YES
b. Was the standard breached:
Probably Yes. If there was a reasonably simple way of recording the incident and making the area
safe it would not have been breached.

d) A member of the public walking outside of the House of SYN has a heart attack. Three SYN volunteers
are running late fortheir show and run to the studios and do not see the person.

a. Is a duty of care owed by the volunteers to the member of the public?
No.

b. If there is no duty owed, there is no standard they could breach. As per 8, it is safer to assume a duty
is owed between all member within SYN Though of course had they seen him they should call 000!!

Under examples (&) (c) it is also likely that SYN as an organisation owes a duty to these people.
Whether that has been breached will depend on the policies and theahotsponses of the
organisation towards respond to risk.
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21 WORKPLACE RIGHTS ARESGPONSIBILITIES
Updated 26 August 2015
Purpose/ Rationale

This policy is intended to provide SYN with clear g
responsibilities.

Objectives

The objectives of this policy statement are to:

1. Ensure that SYN, as an employer, is aware and respectful of the rights of its paid staff
2. Provide SYN staff with information about their rights as SYN staff

3. Provide SYN staff with fiormation about their responsibilities as SYN staff

Policy Statement

1. The Board of Management are committed to recognising and upholding the rights of paid staff,
volunteers and other workers at SYN; this includes the right to work in a healthy, safe, seand
supportive environment; the right to professional development, training, supervision and support; the
right to be involved in decisionmaking at SYN; the right to confidentiality; the right to an advocate; the
right to be a member of a trade union;ad the right to have conflicts resolved and concerns heard.

2. The Board of Management further believes that respect for the rights and needs of paid staff, volunteers
and other workers is a necessary ingredient in es

3. Paidstaff, volunteers and other workers are regarded as equal members of SYN and share equal
responsibility for adhering to its philosophy, aims, policies and procedures.

4. All staff, volunteers and the Board of Management have a responsibility to promote faon-
discriminatory behaviour and to actively discourage behaviour that is discriminatory.

5. All workers have a responsibility to respect SYN members, their colleagues and management; they have
a right to receive respect in return.

6. Itis the responsibility ® workers to bring any difficulties affecting the running of SYN to the attention of
the General Manager and /or management group (e.g. funding issues, work practices, etc.).

| The responsibility to be informed about their rights and responsibilities, ahdw to assert them, is
also shared by workers themselves.

| All staff and the Board of Management have a responsibility to promote and create a safe space for
children, free from discrimination and abuse.
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22 CHILD SAFBOLICY AND CODE GBNDUCT

Purpose/ Rationale

This policy is intended to prevent child abusgccurring at SYN Media

SYN is committed to promoting and protecting the interests and safety of children. We have zero tolerance
for child abuse. Everyone working and volunteering at SYN is responsibtethe care and protection of
children and reporting information about child abuse.

Objectives
The objectives of this policy are to:

To facilitate the prevention of child abuse occurring within SYN.
To work towards an organisational culture of child safe
To prevent child abuse within SYN.

To ensure that all parties are aware of their responsibilities for identifying possible occasions for
child abuse and for establishing controls and procedures for preventing such abuse and/or
detecting such abuse whehoccurs.

5. To provide guidance to staff, volunteers and contractors as to action that should be taken
where they suspect any abuse within or outside of the organisation.

6. To provide a clear statement to staff, volunteers and contractors forbidding anyaduse.
7. To provide assurance that any and all suspected abuse will be reported and fully investigated.

»wnhE

Definitions

6 C h indark @ person below the age of 18 years unless, under the law applicable to the child, majority is
attained earlier.

6 Chi | do m@eans$ amcrésponsibility, measure or activity undertaken to safeguard children from harm.

6 Chi | dmeans alldoen® of physical abuse, emotionalditeatment, sexual abuse and exploitation,
neglect or negligent treatment, commercial (e.g. for finaial gain) or other exploitation of a child and
includes any actions that results in actual or potential harm to a child.

6Chi | d s e Xxsany hctvehiehseaposed adhild to, or involves a child in, sexual processes beyond his

or her understandingor contrary to accepted community standards. Sexually abusive behaviours can include

the fondling of genitals, masturbation, oral sex, vaginal or anal penetration by a penis, finger or any other

object, fondling of breasts, voyeurism, exhibitionism, ancgosing the child to or involving the child in

pornography. It includes child grooming, which refers to actions deliberately undertaken with the aim of
befriending and establishing an emotional connectio
preparation for sexual activity with the child.

O0Reasonabl e g ris;abelief sasetl onrreadomabld geotinds that child abuse has occurred when
all known considerations or facts relevant to the formation of a belief are taken into account anddkere
objectively assessed. Circumstances or considerations may include the source of the allegation and how it
was communicated, the nature of and details of the allegation, and whether there are any other related
matters known regarding the alleged pesgirator.

A reasonable belief is formed if a reasonable person believes that:

(a) The child is in need of protection,
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(c) The parents are unable or unkm to protect the child.

A O6reasonable beliefd or a O6belief on reasonable gr
mere rumour or speculation.

A
t h

22.1

7.

0
e

reasonabl e beliefd is formed if a reasonable per
same grounds. For example, a 6reasonable belief

a) A child states that they have been physically or sexually abused;

b) Achild states that they know someone who has been physically or sexually abused

(sometimes the child may be talking about themselves);

c) Someone who knows a child states that the child has been physically or sexually abused;

d) Professional observations@®fK S OKAf RQa 06 SKI OA2dzNJ 2NJ RSPSt 2
form a belief that the child has been physically or sexually abused or is likely to be abused,;

and/or

e) Signs of abuse lead to a belief that the child has been physically or sexually abused.

Pdicy statement

SYNs committed to promoting and protecting at all times the best interests of children
involved in its activities.

All children, regardless of their gender, race, religious beliefs, age, disability, sexual orientation,
or family or sociabackground, have equal rights to protection from abuse.

SYN has zero tolerance for child abuse. Everyone working and volunteering at SYN is responsible
for the care and protection of the children within our care and reporting information about
suspected citd abuse.

Child protection is a shared responsibility between SYN, all employees, workers, volunteers,
contractors, associates, and members of the SYN community.

SYN will consider the opinions of children and use their opinions to develop child protectio
policies.

SYN supports and respects all children, staff and volunteers. SYN is committed to the cultural
safety of Aboriginal children, and those from culturally and/or linguistically diverse
backgrounds, and to providing a safe environment for childireng with a disability.

If any person believes a child is in immediate risk of abuse, telephone 000.

Procedures

22.2
1.

2.

Responsibilities

TheBoardof SYN has ultimate responsibility for the detection and prevention of child abuse

and is responsible for ensurinigat appropriate and effective internal control systems are in

place. The Board is also responsible for ensuring that appropriate policies and procedures and a
Child Protection Code of Conduct are in place.

TheGeneral Managepof SYN is responsible for:

Dealing with and investigating reports of child abuse;
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Ensuring that all staff, contractors, and volunteers are aware of relevant laws, organisational policies and
procedur es, and the organisationds Code of Conduct ;

Ensuring that all adults within the SYN comunity are aware of their obligation to report suspected sexual
abuse of a child in accordance with these policies and procedures;

Ensuring that all staff, contractors and volunteers are aware of their obligation to observe the Code of
Conduct (particulaly as it relates to child safety);

Providing support for staff, contractors and volunteers in undertaking their child protection responsibilities.
3. Allmanagersmust ensure that they:
Promote child safety at all times;

Assess the risk of child abuse withitheir area of control and eradicate / minimise any risk to the extent
possible;

Educate employees about the prevention and detection of child abuse; and

Facilitate the reporting of any inappropriate behaviour or suspected abusive activities.

4. Management shuld be familiar with the types of abuse that might occur within their area of
responsibility and be alert for any indications of such conduct.

5. Allstaff, volunteers and contractorshare in the responsibility for the prevention and
detection of child abse, and must:

Familiarise themselves with the relevant | aws , t he
relation to child protection, and comply with all requirements;

Report any reasonabl e belief tahtauthorifies (such ds thépmolicesoaf et vy
000 and /or the Department of Human Services on 13 12 78) and fulfil their obligations as mandatory
reporters;

Report any suspicion that a childbés safetyinvohed be a
in the suspicion, to a responsible person in the organisation); and

Provide an environment that is supportive of all <ch

22.3  Employment of New Personnel

6. SYN undertakes a comprehensive recruitment and screenoaeps for all employees which
aims to:

Promote and protect the safety of all children under the care of the organisation;

Il dentify the safest and most suitable people who sh
and

Prevent a person from worikig at SYN if they pose a risk to children.

7.{.b NBIldzANBa Fff SYLIfz2e8S8SSa (42 LI aa OGKNRBdJzAK
processes prior to commencing their engagement with SYN.

22.4 Risk Management

8. SYN will ensure that child safety is a part obiterall risk management approach.
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9. SYN will have a risk and compliance-sabmittee of the Board committed to identifying and
managing risks at SYN. Risk and compliancesuoimittee members will receive regular
training in relation to child safety.

22.5 Repating

10. Any staff member, volunteer or contractor who has grounds to suspect abusive activity must
immediately notify the appropriate child protection service (the Department of Human Services
on 13 12 78) or the police on 000. They should also advisedinearvisor about their concern.

11.In situations where the supervisor is suspected of involvement in the activity, or if the person
having the suspicion does not believe that the matter is being appropriately addressed or dealt
with, the matter should be reprbed to the next highest level of supervision.

12.Supervisors must report complaints of suspected abusive behaviour or misconduct to the
General Manager and also to any external regulatory body such as the police.

13. Any employee, worker, contractor or volunteef SYN who is 18 years or older must make a
report to the police if they form a reasonable belief that a sexual offence has been committed
against a person under 16 yedrs.

14.Individuals who make reports about suspected child abuse in good faith (witharadi
reasonable concern), and acting without malice or retaliation towards the offender will not
have acted:

1 Unethically;

1 Unprofessionally; or

1 Be seen as having breached professional ethics.
Nor will the reporter be liable for any disciplinary or legal action. This includes where a case is
not proven.

22.6 Investigating

15.1f the appropriate child protection service or the police decide to conduct an investigation of
this report, all employees, cordctors or volunteers must eoperate fully with the
investigation.

16.Whether or not the authorities decide to conduct an investigation, the General Manager will
consult with the authorities to determine whether an internal investigation is appropriate. If i
is decided that such an investigation will not conflict with any proceeding of the authorities, the
General Manager may decide to conduct such an investigation. All employees, contractors and
volunteers must cebperate fully with the investigation.

17.Anysuch investigation will be conducted according to the rules of natural justice.

18.The General Manager will make every effort to keep any such investigation confidential;
however, from time to time other members of staff may need to be consulted in conmcti
with the investigation.

19. After an initial review and a determination that the suspected abuse warrants additional
investigation, the General Manager shall coordinate the investigation with the appropriate

1 Crimes Act 195@Vic)
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investigators and / or law enforcement officialaternal or external legal representatives will
be involved in the process, as deemed appropriate.

22.7 Responding

20.1f it is alleged that a member of staff, contractor or a volunteer may have committed an offence
2N) KI S o0 NBIF OKSR (i K &s GhdeBflCgntiuttithé petsgh@eéncetridfmayO A S &
be stood down (with pay, where applicable) while an investigation is conducted.

21.1f the investigation concludes that on the balance of probabilities an offence (or a breach of the
2NBF YA &l A2y @al Condfidt) ha bcSuiired2hid dis@phhary action may follow, up
to and including dismissal or cessation of involvement with the organisation. The findings of the
investigation will also be reported to any external body as required.

22.8  Privacy

22. All personalnformation considered or recorded will respect the privacy of the individuals
AYy@2t SR dzyt Saa GKSNB A&  NRAa]l G2 az2vySsS2ySQa
place to ensure any personal information is protected.

23.Everyone is entitled to low how the personal information is recorded, what will be done with
it, and who will be able to access it.

229 Reviewing

24.Every two years, and following every reportable incident, a review shall be conducted to assess
GKSGHGKSNI 0KS 2 NHI vy k policiesio? pfoeiiured feduireRnodifibkBion ®© O (1 A 2
O0SGUSNI LINPGSOG (GKS OKAf RNBY dzy RSNJ GKS 2NHI yA
Mandatory Reporting

1. SYN acknowledges that in some limited circumstances, a SYN paid staff member, volunteer or
board member, may be legally requitéo report matters relating to children to the Secretary.
2. Mandatory Reporting may be required where:
(&) The paid staff member, volunteer or the Board of Management is considered a mandatory reporter. A
person is a mandatory reporter if they are a person with a ysesondary qualification in youth, social
or welfare work who works in the health, education @vmmunity or welfare services field; or a
registered teacher under thé&ducation and Training Reform Act 2006has been granted
permission to teach under that Act; and
(b) A paid staff member, volunteer or the Board of Management (that person also being a
mandatory reporter), in the course of carrying out the duties of his or her office, position or
employment, forms a belief on reasonable grounds that a child is in nepebtEction.
3.1 OKAfR Aa O2YaARSNBR WAYy ySSR 2F LINRGSOGAZ2Y
(a) the child has been abandoned by his or her parents;
(b) the child's parents are dead or incapacitated and there is no other suitable person willing and
able to care for the child,;
(c) the child hasuffered, or is likely to suffer significant harm of the following type and the child's
parents have not protected, or are unlikely to protect, the child from this harm:
i. Physical injury
il. Sexual abuse
iii. Emotional or Psychological harm of such a kind thatdi&l's emotional or intellectual
development is, or is likely to be, significantly damaged
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(d¢KS OKAfRQA LIKeaAOlIf RS@St2LIVYSyd 2N KSIfGK
and his or her parents have not or are unlikely to provide for therapriate remedial care.
4. If Mandatory Reporting is required, the paid staff member, volunteer or the Board of
Management, is legally obliged to report the matter to the Secretary as soon as practicable after
forming the belief.

22.10 Voluntary Reporting

5. SYN acknowledges that a SYN paid staff member, volunteer or board member, may report a
matter relating to children despite the fact that the matter need not be reported pursuant to
Mandatory Reporting obligations.

6. SYN acknowledges that any person may repm the Secretary of the Department of Human
Services or any member of the police force where that person believes, on reasonable grounds,
that a child is in need of protection.

7. SYN acknowledges that any person may report a matter relating to a clild ®ecretary of the
Department of Human Services where the person believes, on reasonable grounds, that a child
at or above 10 years old and under 15 years of age has exhibited sexually abusive behaviours.

8. SYN acknowledges that any person may report genat¢lating to a child to the Secretary of the
Department of Human Services or a commuitiised child and family service where the person
is concerned for the wellbeing of a child.

22.11  SYN Child Safety Code of Conduct

{.bQa /2RSS 27F [/ 2y Rusens and itdactods wiied voskiSgawith clildren or
people under 18 years.

Management, staff, volunteers and contractors at SYN Media are required to abide by this Code.

The General Manager and other management staff will:

1. Be responsible for the ovall welfare and wellbeing of staff and volunteers;
2. Be accountable for managing and maintaining a duty of care towards staff and volunteers; and

3. Nominate a Child Protection Officer to provide information and support to all staff, volunteers,
children, young people and their carers regarding child protection matters.

All people involved in the care of children on behalf of SYN Media will:

=

Work towards the achievement of the aims and purposes of the organisation;

Be responsible for relevant administratiof programs and activities in their area;
Maintain a duty of care towards others involved in these programs and activities;
Establish and maintain a chithfe environment in the course of their work;

Be fair, considerate and honest with others;

Treat chidren and people under 18 with respect and value their ideas and opinions;
Act as positive role models in their conduct with children and people under 18;

Be professional in their actions;

. Maintain strict impartiality;

10. Comply with specific organisationaligelines on physical contact with children;

11.Respect the privacy of children, their families and teachers/carers, and only disclose
information to people who have a need to know;

© 0N O WD
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12.Maintain a childsafe environment for children and people under 18;
13. Operate within the policies and guidelines of SYN Media; and
14.Contact the police if a child is at immediate risk of abuse (telephone 000).

No person shall:

1. Shame, humiliate, oppress, belittle or degrade children or people under 18;
2. Unlawfully discriminategainst any child;

3. Engage in any activity with a child or person under 18 that is likely to physically or emotionally
harm them;

4. Initiate unnecessary physical contact with a child or person under 18, or do things of a personal
nature for them that they ca do for themselves;

Be alone with a child or person under 18 unnecessarily and for more than a very short time;
5S@St2L) I WaLISOAIIEQ NBfFIA2YyaKALI gA0GK | &LISC
Show favouritism through the provision of gitisinappropriate attention;
Arrange contact, in,cluding online contact, with children or person uvnqler 18 ou:[siderf the
2NBlIyAal A2y Qa LINRPINIYa YR | OUAGAUASAT

9. Photograph or video a child or person under 18 without the consent of the child and his/her

parents or guardians;

10. Work with children or person under 18 while under the influence of alcohol or illegal drugs;

11.Engage in open discussions of a mature or adult nature in the presence of children;

12.Use inappropriate language in the presence of children; or

13.52 FyedGKAYy3a Ay O2y (0N} @SyidAiAzy 2F (GKS 2NHIyAal
What happens if you breach this Code of Conduct?

© N o O

1. If you breach this Code of Conduct you will face disciplinary action, including and up to
termination of empbyment or cessation of engagement with the organisation.

Further information on Mandatory and Voluntary Reporting can be obtained from the following sources:

22.12 Guides:

S e & stépby-step guide to makingareportt®hi | d Pr ot ecti on nmemofBumad d FI RST
Services.

See 6Responding to Child Abusebd, Depart ment of Huma

22.13 Organisations and Departments:

Department of Human Services. The department provides information as to what constitutes child abuse,
how to identify it and how to report ithttp://www.dhs.vic.gov.au/forindividuals/childrenfamiliesand
youngpeople/childprotection

The Child Safety Commissioner. Information is provided by the Commissionesmatv.kids.vic.gov.au

22.14 Legislation:

TheChildren, Youth and Families Act 2008Vic). You can access this piece of legislation by searching for it at
www.austlii.edu.au
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The Child Wellbeing and Safety 2@05 (Vic)You can access this piece of legislation by searching for it at
www.austlii.edu.au

Related policies include:

Ethics Policy; Privacy Policy; Membership Policy; Staff Vacancies Policy; Board Code of Conduct Policy
2 2NJ] SNEY wAIKGA YR wSalLRyaArAoAtAdGASaAaT +£2fdzyiSSN
Harassment Policy.
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23 WORKPLACE ENVIRONMEN
Updated 26 August 2015

Purpose/ Rationale

This policy is intended to provide SYN with clear g
working environment.

Objectives

The objectives of this policy statement are to:

1. Promote SYN paid staff, volueers and Board members to behave in a way that ensures an appropriate
working environment

2. Ensure that SYN provides its paid staff and volunteers with an appropriate space to work in

Policy Statement

1. The environment of SYN will be as safe, namstitutional, accessible and as welcoming as possible.

2. SYN will be mindful of creating an environment which is ntireatening. SYN members, paid staff,
volunteers, the Board of Management and other service providers using SYN facilities have the right to
be free fromphysical, emotional, and verbal abuse, for example.

3. SYN will be sensitive to the needs and possible behaviours of people in crisis; and will recognise that this
requires the provision of professional development and training opportunities for all paid féta
volunteers and the Board of Management in areas of skill such as conflict management and resolution,
communication and group dynamics.

4. SYN provides a drug and alcohol free environment; smoking is not permitted within the premises at any
time.
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24 OCCUPATION HEALTHDAMFETY

Occupational Health and Safety &Y Nis managed through the Occupatnal Health and Safety Policy and
the OH&S Committee which reports directly to the SYN Board.

AppendixE § Safety Action Plan

On an annual basis,lie Boardwill review the Occupation Health and Safety in conjunction with
the review of theSafety Action Plan

Purpose/ Rationale

This policy is intended to provide SYN with clear
safety.

Objectives

The objectves of this policy statement are to:

1. Ensure that SYN provides its paid staff, volunteers, the Board of Management and members with a safe
environment

2. Ensure that SYN paid staff, volunteers and the Board of Management understand their rights and
responsibilties in relation to health and safety.

Policy Statement

1. SYN is committed to ensuring that its work and service environments are safe and without risk to health.
Everyone associated with SYN has a responsibility for maintaining health and safety, and faimising
the risk of harm.

2. All paid staff and the Board of Management will have access to training in and information about health
and safety practices and procedures, and about issues such as stress management. SYN recognises,
however, that training andeducation are not a substitute for having accurate, watlbmmunicated safety
procedures that are adhered to by everyone.

3. The Board of Management will ensure that SYN has an adequate OHS Plan that is reviewed at least once
every twelve months.

4. SYNO s weonill knget haalth and safety regulations, and be regularly maintained. SYN premises will
be a drug and alcohol free environment; smoking is not permitted within the premises at any time.

5. The Board of Management recognises the right of workers to say "mtien feeling unsafe, and their
right to receive support and debriefing from other professionals as required.

6. SYN will ensure that health and safety is of high priority during SYN outside broadcasts.

7. SYN is committed especially to ensuring all children wha@rk and volunteer in the organisation are safe.
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25 BULLYING

25.1 Bullying Policy
Updated 24 October 2012

Purpose/ Rationale

SYN takes seriously the rights of staff to not be bullied or harassed in their wdrhkis policy defines bullying
behaviour and provideguidelines to follow where such behaviour occurs in connection with SYN related
activities.

According to the Fair Work Ombudsman, an employee is Bullied at work if:

I A person or group of people repeatedly act unreasonably towards them or a groupvafkers; and,
I the behaviour creates a risk to health and safety.

I 6Unreasonabl e Behaviourd includes victimising,
behaviour is Unreasonable can depend on whether a reasonable person might see the behavisu
Unreasonable in the circumstances.

Objectives

The objectives of this policy statement are to:

I Ensure that SYN is an environment free of bullying

I Ensure that SYN paid staff, volunteers, and the Board of Management are aware of their responsibilities
in ensuring SYN is an environment free of bullying

I Provide a clear method for allnembers of the SYN workforce, both paid and unpaid &ot should they
feel they have been the target of bullying

Coverage /Scope

The Section applies to all paid SYN staff aeWas:

I work experience students or interns;
| contractors or subcontractors; and,
I volunteers.

If you believe Bullying has occurred at SYN, bring it to the attention of a Manager immediately.
Policy Statement

SYN is committed to creating and maintaining a & positive environment free from bullying behaviour.

SYN acknowledges that bullying is very serious, in some cases criminal, and will not be tolerated.

What is bullying?

1. Bullying encompasses a broad spectrum of behaviour. A person may be said to laryther where that
person intends to cause physical or mental harm, or arouse apprehension or fear in the other person for
their safety or that of another, by engaging in a repetitive course of conduct which can be described as:

a) Intimidating d) Belittling

b) Threatening e) Isolating

C) Manipulative f) Unreasonably persistently critical
SYN | Bullying|
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g) Verbally abusive j) Directing abusive or offensive acts
h) Physically abusive toward the person

i) Performing abusive or offensive
acts in the presence of the person

Note: A person does not bully another merely by providing reasonable guidance, supervision,
constructive feedback or by offering a difference of opinion.

What is not bullying

A Manager at SYN can make decisions about poor perf@nce, take disciplinary action, and direct and
control the way work is carried out. Reasonabl e man
not bullying.

Bullying is different to Discrimination. Discrimination happens when there's Adversdidxctbecause of a

person's characteristics like their race, religion or sex (see Section 18.2). Bullying, conversely, happens when
a colleague or Manager repeatedly behaves unreasonably towards a person or group of people and causes a
risk to health and sdety in the workplace. This behaviour doesn't have to be related to the person or group's
characteristics and Adverse Action doesn't have to have happened.

When will bullying be taken to have occurred at SYN?

1. This policy relates to bullying which occurs:

V. Between SYN Members where the behaviour relates primarily to SYN activities or affects a
personds involvement in SYN.

Vi. Between SYN Members and SYN Members of Staff and the Board of Management

Vii. Between a SYN Member and another person where the bullying hasignificant connection with

SYN activities.
2. This policy relates to bullying which occurs:

i. At SYN premises, events or places where persons engage in SYN related activities;

ii. Through the use of social networking sites and other online platforms where thdlying relates to
SYN activities or affects a personds involveme:

iii. Through the use of other communication devices where the bullying relates to SYN activities or
affects a personds involvement at SYN.

3. SYN6s Gener al Ma n a g e r may,rif it iS &pprophibée nolde so,direot & codplamdnt
to utilise external avenues of assistance where the bullying behaviour has no connection, or has an
insignificant connection, to SYNor example where child abuse is occurring in a family setting.

Operational Procedure

What should you do if you feel you are being bullied?

1. SYN members experiencing violence, assault and stalking are encouraged to report the inditiethe
police as well as SYN as follows:

I SYN members experiencing bullying behavioiiom someone other than a SYN staff member is
encouraged to notify a SYN staff member or SYNDB

I SYN members experiencing bullying behaviour from a SYN staff member is encouraged to notify
SYNG6s General Manager or the Board of Managemen
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I ASYN staff member experiencing bullying behaviour from a relevant person is encouraged to notify
the SYN General Manager or the Board of Management.

| A SYN member of staff or member of the Board of Management who believes a person is being
bullied by anotter relevant person is strongly encouraged to notify the SYN General Manager.

| Any SYN member who believes a person is being bullied by another relevant person is strongly
encouraged to notify a SYN member of staff or the SYN General Manager of this belief.

2. Notification of bullying behaviour may be made informally or otherwise and may be made orally or in
writing.

3. Upon receiving notice, a SYN staff member shall refer the complaint to the SYN General Manager.

What the General Manager will do upon receiving a notification of an incident

4. The SYN General Manager will seek to discuss the matter with the complainant at the earliest
opportunity. The General Manager will keep a confidential record of the complaint.

5. The complaint and any discussion held in relation to the complaint will remain confidential unless:

| The complainant consents for information to be disclosed;
| The General Manager reasonably believes disclosure is necessary to ensure the safety or prevent
harm to the complainant or any other person.
6. Upon receiving a bullying complaint, the SYN General Manager, may, acting proportionately to the
circumstances of the complaintomplete some or all of the following steps

i. Speak with the alleged bully or others involved to obtain further information, provided this does not
di sclose confidential information of the compl ai

ii. Provide information, support or advice to the complainant;

iii. Formdly or informally warn the person subject to the bullying complaint with the consent of the
complainant;

iv. Require the person subject to the bullying complaint to apologise to the complainant, provided the
complainant consents to this course of action;

V. Reaquire the person subject to the bullying complaint to attend mediation with a member of the
Board of Management or an independent mediator, provided the complainant consents with this
course of action;

Vi. Recommend to the Board of Management that the membernghof the person subject to the
bullying complaint be cancelled, suspended or restricted;

Vii. Restrict or suspend participation in SYN activities of the person subject to the bullying complaint;

viii. Report the behaviour to the police;

iX. Take any further step the SY General Manager believes appropriate in the circumstances.

X. Keep appropriate notes and document the discussions and steps take

7. The SYN General Manager should seek to meet with the complainant two weeks after the original
complaint to discuss the progressf the situation, taking further action as appropriate.
If mediation is required:

8. The parties will be equally liable for any mediation or other external dispute resolution process utilised.

9. The independent third party presiding over the mediation or @hdispute resolution process will be
chosen by the parties in agreement. If no such agreement is forthcoming, the appropriate person will be
chosen by the SYN General Manager or the Board of Management.
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26 SEXUAL HARASSMENT
Updated 30 May 2013
Purpose/ Rationale

This policy is intended to provide SYN with clear g

Objectives

The objectives of this policy statement are to:
1. Ensure that SYN is an environment free of sexual harassment

2. Ensure that SYN paid staff, vohteers, and the Board of Management are aware of their rights in
relation to sexual harassment

3. Ensure that SYN paid staff, volunteers, and the Board of Management are aware of their responsibilities
in ensuring SYN is an environment free of sexual harassnt

Policy Statement

1. SYN members will not, in any SYN related context, engage in sexual harassmari.Y Nelated context
may include situations where the relevant persons are:

i. present at an event organised by SYN such as the SYN Awards or AGM,;

ii. at SYNstudios, the House of SYN, Channel 31 or any other location where an activity coordinated
by SYN is taking place;

iii. in the immediate surrounds of SYN studio, the House of SYN or Channel 31 for the predominant
purpose of undertaking SYN volunteer activities;

iv. undertaking activities supported by SYN for SYN purposes, such as external film or audio
production, at a location other than the SYN studios, the House of SYN or Channel 31;

V. undertaking SYN education and training programs at a location other than the Sstdios, the
House of SYN or Channel 31.

2. SYNconsiders sexual harassment to be an unacceptable form of behaviour that will not be tolerated. We
believe that all people have the right to an environment that is free of sexual harassment.

3. Sexual harassmenis illegal under the Victorian Equal Opportunity Act 2010 and the Commonwealth Sex
Discrimination Act (1984).

4. Section 28A of the Sex Discrimination Act 1984 and Section 92 of the Equal Opportunity Act 2010
provides the meaning of sexual harassment. Puraint t o t hese sections, ©O6a pe
another person (theperson harassed if in circumstances in which a reasonable person, having regard to
all the circumstances, would have anticipated the possibility that the person harassed would be
offended, humiliated or intimidated:

i. the person makes an unwelcome sexual advance, or an unwelcome request for sexual favours, to the
person harassed; or

il. engages in other unwelcome conduct of a sexual nature in relation to the person harassed,;
5. Examples of sexal harassment may include:

i. Persistent unwelcome demands (including repeated unwelcome requests to date), or even subtle
pressures for sexual favours,

il. Jokes or comments of a suggestive nature,
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Staring, leering, patting, pinching, touching, or unnecessdamiliarity,

Unwelcome advances made through social networking sites,

Sending of text messages, emails or the making of telephone calls of a sexually explicit nature,
Distribution or display of material that is offensive to another,

Sexual assault (als@a criminal offence), and

Indirect sexual harassment, such as a volunteer overhearing lewd remarks, or pornography being
viewed on a computer.

6. All reports of sexual harassment will be taken seriously, treated with empathy, and investigated to an
appropriate extent.

7. Disciplinary action may be taken in relation to a breach of this policy.

8. SYN paid staff, board members and volunteers will be respectful of underage people involved in SYN,
and will be aware of inappropriate relationships between adults and undgepeople.
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27 EQUAIEMPLOYMENOPPORTUNITY
Updated 30 November 2016
Purpose/ Rationale

SYN is an equal opportunity employer. Athff and prospectivestaffar e pr ot ected from O6Di
work by the Act. This policy is intended to provide SYN with clear guidelines to comply with the principles of
equal opportunity, access and equity.

Objectives
The objectives of this policy statement are to:
1. Ensurethat SYN operates within a framework that is fair, equal and accessible to all people

2. Make SYN an organisation free of discrimination

3. Ensure that paid staff, volunteers and the Board of Management comply with the principles of access
and equity.

4. Ensure SYNontinues to prioritise access and participation for those under the age of 26.

Coverage /Scope

This Section of the Policy is applicable to:

I someone applying for a job as an employee;
I anew employee who hasn't started work; and,
I an employee at any time diing employment.
Note: SYN has an exemption from the Victorian Civil and Administrative Tribunal to allow

discriminationbased onage (exemption no. A98/2012). SYprefers candidates under 26 years
of age. (NB. Candidates over 26 are still encouraged to@p.)

Policy Statement

1. SYN has a commitment to the principles of equal opportunity. We believe that equitable service delivery,
employment policies and practices are essential to the philosophy and aims of this association.

2. More broadly, we believe thiapeople have the right to participate fully in the organisation without being
subjected to discrimination, stigmatisation or prejudice.

3. Given the discrimination against young people in other media organisations, SYN is committed to
prioritising service ddivery and employment to those under the age of 26.

4. Paid staff, volunteers and the Board of Management will take responsibility for behaving in fair and-non
discriminatory ways. All discriminatory behaviour is undesirable, may be unlawful, and will ot b
tolerated by SYN.

5. The service provided by paid staff, volunteers and the Board of Management of SYN is impatrtial. It is
open to everybody, and advice and help will be given on any subject without any preconceived attitude.

6. The provision of an impartiahnd objective service requires that paid staff, volunteers and the Board of
Management must recognise their own prejudices and take action to control their feelings and opinions
when dealing with a particular enquirer. Regardless of conscientious reseiv&tns or oneds owr
or beliefs, paid staff, volunteers and the Board of Management must be willing to deal objectively with all
enquirers.
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7. The image of the SYN must reflect the impartial nature of the service but also its youth focus. SYN must
be seen to be accessible to all young people.

8. Allindividuals have unique valueirrespective of age, ethnicity, gender, beliefs, social status and
economic contribution to society because they are human beings. To ensure that everyone in our
community iswilling and able to make use of our services, we recognise the following rights of people:

i. The right to use the services offered by this association, regardless of an individual's ethnicity, cultural
beliefs and background, gender, sexuality, HIV statisncial status or ability.

ii. The right to have accurate, current written and verbal information about SYN and its products and
services.
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28 OTHERPROTECTIONS, IMPARTTY AND
DISCRIMINATION

Purpose/ Rationale

This policy is intended to provide SYN staff witreak guidelines as to their protections under the law. SYN
staff a havemany other rights afforded by the Act. Theselate to:

I Protected Attributes

I Undue Influence oPressure
I Coercion

I Misrepresentation

I Industrial Activities

I Adverse Action.

Objectives

The objectives of this policy statement are to:
1. Ensure that SYN operates within a framework that is fair, equal and accessible to all people

2. Ensure all SYN staff (paid and unpaid) are aware of their rights to a workplace which is free of
discrimination

3. Enaure that paid staff, volunteers and the Board of Management comply with the principles of access
and equity.
Policy Statement

SYN recognises that staff have a number of rights afforded by the Act and are protected from Adverse Action
when exercising theseights. For examples of what constitutes Adverse Action, see Sect&#2-
Discriminationand AdverseAction

SYN will not take Adverse Action against an employee for:

I having or using a workplaceght; | taking or not taking part inindustrial Activity;

I belonging or not belonging to anion; or,
I having a ProtectedAttribute.

Coverage/ Scope

This Section of the Policy is applicable to:

I someone applying for a job as an employee;
I anew employee who hasn't started work; and,
I an employee at any time duringmployment.

28.1 ProtectedAttributes

Protected Attributes, according to the Fair Work Ombudsman, include:

I race; I sexual preference;
I colour; I physical or mental disability;
I sex; I marital status;
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I family or carer's responsibilities; I national extraction,

I pregnancy; I social origin, and

I religion; I age; (however, this last attribute is not applicable
i political opinion; to SYN)

Note: SYN has an exemption from the Victorian Civil and Administrative Tribunal to allow
discriminationbased onage (exemption no. A98/2012). SY Nrefers candidates under 26 years
of age. (NB. Candidates over 26 are still encouraged to apply.)

28.2 Discrimination and Adversé\ction

The Fair Work Ombudsman says Discrimination occurs in the workplace when an employeretss 6 Adver s e

Action® against an employee or prospective empl oyee
says Adverse Action includes doing, threatening or organising any of the following:

I firing an employee;
I injuring the employee in their employent, e.g. not giving an employee legal entitlements such as pay or
leave;

I changing an employee's job to their disadvantage;

I treating an employee differently than others;

I not hiring someone; and/or,

| offering a potential employee different and unfair termsral conditions for the job compared to other
staff.

Adverse Action isn't always Discrimination. There can be lawful reasons to take these actions that have
nothing to do with someone's personal characteristics.

It's not Discrimination if the actions:

| are alowed under Victorian or federal antliscrimination law;
I relate to the necessary requirements of the job.
I do not relate to one of the protected attributes (see Secti@b.1 - Bullying Policy

28.3 Undue Influence olPressure

Undue Influence or Pressure is when SYN uses power to try to influence or gues an employee to change
their conditions of employment, according to the Fair Work Ombudsman.

SYN will not place Undue Influence or Pressure on an employee to:

I enter or not enter into anAgreement;

I agree to, or terminate an individual flexibility arramgnent (see Sectior8 d Hours of Work
| accept a guarantee of annual earningsr,

| agree or not agree to aeduction.

28.4 Coercion

Coercion, according tahe Fair Work Ombudsman, means forcing someone to do something against their
will, for example, through fear, intimidation or threats.

Staff can't be forced to use (or not use) a workplace right. For example, if an employee refuses to rescind
their union membership SYNwill not:

| threaten to sack theemployee;
I threaten to demote the employeeor,

SYN | Other Protections, Impartiality and Discrimination

89 of 138



SYN Media People Poliees and Standards

change or reduce thestaff workdays.

28.5 Misrepresentation

Misrepresentation is defined by the Fair Work Ombudsman as when someone knowingly or recklessly makes
a false or misleading representation to a person who would be expected to rely on that representation.

SYNwill not make Misrepresentations to any employee. Any employee found to have made
Misrepresentations toSYNmay be subject to the Underperformance or Serous Misconduct Sections in this
Policy

28.6 Industrial Activities

An employee has the right to belong or not belong to an industrial association (such as a trade union or
employer association). Staff also have thiéght to take part or not take part in Industrial Activity.

Industrial Activities, according to the Fair Work Ombudsman, include the following:

being involved in establishing a union or employassociation;

organising, promoting, encouraging or participag in lawful activities for a union or employer
association;

representing the views, claims or interests of a union or employessociation;
complying with lawful requests made by a union or employsociation;
paying a fee to a union or employer assation;and,

asking to be represented by a union or employassociation.
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29 DISPUTE RESOLUTIODILIRCY

Updated27 Oct 2017 (SYN Board)
next due Q4 2018

Purpose/Rationale

This document is intended to provide SYN with clear guidelines for the prevention angbhetion of disputes
between the association and members, among members and with external parties, weferenceto paid
staff, subcontractors, strategic partners and funding bodies.

Objectives

1.

Encourage a preventative approach to dispute resolution thaill address potential dispute issues with
the highest level of urgency

2. Introduce and maintain processes and methods that will prevent the development of disputes

3. Provide processes that will ensure quick and effective resolution of disputes between SYN aiethbers,
among members and with external parties, including staff, subcontractors, strategic partners and
funding bodies;

4. Prevent ongoing and/or recurring disputes and

5. Encourage the highest level of professionalism when dealing with areas of dispute

Policy Statement

1. SYN considers the following issues to be potential dispute areas:
i. Breach of contract or failure to deliver on any aspect/s of an agreement;
il. Conflicts of interest arising from involvement/relations with similar or competing organisations;
iii. Placing at risk the professional reputation of the organisation or its members;
iv. Any other matter deemed as inappropriate or unacceptable for the professional good of the

organisation.
2. When addressing any dispute between SYN and members, among members aitld @xternal parties,

including subcontractors, strategic partners and funding bodies, the following process shall occur:

V. Should a dispute arise, or should a potential dispute be detected, the complainant must tell the
respondent in writing: The nature dhe dispute; what outcome the complainant wants; and what action
the complainant thinks will settle the dispute.

Vi. The parties to the dispute must meet and discuss the matter in dispute, and if possible, resolve the
matter within 14 days after the dispute s come to the attention of all parties;

vil. If the parties are unable to resolve the dispute at the meeting, or if a party fails to attend that meeting,
then the parties must hold a meeting in the presence of an independent mediator within 10 days.
viii. The mediabr must be a person chosen in agreement between the parties or in the absence of an

agreement:
I Inthe case of a dispute between a member and another member, by the committee of the
association; by the General Manager

I In all the other cases, a person whis a mediator with the Dispute Settlement Centre afictoria
(Department of Justice).

I The mediator can be ataff member of SYN but cannot be a party to the dispute.

iX. Should both parties fail to agree on gllereférnedd e pen
to a professional Arbitrator, who will enforce a resolution.
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3. Any parties involved in a dispute may appoint another person, organisation or association to accompany
and/or represent them for the purposes of this Section.

4. While the dispute rsolution steps are being followed, work must continue in accordance with this
agreement and the Act. Provided the dispute does not relate to an urgent matter of occupational health
and safety or child safety, an employee must not unreasonably fail to complith a direction by SYN to
perform work.
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30 OPERATIONAL METHOD

In the event of a dispute at SYN regardingehle Polides or any other workplace matter, the following 4 step
escalation process will be followed.

30.1 Dispute Resolution StefOne

In the first instarce, the two disputing parties must attempt to resolve the matter internally. Staff should
seek to resolve the dispute through discussions between the employee or staff concerned and their
Manager(s).

30.2 Dispute Resolution Ste@wo

If Step One does not resolvéhe dispute, or the dispute involves one of the Manager(s) concerned, the
parties will endeavour to resolve the dispute in a timely manner by discussions between the employee or
staff concerned and the Director.

Following the meeting with the Directonotes from the meeting, including a proposed resolution for the
dispute, will be circulated to all parties concerned.

30.3 Dispute Resolution Ste@hree

If Steps One and Two do not resolve the dispute, or the dispute involves the Director, the parties will
endeavour to resolve the dispute in a timely manner by discussions between the employee or staff
concerned and a representative of the SYN Board of Management.

Following the meeting with the Board, notes from the meeting, including a proposed resolution fer th
dispute, will be circulated to all parties concerned.

30.4 Dispute Resolution Steg-our

If Steps one to three do not resolve the dispute, or one of the parties is not happy with the resolution
proposed by the Board, the employee may refer the dispute to thailfWork Commission. The parties may
then agree on the process to be utilised by the Fair Work Commission including mediation, conciliation and
consent arbitration.

Where the matter in dispute remains unresolved, the Fair Work Commission may exercise agthad of
dispute resolution permitted by the Act that it considers appropriate to ensure the settlement of the dispute.
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SECTION 5:
GENERAL OPERATIONAL POLICIES
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31 ETHICS POLICY
Appendix55  Attachment : SYN CODE OF ETHICS & CONFIDENTIALITY AGREEMENT

Purpose/Rationale

This policy is intended to provide SYN with clear guidelines for the ethical conduct of paid staff, volunteers
and Board of Management.

Objectives
The objectives of this policy statement are to:
1. Outline what SYN expects from its paid staffplunteers and the Board of Management

2. Ensure paid staff, volunteers and the Board of Management understand what constitutes ethical
behaviour

3. Encourage an environment that complies with

Policy Statement

1. Paid staff, volunteers and the Board of Management of SYN are committed to upholding its service
philosophy and principles. We also recognise and work within the stated aims and objectives of SYN.

2. Furthermore, where any stated aims, policies oramtices of SYN are believed to contradict SYN
philosophy or legislation (e.g. the Equal Opportunity Act), we will bring about change. Personal values that
are contrary to any of the above will not be practiced at SYN.

3. SYN recognises that the privateonduct of everyone working at SYN in any capacity is a personal matter,
as with anyone else, except when such conduct compromises their responsibilities to the organisation.

4. Paid staff, volunteers and the Board of Management will not exploit theiratbnships with SYN members
and stakeholders for personal advantage or gain.

5. Home andmobile telephone numbers, addresses or email addresses are not to be given out without the
prior written or verbal permission of the individual concerned.

6. Where SY members seek to express their appreciation through gifts, it is important to be aware of the
risk that this may change the relationship between the people concerned. Cash may not be accepted by
individuals but may be receipted as a donation to SYN.

7. Al paid staff, volunteers and the Board of Management are thus required to sign the SEbtide of Ethics
that sets out in greater detail many of the issues alluded to above.
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32 CONFIDENTIALITY POYI

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelines for providing for confidentiality and privacy. All
staff, volunteers and the Board of Management will, at all times, strictly observe the Confidentiality Policy of
the Student Youth Network Inc.

Objectives
The objectives of this policy statement are to:

1. Ensure all paid staff, volunteers and the Board of Management understand their responsibilities to
ensure confidentiality

2. Promote an environment where confidentiality and privacy laws am@mplied with at all times

Policy Statement

1. Confidentiality exists when private matters are revealed in complete trust. To keep that trust, members of
SYN will provide a confidential service.

2. All staff, volunteers and the Board of Management will respleetconfidentiality of any information
obtained in the course of their work at and on behalf of SYN. They and others have a right to be informed
about legal and professional obligations regarding confidentiality, and the ways in which these obligations
areto be met.

3. All personal and identifying information (whether verbal or written) about SYN members, customers and
colleagues will be regarded as confidential, and will not be provided to anyone without the prior written
consent of the individual concerne8taff, volunteers and the Board of Management will avoid intruding on
or being insensitive to people when collecting information necessary to SYN operations and services.
Additional details (e.g. tax file number, HIV status) are only to be recordedpgtisen's privacy is fully
protected by ensuring that this will only be accessible to anyone who has a genuine need to access such
information.

4. SYN members will be made aware that they have control over the information they provide and what details
they are prepared to have recorded on file. They will be informed about the nature of any information
recorded, and who has access to it and why (e.gvarkers, funding bodies). SYN will allow them access to
these records if requested; however, care must ke to protect the confidences of any others that may
be contained also in these records.

5. SYN members should also be informed about the limits of confidentiality in any given situation since most
workers are not exempt from giving evidence in court be grounds of confidentiality as are religious
clerics and psychiatrists, for example. This also applies to any written material held by SYN that can be
subpoenaed by certain authorities.

6. Staff, volunteers and the Board of Management will only access&dMis if they need to do so in order to
carry out their work. Reading a file out of curiosity or because they know the SYN member personally is a
breach of confidentiality, and carries with it the prospect of disciplinary proceedings.

32.1 Ordinary procedures
All SYN staff, volunteers and the Board of Management will adhere to the following guidelines:

1. Let people know during phone or-person contact what you are recording, where and why, and who else
may see it
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Devise a publicly available list of what typardgbrmation is kept related to SYN members, for what
purpose, who has access to it, and how the former may gain access to it if necessary

When doing publicity, such as public speaking or lobbying, avoid using personally identifying information
about peopé (instead use noidentifying statistics, for example)

Do not divulge telephone numbers, addresses or personal email addresses of paid staff, volunteers, the
Board of Management or SYN members to anyone else unless prior written or verbal consent has been
obtained from the individual concerned

When recording information as notes or in files, avoid opinions about individuals or their issues, keep
information factual rather than interpretative

Keep all confidential files and personal information in lockablgnets or drawers, filing them preferably by
number or code rather than directly by name

Keep all online confidential files and personal information secure through relevant data management
resource tools (for example, Salesforce).

I YSYO0 SND aile shguRl beZakcBssithlef to tRtemberand management only

Should approaches be made by amember agencies or departments for information about a member,
they should be advised on the SYN policy of confidentiality where information cannot be giventwithou
member@ written or verbal permission

32.2 Exceptional circumstances procedures

1.

It is extremely rare for there to be any justification for a breach of confidentiality (for example, to comply
with legislation). What appears, at the time, to be a reason foresch of the policy may prove to be
unnecessary. On further examination, alternative action may be more appropriate.

If a staff member, volunteer or a Board of Management member has any doubt about the maintenance of
confidentiality in any situation, thisllowing procedures should be followed:

a) A staff member, volunteer or a Board of Management member who is faced with a situation where there
appears to be a conflict between the duty of a responsible citizen and the need to preserve confidentiality,
mustfirst consult the General Manager or some other person nominated within the organisation.

b) If a decision is made to breach confidentiality the SYN President must be contacted.

c) If time constraints make contact with the SYN President impossible, and staffedehat action is
imperative, any breach of confidentiality must be reported to the SYN President as soon as possible
thereafter.

d) All enquiries to SYN about possible breaches of confidentiality must go direct to the General Manager or
the President. If pesent, the General Manager or President will give priority to answering such enquiries;
if absent, the enquiry will be referred to a member of the SYN Board who will act instead.

e) ¢KS AYLRNIIFYyOS 2F O2yadzZ GFGA2Y & A éRphgsised.Qa . 2 NR
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33 ACCOUNTABILITY POLIC

Purpose/ Rationale

This policy is intended to provide SYN with clear g
organisation.

Objectives
The objectives of this policy statement are to:
1. Ensure that SYN, aan organisation, is run as professionally and accountably as possible

2. Promote an environment where staff, volunteers and the Board of Management understand their
responsibilities in maintaining an accountable organisation

3. Ensure that SYN always reains accountable to necessary bodies

Policy Statement

1. SYN, its paid staff, volunteers and the Board of Management, will be accountable to SYN members, its
funding bodies, and to the wider community for all of its operations, activities and programs.

2. SYN will ensure that adequate written information exists, detailing lines of internal and external
accountability for everyone involved in SYN operations, activities and programs.

3. Regular written reports from workers and soiimmittees/working groupsill be prepared and
circulated to the Board of Management.

4. Copies of each Annual Report, including audited financial statements, should be readily available to
funding bodies, SYN members, and members of the community as well as to paid staff, e/slamte

the Board of Management.
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34 FINANCIAL MANAGEMERODLICY

Purpose/ Rationale

This policy is intended to provide SYN with clear g
budgets and other financial issues.

Objectives
The objectives of thigolicy statement are to:
1. Outline guidelines for the responsible, accountable and transparent financial management of SYN

2. Ensure SYN staff and the Board of Management understand their responsibility and obligations in the
area of financial management

Poliy Statement
1. The SYN Board of Management will monitor the financial progress of SYN.
2. The Treasurer, in consultation with the General Manager, shall undertake the following budget duties:
a) Coordinate the creation of each financial years?®o

b) Develop the budget document based on budget submissions from staff, volunteers and Board of
Management members.

c) Present the budget document to the Board of Management for approval prior to the commencement
of the new financial year.

3. The Treasurg in consultation with the General Manager and President, will present monthly financial
reports to the Board of Management.

4. SYN accounts will be audited annually by independent auditors. The audited reports will be available to
all SYN staff, the Bard of Management, volunteers, members, partners, associates, affiliated bodies and
the public. The audited reports will be distributed at the Annual General Meeting.
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35 STRATEGIC PARTNERSHPOLICY

Purpose/Rationale

This policy is intended to provide chéd 3dzA RSt Ay Sa F2NJ { bQa FT2NXI A2y 27F
or individuals.

Objectives
The objectives of this policy statement are to:
1. Ensure any strategic partnership is appropriate to the aims and objectives of SYN

2. Ensure SYN prsues and considers strategic partnerships which improve or enhance SYN services, skills
and reputation

3. Promote consistency in decision making with regard to the formation and administration of strategic
partnerships.

Policy Statement

1. SYN isommitted to enhancing the information and resources available to members through the
establishment and nurturing of strategic networks and partnerships. There must be clear understanding
of, and agreement to, the nature and scope of appropriate stratpgitnerships.

2. SYN will actively seek strategic partnerships that promote youth participation in the media, and further
the aims of the organisation. Potential strategic partners should:

i. Support the vision, mission and purposes of the organisation;

ii. Havea demonstrated commitment to working with young people in an inclusive manner;
iii. Have strong community links;

iv. Provide a networking gateway for SYN members through existing or future projects;

v. Enhance the opportunities of SYN and its members.

3. All thingsbeing equal, priority will be given to partnerships with SYN members, over-neembers.
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SECTION 6:
MEMBERSHIPS, COMMITTEES & BOARD
POLICIES
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36 MEMBERSHIP POLICY

Purpose/Rationale

This policy is intended to provide SYN with clear guidelines for the seledteneag application process
and requirements for new members, including individuals, corporate members, independent members
and nonprofit organisations.

Objectives

The objectives of this policy statement are to:

1. Outline the application process fot mlembers

2. Provide a schedule of fees for each type of membership
3. Provide membership criteria for all new applicants

Policy Statement

1. The constitution of SYN provides a clear framework for policy and procedures relating to memberships.
2. Appliations for membership of SYN shall be open to individuals and organisations that:

i. Support the vision, mission and purposes of the organisation;
ii. Agree to abide by the rulesodes and policiesf the organisation;
iii. Have a demonstrated commitment facilitating access and use of community media resources
for young people; and
iv. Pay the required joining or membership fee as set by SYN Board of Management.
3. The SYN Board of Management has the right to waive or reduce fees in special circumstances.

4. The application process for all prospective members is as follows:

i. Applicants shall complete and lodge the appropriate membership application form;

ii. A member of staff shall process the membership application form unless the member of staff
suspects that te prospective SYN member does not meet the membership requirements
referred to above at 2.1(ii);

iii. If the above circumstances detailed in 2.1(4)(ii) arise, the member of staff shall refer the
application to the General Manager to decide whether membershqukhbe approved,;

iv. The General Manager may refer such decision to the Board of Management;

v. The Board of Management shall make such decision on its merits and may take into account any
matters it reasonably believes as relevant;

vi. When consensus on applicaticannot be achieved, approval will be signalled by a majority vote
of the Board of Management;

vii. Where membership is not approved by the General Manager or the Board of Management, as
the case may be, any payment made shall be returned to the applicante@tions given for the
decision,

viii. The Board of Management may revoke an approval of membership if satisfied that the
membership requirements referred to at 2.1(4)(ii) where not established at the time of the
YSYOSNR&a LWL AOFGA2Y @

5. A schedule of fees foeach type of membership can be found herettp://syn.org.au/syn
membership/.
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37 COMMITTEES POLICY

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelines for the operation of SYN citiees, and the
formation of new committees.

Objectives
The objectives of this policy statement are to:
1. Formalise the SYN committees which are sidommittees of the Board of Management

2. Ensure that members of the SYN Board of Management asub-committees understand the committee
process

2. Outline a clear process for the Board of Management to follow when creating new committees

Policy Statement

1. SYN committees exist as subommittees of the Board of Management. SYN Committees are fone
around specific issues and events, and report and make recommendations to the SYN Board of
Management.

2. Itis recommended that SYN committees should meet at least 4 times in each year.

3. Written notice of each committee meeting should be given to damember of the committee at least 4
business days before the date of the meeting.

4. Standing orders for SYN committees shall be consistent with the standing orders for the SYN Board of
Management, outlined in the SYN Constitution.

5. The SYN Board of 8hagement may, at any time, resolve to create new formal SYN committees. The
resolution must state the purpose, chair and members of the committee, and shall be added to this policy.

6. The SYN Board of Management may, at any time, resolve to creatdhad committees or working groups,
that are intended to be shorterm, to deal with specific issues. These committees or working groups do not
need to be formalised in this policy.
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38 ELECTORAL POLICY

Updated 26 August 2015
Purpose/ Rationale

This policy is itended to provide SYN with clear guidelines for the proper running of Board of Management
elections and the conduct of the Returning Officers and candidates.

Objectives

The objectives of this policy statement are to:

1. Outline the rules governing BoardfdManagement elections

2. Ensure candidates are aware of the electoral regulations they are bound by
3. Ensure voting members understand the electoral process

4. Ensure nominees understand the role and obligations of Board membership

Policy Statement
1. SYN Annual Board of Management elections will be conducted at the Annual General Meeting (AGM);

2. The Returning Officer, as appointed by the Board, will conduct and administer the electoral process. The
Returning Officer must forfeit the right to vet

3. All SYN members must be given written notice of the AGM at least four weeks in advance;

4. The Electoral Policy must be publicised, where appropriate, prior to the AGM.

38.1 Announcement of AGM and call for Nominees

1. In accordance with sections 31 of the SYN Rules notice must be given to members

(@) at least 21 days' notice of a general meeting if a special resolution is to beproposed at the meeting; or

(b) at least 14 chys' notice of a general meetingin any other case® ¢

Where practically possible, the Board will give written notice of the AGM at least four weeks prior to the AGM:
2. 6. Where practically possible, the Board will make available at least four weeks prior to the AGM:

3. Information about the role and comminent of SYN Board Members;

I The SYN Rules; and
I The SYN Electoral Policy.

38.2 Nominations

1. Nominations must be forwarded and seconded by two SYN members. Nominations must be submitted
by 6pm, one week prior to the election;

2. Candidates nominating for the Board mst be a current SYN member. Nominators must be current SYN
Voting Members as defined in the Constitution.

3. Candidates nominating for President will automatically be nominated for Ordinary Member unless
otherwise requested,;

4. Candidates nominating for the Boa who utilise the SYN membership database for campaigning
purposes forfeit the right to nominate.
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Candidates nominating for the Board who utilise
media pages, for campaigning purposes forfeit the righd nominate.

38.3 Electoral Procedure

H

The Returning Officer will conduct the electoral procedure at the AGM,;

Presidential candidates will be given the opportunity to speak for no more than 4 minutes. Vice
Presidential or Ordinary candidates will be given tlpportunity to speak for no more than 2 minutes;

If a candidate cannot attend the AGM, the candidate may:

(a) Nominate an individual to speak on their behalf at the AGM: written approval from the
candidate must be presented to the Returning Officer prior ® AGM, or

(b) Arrange for a preecorded presentation (audio or audio visual) not exceeding the appropriate
time limit.

All other AGM attendees are not permitted to speak in relation to the election or the electoral candidates.

38.4 Proxy votes

1. Proxy votes can ballocated (as per proxy form) to anyone attending the AGM, with the following
guidelines:
(a) Proxy votes must be submitted to either the Secretary or the Returning Officer 24 hours prior to
the AGM,;
(b) No more than 3 proxy votes can be allocated to any one perso
38.5 Voting
1. Voting is limited to current SYN members who have been a member for six months or more at any time
before the AGM, with the following guidelines:
(a) Out-of-date SYN memberships must be renewed at least 24 hours prior to the AGM,;
(b) All SYN members hathe opportunity to confirm their voting status as per SYN membership
database;
(c) The SYN membership database must be amended and updated prior to the AGM;
(d) All votes must be signed off by the Returning Officer are per SYN membership database.
2. There will beone ballot paper for Presidential candidates and one ballot paper for Ordinary Candidates.
Candidates will be listed in surname alphabetical order;
3. Voting shall be preferential and exhaustive (the option, but not the requirement, to preference as many
or as few candidates as you wish);
4. Presidential candidates must be under the age of 26 at the time of election;
5. The six Ordinary Members will be determined by Proportional Representation with affirmative action to
ensure that the Board consists of:
(a) Four membes aged under 26 at the time of election; and
(b) One student enrolled at RMIT University at the time of election.
6. The remaining Office Bearing Positions of Secretary, Treasurer and Vice President will be allocated
among the Ordinary Members as determined bly¢ Board of Management.
7. Ongoing paid staff members of SYN will not be entitled to vote at the AGM for the Board of Management

elections.
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39 BOARD TRANSPARENOLEY

Updated 20 September 2012
Purpose/ Rationale

This policy is intended to provide SYN withl ear gui del ines for SYNOGs approa
running of the SYN Board of Management.

Objectives
The objectives of this policy statement are to:
1. Ensure the SYN Board of Management runs in a manner that is open, transparent and accaliet

2. Promote good communication between the SYN Board of Management and SYN paid staff, volunteers
and members

3. Complement the SYN Board standing orders as contained in the SYN Constitution

Policy Statement

1. SYN members shall be informed in wrilj, whether electronically or otherwise, of possible avenues to
pursue in order to have SYN issues addressed at Board level.

2. SYN members shall be entitled to attend the Annual General Meeting.
3. A summation of the minutes will be distributed to all rmebers via email within seven working days.

4. SYN members may attend any SYN Board meeting on notification made in writing to the President.
However,a Board member may move that a member or group of members are absent from all or part of a
SYN Board meetig.
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40 BOARD CODE OF CONDWOLICY

Updated 30 September 2015
Purpose/Rational

This code is designed to facilitate the healthy functioning of the SYN Board by providing guidelines of
expected and acceptable conduct by committee members.

Objectives
The Objetives of this policy statement are
1. To clarify how board members are to act within SYN.

2. To ensure a clear line of accountability between

3. To minimise conflicts of interest when they might arise.

Policy Statement
1. Definitions

i.Contractor RoleA position in which a person is employed by SYN for a specific, poojget]
task or shori SN LISNA 2R GKAOK A& y2G NBFSNNIo6ES
permanent or staff.

il. Staff Role Any person employed by SYN on a {iane or full-time basis.

iii. Ongoing Volunteer Department Managéex position held by a volunteer for a significant
period, generally one year, which oversees other volunteers and provides significant
RANBOGA2Y 2y (Se& StSYSyia -divendepa$mestNaiel y A & |
Radio, TV and Screen, Music, Talks and Online.

iv. Replacement Staff Rol@ position in which a person is employed by SYN as a temporary

replacement for someone in an ongoing staff role in the case of absence or in periods
where the position is temporarily vacant.

General Rules

1. . 2 NR aSYOoSNE Ydzald goretndn2egdochinientsolicies and pbocedurebldzt S & >
2.1ttt {,b .2FNR aSY0oSNAR VYdzaad K2fR | @FfAR 22NJA
appointment to the Board.
Board Independence
3. Board Members may apply for any staff roles or Volunteer Departrivtamager roles within SYN,
subject to the following:

i.If a Board Member wishes to apply for any ongoing staff or volunteer department manager
role, they must inform the President of the Board (or in their absence, the Vice
President) and register a confliat interest at any board meeting held during the
application period.
a. The President will consider potential conflicts of interest and may recommend a
leave of absence from board duties until the application process is complete.

b. This rule includes but isohconfined to an application for the position of General
Manager.

il. Should a Board Member be appointed to a staff or volunteer department role, they
must tender their resignation from the board as soon as reasonably practicable.
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4. Board Members may apply @l volunteer positions not included in Definitions as listed in section
1 of this policy.

5. Despite Rule 3 Board Members may apply for replacement staff or paid contractor roles within
SYN, subject to the following conditions:

I.The appointment of a Board é&inber to a replacement staff or paid contract role must receive
approval from a majority of the board.

a. This does not include an application to the position of stan@eneral Manager.
il. If a Board Member is appointed to a replacement staff role:

a. The Boardshould consider potential conflicts of interest and may recommend a
leave of absence from board duties until the work is complete.

b. The board member will, for the duration of their employment, be ineligible from
participating in either:
i. The Performance ahRemuneration Committee; or
ii. The Finance Committee

Separation of Roles
6. Board Members are encouraged, but not required, to register and make known any perceived
conflicts of interest as they arise. This includes, but is not limited to:
i. Current positionsield as a SYN member;

il. Current positions held in other community, government or commercial media
organisations;

ii. / dZNNByd LkRaArAdArzya KSTtR Ay 2yS 2F {,bQa
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SECTION 7:
MEDIA WORK ENVIRONMENT POLICIES
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41 SYN MEDIA LEARNINGEHCY

Updated 13August 2013
Purpose/ Rationale

This policy is intended to provide clear guidelines
Programs andoutlines the rights and responsibilities of the Education and Training Manager, the Media
Learning stdf team, and Media Learning participants.

Definition

OMedi a Leeansn®&NOs suite of education and training
groups and young people entering the organirsation f
activities.

0 SYN T r-meamsirequiyed training programs that SYN members must complete before participating in
the organisationf6s activities.

Objectives

The objectives of this policy statement are to:

1. Ensure SYN provides schools, community grongsyaung people with the best Media Learning
program/s possible;

2.hdzif AyS GKS LizN1J2asSa 2F {, bQa aSRAI [ SIFNyAy3

3. Provide guidelines so both the Media Learning staff team and Media Learning program participants
understand their rights and respondibes;

4. EnsureMedia Learning program sessions run as constructively as possible; and,

5. Ensureaninclusive and supportive learniregvironment.

Policy

1. This policyappliesto all SYN Media Learning programs.

2. The purposes of SYN Media Learning Programsefermembers are as follows:

| To give SYN members and volunteers a greater understanding of how SYN Media operates and
functions;

| To connect SYN members to the SYN community;

| To provide SYN members with the technical and content making skills, knowledge and confidence
to be involved across SYNO&s platforms on radio,

| To provide SYN members with skills and knowledge that can be used in future pursuits.
| Thepurposes of SYN Media Learning Programs for schools and community groups are as follows:

| To give schools and community groups a greater understanding of how SYN Media operates and
functions;

| To provide schools and community groups with an entry pointtk@ SYN community;

| To provide schools and community groups with a
online media platforms; and

| To provide schools and community groups with educational or extra curricula activities and a
creative outlet forexpression.

41.1 Participant rights and responsibilities
1. Participants in SYN Media Learning progravitis
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treat staff and other participants with respect and courtesy;
arrive at sessions punctually;
be ready to learn and participate on arrival,
behave in amanner which is appropriate and complies with SYN policies and the Code of Ethics;
lye LISNE2Y aSS1Ay3 (G2 LINIHAOALI GS Ay { . bQa 6N
capacitywill attend formal SYN Training before participating in the organigafod | OG A A G A S
a. A SYN member may be exempt from all or parts of SYN Training at the discretion of the

Education and Training Managethe memberprovides supporting material that

demonstrates:
I The SYN member already has skills of at least the standarc@tiSYN Training seeks to teach;

| The SYN member has completeequivalent training.

b. Any person seeking to participate in SYN activities not related to broadcasting and which do not
require attendance at formal SYN training will undergo an induction as dadxnt the
Education and Training Manager or other SYN staff.
fa{ ., b YSYOSNI I OGA@St & LI NIAOALN GAY Bfodngto akeS 2 NE
not completed SYN Training ahdsnot received an exemption, the Education and Training
Manager or General Manager malp any of the following in any combination:
| Informally request the member to undertake SYN Training;

| Give aformal written warning to the membeand/or the associated content making team requiring
the member attend the appropria¢ training session;

| Require the member and/orassociated content making teario cease engaging in SY4eélated
activities until training is complete.

A SYN member or associated content making team will be restricted from participating-in SYN

related activites where appropriate training is not completed within two months of receiving a

formal written warning and any action taken by SYN thereafter will be taken with reference to the

SYN Disciplinary Procedure and related policies.

41.2 Media Learning staff rightsand responsibilities

1.

SYN Media Learning programs willdmanducted in a manner conducive to fostering an inclusive
and supportive training environment.
SYN Media Learning staffil:

| treat all participants, the staff team, the Education and Training Managand other SYN staff with
respect and courtesy;

| ensure to the best of their ability that all participants feel included and understand the program

SYN Media Learning staff may immediatetglude froma sessiorany participant who:
I behawes inappropriately;

I behaves ina manner thatimpedesthe learning experience for other participants;

| acts disrespectfullytoward staff;

| acts disrespectfully toward other participants;

I engages in harassing behaviour toward staff or other participants;

| appearsunder the influence of drugs and alcohol.

Where a Media Learning staff member becomes aware of a participant behaving in a manner
capable of justifying exclusion, the staff member will:

| If the participant is over 18, advise the Education and Training Mager or other permanent staff
member as soon as practicable;
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| If the participant is under 18 and engages in S¥iélated activities as part of a school or community
group, immediately advise the responsible adult representative of the group where availadnhel
the Education and Training Manager @nother permanent staff member.

| If the participant is under 18 and does not engage in S¥hlated activities as part of a school or
community group, immediately advise the Education and Training Manageroother permanent
staff member who wil/ advise the participantds
5. The Education and Training Manager or General Manager may limit or exclude from any future
Media Learning programs any participant behaving in a manner capable of justifyingaxclusi
6. 2 KSNBE I LI NOHAOALI yGQa FI OdzZf GASA F LIISIE NI AYLI AN
responsible staff member with guidance from the Education and Training Manager or other
permanent staff member will endeavour so far as reasonable in tiearoistances to have the
participant picked up by their parent, guardian, next of kin or responsible adult.

SYN | SYN MEDIA LEARNING POLICY

112 of 138



SYN Media People Poliees and Standards

42 PROGRAMMING POLICY

Purpose/Rationale

This policy is intended to provide SYN with gui
responsiblities of the programming manager(s).

Objectives
The objectives of this policy statement are to:
1. Present a programming grid that represents the overall ethos of SYN

2. Ensure SYN paid staff, volunteers, members and the Board of Management are awafe S Y N3 s
programming guidelines
Policy Statement

1. The SYN Radio programming grid (between the hours of 6am and midnight) will represents the overall
ethos of SYN. This should take into consideration:

i. diversity of music, interests and opinions;
il. a commitment to education and training;
iii. all presenters/producers under 26 years old;

iv. 50% of airtime 18 years or youngetr;

V. a commitment to represent all aggroups between 12 and 25;

Vi. equal representation of males and females among presenters/producers, and aromitment to
the representation of all gender identities;

Vii. 40% of overall music originating from Australian artists;

viii. 20% of overall music originating from local (Victorian) artists;

iX. 50% of overall music originating from fematelentifying artists;

X. 60% of owerall programming musiebased and 40% talkbased,;

Xi. community groups closely affiliated with SYN;

Xil. a commitment to the representation of all gender identities;

Xiii. a commitment to Koori and Indigenous Youth

Xiv.  acommitment to ethnic and multicultural youth programmyg including programs spoken in
Languages Other Than English;

XV. a commitment to youthat-risk programming;
Xvi.  acommitment to schoolbased programming;
xvii.  a maximum of two broadcasting seasons per calendar year for each presenter.
Examples of reaching the maximuraf two broadcasting seasons is to host in one calendar year, only:
I Aflagship show in season one and a seasonal program in season two; or

I Aflagship show throughout season one and three; or

| A seasonal program in season two and three.
These objectives shoul be regarded as a reference for the programming manager(s). If all objectives are
not realistically achievable on the basis of the show proposals/schools available, avenues to remedy such
should be undertaken. Failing that, it is at the programming mager(s) discretion to formulate a
programming grid that minimises any compromise of the above objectives.
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2. SYN shall fulfil all contractual obligations regarding programming time.
3. SYN shall not broadcast material which may:

i. incite, encourage ompresent for its own sake violence or brutality;
ii. simulate news or events in such a way as to alarm or mislead listeners;
iii. present as desirable the misuse of drugs including alcohol, narcotics and tobacco.

4. SYN shall not broadcast material which may stergmqte, vilify, or perpetuate hatred against, or attempt to
demean any person or group on the basis of ethnicity, nationality, race, gender, sexual preference, religion,
age, physical or mental disability.

5. SYN shall avoid censorship wherever possibleowkever, consideration shall be given to the audience;
the context; the degree of explicitness; the propensity to alarm, distress or shock; and the social importance
of the event.

6. SYN does not encourage songs with profanities during daytime slotsa $bng contains mild profanities

the presenter is encouraged to inform the listener beforehand. However, songs with excessive swearing,
meaning if it can be seen as gratuitous and overly offensive, are discouraged from being aired during the
day. Presengérs need to ask themselves whether they feel what they are playing is appropriate for their time
slot. As a representative of the station, presenters must be aware of the image they are portraying to the
community and financial supporters of the station.

7. A system shall be implemented and maintained as far as reasonably practical to ensure SYN is meeting
its objective of 40% Australian music. Programming Managers should counsel presenters of those programs
which are not playing enough Australian musiedpite it being appropriate to do so.

8. SYN does not allow paid staff to present a show (unless under exceptional circumstances).

9. All programming and music decisions will be made exclusively by people under 26 years of age.

42.1 LOTE Programming

10. SYN excourages and supports programming in languages other than English (LOTE) by people from
culturally diverse backgrounds. The organisation recognises that young culturally and linguistically diverse
people make up a large proportion of the youth communityd therefore need representation by the
organisation. It also recognises that futime ethnic stations may not cater for youth participation.

11. When selecting or reviewing programs, the programming committee shall take into account the language
content of applicants but this shall not be used as a basis for acceptance or rejection. Nor should language
content be used as grounds f or pl-sotsi Theprogranecomnitieey r a ms
will endeavour to integrate LOTE programmiitga fair and nondiscriminatory way.

12. SYN recommends that producers of LOTE programs:

i. Provide listeners with a natification in English dlhe start of the program that notifies that the
broadcast will be in a LOTE;

ii. Frequently play SYN tags and I@isroughout the program

iii. Let listeners know in English that they are listening to a LOTE program on SYN at intervals throughout
the program

iv. Monitor the quality and content of their programs and provide selfsessment to the programming
committee

v. Always brié announcers and guests about the risks of broadcasting defamatory and slanderous
content
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43 EMPLOYEE PROGRAMMINKED PRODUCTION POLIC

Updated 30 May 2013

Purpose/ Rationale

This policy is intended to provide SYN with clear guidelines for SYN employees miadwor presenting
material for broadcast or participating in other volunteatriven activities.

Objectives

The objectives of this policy statement are to:

1. Ensure all SYN employees fulfil their employment responsibilities;

2. Ensure all SYN members whare not SYN employees have equal opportunity to access airtime;

3. Ensure there is a clear distinction of rights and responsibilities between volunteers and paid employees.

Policy Statement
1. SYN staff are not permitted to participate in volunteglriven activities unless:
a) Specifically stated in the paid staff member ds |

b) The person is a casual or patime paid staff member routinely earning less than $300 per week or
$15,600 per annum

2. SYN staff who meet the criteria of 1(a)ra/or 1(b) must:
a) Meet programming requirements;
b) Not participate in volunteedriven activities within paid working hours;

c) Consider the impact of their participation on th
access and participatbn.

3. At its discretion management may restrict any el
driven activities.
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44 PRODUCTION POLICY

Purpose/Rationale

This document is intended to provide SYNpwdudtidnofc| ear
all station identification, show promotion, community service and sponsorship announcements.

Objectives

The objectives of this policy statement are to:

1. Ensure that the overall sound of the station embodies the principles and ethos of\8&s a community
broadcaster

2. Ensure SYN paid staff and volunteers involved i

Policy Statement
1. SYNOds overall sound wil/l
i. Engage, rather than talk down to the listening audience;
ii. Avoid the use oftyles commonly associated with commercial stations;
iii. Maintain a fresh approach in all areas of production;
iv. Produce material that is appropriate for our target audience @R-25-yearold listeners.

2. Sounds from outside the station, including voices anihgles, will be considered, but SYN prefers
announcements to bdomursedu ded teret isrtalty ofi.n

3. All announcements must be consistent with the SYN sound. That is, they must conform to the attitudes
and policies of the station as a whole.

4. SYN reserves the right for the final say on all production matters.
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45 SPONSORSHIP POLICY

Last updated 27 June 2013
Purpose/Rationale

This policy is intended to provide clear -agui delines
sponsorship annourements and the responsibilities of the staff overseeing sponsorship.

Objectives
The objectives of this policy statement are to:

1. Ensure any sponsoor on-air sponsorship announcement is compliant with the aims and objectives of
SYN,;

2. Ensure consistentdecisions are maderegardingwho may sponsor SYN.

Policy Statement

1. A sponsorship message is taken to mean the broadcast of a message that has been paid for in cash or
kind and is tagged as such.

2. In deciding whether or not a sponsorship message will be comanicated by SYN, SYN will take into
account the Community Broadcasting Codes of Practice.

3. All sponsorship agreements, whether or not money is exchanged, will be in writing.
4. Sponsorship announcements are limited to 5 minutes within any broadcast hour.

5. Thecontent and style of individual programs, and the overall programming of SYN, will not be influenced
by the sponsors of programs.

6. SYN reserves the right to choose clientele based on SYN's own ethical and broadcast policies, with the
exception of Part 5, paagraph 9(1)(a) of the Broadcasting Services Act (1992), in the case of State or
Federal emergencies.

7. SYN will not accept sponsorship from:
i. medical or pharmaceutical organisations;
ii. political parties;
iii. entities SYN believes act in a manner inconsistent wiB\YN's values;
iv. entities SYN believes engage iexploitative or discriminatorypractices; or
v. entities SYN believegngage in unsoundenvironmentalpractices.

8. SYN will not endorse, directly or by association, an alcohalated brand or product. This rule ages
regardless of the subtly used in such endorsement

9. SYN may accept sponsorship from federal, state and local authority groups, for example, VicRoads, TAC,
Health campaigns, as long as the proposed message is consistent with SYN's values, purposesjéolic
and Procedures and other governance documents in existence from time to time.

10. The content of announcements should not contravene the guidelines outlined by the Community
Broadcasting Codes of Practice in regard to the use of adjectives, prices, jinglad time.

11. The content of announcements will reflect the following guidelines:

i. company names, even those synonymous with a product name, can be mentioned but the mention
must be understated;
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ii. the style of voice and background music must be consistentwithY N6 s br oadcast sty

iii. Announcementsmust not overstate, mislead or deceive listeners as to the nature, uses, quality or
associations of the brand, service or product to which the announcement relates.

iv. Mention of price is discouragd and should be Iimited if mentioned at all.

SYN | SPONSORSHIP POLICY

118 of 138



SYN Media People Poliees and Standards @

t

46 NEWS POLICY

Purpose/Rationale
CtKAAa LRfAOE A& AYGSYRSR (2 LINEOJA
programs/bulletins.

- NJ 3dzA RSt

P
(p))
O«
w»

Objectives

The objectives of this policy document are to:
i. Ensure that the news and current affairs broadcast on SYN are consistent with the aims and ethos
of the station
ii. Ensure that the news and current affairs programs broadcast on SYN provide access to views and
information particularly relevant to 125 yearolds that is underepresented by the media

Policy Statement

1. SYN news and current affairs programs (including news flashes) should:

i. be guided by the principles of accuracy and fairness;
ii. provide access to views undegpresented by the media;
iii. present fatual material accurately and ensure that reasonable efforts are made to correct
substantial errors of fact at the earliest possible opportunity;
iv. clearly distinguish factual material from commentary and analysis;
V. hot present news in such a way as to crepiblic panic or unnecessary distress to listeners;
vi. not misrepresent a viewpoint by giving misleading emphasis, editing out of context or
withholding relevant available facts; or
Vi.NBLINBSASYyd SIOK LISNER2YQa € S3IAGAYIHh&eridWhEiKis o 2
200FAYSR gAGK2dzi Yy AYRAQGARdZ £t Qa O2yaSyid 2NJ
2. SYN news and current affairs programs will not broadcast the words of an identifiable person unless;
i. That person has been informedaavance that the words may be transmitted;
ii. In the case of words which have been recorded without the knowledge of the person, the person
has subsequently, but prior to the transmission of the words, been informed;
iii. The manner of the recording has made itmifastly clear that the material may be broadcast.
3. SYN news and current affairs programs have the right to interrupt regularly scheduled programs

where appropriate (such as the September 11 terrorist attacks on the United States).
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INTELLECTUAL PROPERDLICY

Updated 4 October 2012

Purpose/Rationale

SYN is committed to assisting young people to create new and original media works. SYN facilitates the
creation of these works by providing a supportive framework of expertise, equipment and resources.

SYNis committed to allowing members to use intellectual property created at SYN with freedom, ease and
with minimal restrictions. Where this policy places restrictions on the use of intellectual property, members
are encouraged to speak with SYN to faciliathe desired use.

SYN encourages members to speak to SYN about transferring intellectual property rights from the
organisation to the individual.

The policy seeks to clarify the ownership of intell]l
equipment and other resources. It also specifies who may use that intellectual property and for what

purposes.

6l ntell ectual Propertyd can be understood as an umb

Designs and Patents. At SYN, when we takout Intellectual Property, we are referring to the Intellectual
Property in a sound recording, video recording, the name of a radio, podcast or TV program, the dramatic
elements of a show or a script.and digitalcontent, both online and offline.

Exampes¢

SYN does not want to unnecessarily restrict your use of intellectual property created at SYN. Below is a list of
examples as to how SY¥elated intellectual property might be used. If you are ever unsure, feel free to ask

SYN.
\Y,

\Y,

JOBSJulia, a SYN member, is automatically allowed to use a sound recording made at and broadcast on
SYN in a show reel used to apply for her dream job at ABS News.

ASSESSMENBenjamin, a SYN member, is allowed to submit video footage created during prgsentin

for 1700 for a media assessment at university, provided that the university and parties other than SYN
permits this.

USE OF FLAGSHIM&:cel, a SYN member, wants to recreate a SYN flagship program on another radio
station. He wants to take the name tbfe flagship program as well as the dramatic elements of the show.
Marcel is not permitted to do either of these things. He should speak to a SYN staff member if he would
like further guidance.

COMMERCIAL USHacey, a SYN member, has created aradidpid ¥ 2y { ., b Ol ff SR {
dzaAy3a Ittt {,bQa NBaz2dNOSad {KS KFa o06SSy I LILINEI
Channel 13. Stacey has been offered $50,000 to broadcast the show on Channel 13. Stacey cannot
automatically enter this agement, she must obtain a license from SYN before entering an agreement
with Channel 13.

POSTING CONTENT ON THE SAME CONTENT DISTRtY¥aRts to post and distribute his content
created at SYN on Omny, which is what SYN already uses to distrimytecrdates a new account on

Omny and begins to distribute his podcasts. Joey also fails to mention and credit SYN in any way. Joey
daK2dzf R SYRSIF@2dzNJ G2 dzaS {, bQad hyye G2 LIad KAAZ
account, such as on umes, or Soundcloud or any podcast hosting or distributing services, should
adequately credit SYN. Joey should have credited SYN in the audio itself and the written description
attached.

Objectives

The objectives of this policy are to:
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Clarify the differed (@ LJIS& 2F GAYy OGSttt SOGdzr £ LINPLISNI &¢
members.

I £ FNRFE gK2 2¢gya AyiuStftSOldzf LINRPLISNI& ONBI
Identify when SYN, its employees and members may use intellectual pyapeconnection

gAGK {,bQa OGAGAGASAD

Specify what types of intellectual property provisions must be included in SYN's contracts with
third parties.

t NEY23GS 61 NBySadaa yR dzyRSNREGEFYRAY3I 2F { . bQ

Policy Statement

47.1

47.2

47.3

47.4

Intellectual property

GLYGStEfSO0dzrf LINPLISNIeé¢ AyOfdzZRSay
(&) copyright in items already existing or created in future;

(b) trade marks (both registered and unregistered);

(c) patents;

(d) designs;

(e) rights in relation to confidential information; and

() all other forms of intellectugbroperty.

Materials in which intellectual property exists

Intellectual property is likely to arise in the following:
(a) 0KS yIFYS a{GdzRSy (i ,2dziK bSGg2N]1 £z GKS |
and the SYN logo;

(b) scripts for radio and television programs;

(c) photographs, drawings and graphics;

(d) audio and audievisual recordings of programs or advertisements;
(e) confidential information about concepts for new shows;

M content on the SYN website.

Ownership ofintellectual property

SYN members acknowledge that by using:

(a) { . bQ&a NBaz2dz2NOSa> LINRPLISNI&s SldALYSyYyaz Fo
(b) pre-existing intellectual property owned by SYN,

Any intellectual property created as a result will be owned by SYN.

SYN members assign all intetlgal property created by them where this intellectual property

is created partially or wholly through the use of SYN resources, to SYN Media.

AutomaticLicenses
Subject to the conditions in Clause 12 being satisfied, SYN automatically grants theépllow
licenses:

(c) Career Advancemen&ll SYN members are automatically authorised to use material created
by them using SYN resources for the sole purpose of demonstrating their suitability for an
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employment opportunity or similar. This automatic license inilot apply where a commercial
use of the work is made or proposed to be made.

(d) Educational useAll SYN members are automatically authorised to use material created by
them using SYN resources for the purpose of fulfilling primary, secondary or tertiary
education assessment. No authorisation is extended where the policies or practices of the
education provider disallows such use.

(e) Non-Commercial Use of Seasonal PrograAklsSYN members are automatically authorised to
use material created by them using SYN resources for roommercial purposes.

SYN may revoke a license granted pursuant to Clauseh&dewthe SYN General Manager

NBI a2yl ofé 0StAS@Sa GKS tAO0OSyasS G2 0SS 02y N
to time.

SYN membersust credit SYN appropriately when making use of the material outside of SYN.
Depending on the material udethis may require:

(a) Making reference to the fact that certain material was made using SYN Resources;
(b) Specifying the contribution made by SYN in the creation of the material;
(c) Use of SYN Logo.

SYN members may request the General Manager to provide guidance as to how to appropriately
Credit SYN for a particular use.

If posting content to an onlinbosting ordistribution service that SYN already distributes on,
SYN members must endeavour to use b Qa | OO02dzyd G2 ONBIGS dz
presence.

Exclusions to Automatic Licensing Regime
al GSNRAFE F2NXAY3I LINI 2F {,bQa 2LISNIiA2ya R

2 A0K2dz fAYAOGAY 3T [t dzaS MOSENIYEXNBWNA Xy 2RIy
and Training materials, SYN Production Services materials, as well as materials relating to the
governance of the organisation.

Flagship Programs

SYN members are precluded from using a similar name to a SYN FlagstamRraigide of

SYN in relation to media content containing similar themes or elements to the SYN Flagship
Program, unless a license has been expressly granted, in writing, by the General Manager or
Board of Management.

SYN members are precluded from exitgy intellectual property with identical or

substantially similar elements or concepts of a SYN Flagship Program outside of SYN, unless a
license has been expressly granted, in writing, by the General Manager or Board of
Management.

Licensesfor commercial purposes

Nothing in this policy precludes a SYN member from applying for a license to use Intellectual
Property owned by SYN.
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Where the SYN member applies for a licence to use intellectual property for a commercial
purpose, SYN may exercisediscretion to determine whether a licence should be granted and,
if so, upon what conditions.
For the purpose of this policy, commercial purpose includes where:
(a) a notinsignificant fee is payable for the use or proposed use of the intellectual property;
(b) the intellectual property is proposed to be broadcast or otherwise used by a- not
insignificant broadcast organisation or other media content provider;
©F2N) 0KS LldzN1J2asSa 2F (KS Qibsigufgast broadea8 RA | (
organisation or otherYSRA Ll O2y G4 Sy i LINR @A RS NoedumA { f
community broadcast organisation or similar media content providers.
When exercising the discretion pursuant to Clause 19, SYN must take into account the following:
(@{ , bQa & |-praftdorganisatioh; y 2y
b){, bQa @I fdsSaT
©{.bQa O2YYAUYSYy(d (2 LINRPOGARAY3I | LI I GF2NY
develop their skills and careers through the organisation; and
(d) Members should ordinarily be free to use material created by them how they think fit.
When exercising the discretion pursuant to Clause 19, SYN may consider the following:
(a) the extent to which SYN resources were relied upon to create the intellectual property;
(b) commercial purpose is usuallgut not necessarily limited to, situations where tf8YN
member receives financial reward or remuneration; and
(c) any other consideration the appropriate SYN representative reasonably believes to be
relevant.
SYN is free to use, edit, license and otherwise deal with and exploit all intellectual property it
owns.
SYN members must not use any intellectual property owned by SYN except as permitted by this
policy or as otherwise authorised in writing by SYN.
SYN members must not use intellectual property belonging to a third party in connection with
SYNrelated ativities without the prior written approval of the third party.
{.b YSYOSNRB Ydzad y2i4 RA&AOf2aS G2 lFyeé G(KANR |
the prior written approval of the SYN General Manager.
Information relating to intellectual propgy owned by SYN is deemed to be confidential
information unless at the time the information arose it was already in the public domain.

Licenseapplication process

A SYN member seeking a license to use SYN intellectual property shall apply to the General
Manager.
The initial application should be made in writing and must include all relevant information
reasonably necessary or desirable to determine whether a license should be granted and its
terms. This may include:
(a) The nature and extent of any sort of remuneration payable in relation to the exploitation
of the intellectual property;
(b) The proposed use of the intellectual property;
(c) Details of the correspondence between the member or relevant person and the person
or body proposing to use the intellectual property;
(d) The extent of SYN resources used in creating the intellectual property;
(e) Whether and to what extent SYN will or may be credited through the proposed use of the
intellectual property.
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Upon receiving thapplication, the General Manager, in his or her discretion may request
further information.

Upon receiving all relevant information in desired form, the General Manager shall negotiate
the terms of the license in good faith with the applicant having redarthe factors set out in
Clauses 20 and 21.

The applicant must keep the General Manager informed ofimsignificant changes in the
proposed use or use of the intellectual property for the term of the license.

The General Manager shall endeavour asas reasonably possible to determine whether a
license shall be granted and on what terms within 14 business days of receiving an application
with all relevant information in desired form.

Should the license application be refused, or if the terms ofittense are unsatisfactory to the
applicant, the applicant may write to the General Manager providing all relevant information to
provide the basis of their belief that the decision was unsatisfactory.

If no mutually satisfactory license agreement is\aad at the conclusion of the process outlined
above, the General Manager or applicant may apply, in writing, for the matter to be considered
by the Board of Management.

The Board will endeavour, as far as reasonably possible, to provide a decisionrig terite
applicant as to whether a license shall be granted and upon what terms within 14 business days
of receipt of a complete application in desired form.

SYN reserves the right to revoke a license where the information relied upon in deciding
whether to grant the license or the license terms can reasonably be supposed to have been
incomplete in a material way, misleading or false.

Contractswith third parties

Where SYN enters any contract with a third party under which intellectual property may be
created, the responsible SYN employee must ensure the contract specifies which party owns
any created intellectual property and the rights of the parties to use that intellectual property.

Amendmentsto policy

SYN may amend this policy from time to timée Turrent version of this policy will be available
in physical and digital form to all members and employees.
This version of this policy was issued by SYN on XX XXX, 2017.
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48 APPENDIA FAIR WORK INFORMANISTATEMENT

Fair Work

OMBUDSMAN

Fair Work Information Statement

From 1 January 2010, this Fair Work Information Statement is to be provided to all new staff by their employer as soon as possible
after the commencement of employment. The Statement provides basic information on matters that will affect your employment. If you
require further information, you can contact the Fair Work Infoline on 13 13 94 or visit www.fairwork.gov.au.

3 The National Employment Standards

The Fair Work Act 2009 provides you with a safety net of minimum terms and conditions of employment through the National
Employment Standards (NES).

There are 10 minimum workplace entitlements irhe NES:

1. A maximum standard working week of 38 hours for full-time staff, pl us ¢&éreasonabl ed additi

2. Arright to request flexible working arrangements.

3.  Parental and adoption leave of 12 months (unpaid), with a right to request an additional 12 months.

4.  Four weeks paid annual leave each year (pro rata).

5, Ten days paid personal/carerbf6s |l eave each year (pro ra
occasion, and two days wunpaid carnrbés | eave for each p

6.  Community service leave for jury service or activities dealing with certain emergencies or natural disasters. This leave is
unpaid except for jury service.

Long service leave.
Public holidays and the entitiement to be paid for ordinary hours on those days.
Notice of termination and redundancy pay.

10. The right for new staff to receive the Fair Work Information Statement.

A complete copy of the National Employment Standards (NES) can be accessed at www.fairwork.gov.au. Please note that
some conditions or limitations may apply to your entitlement to the NES. For instance, there are some exclusions for casual staff.

If you work for an employer who sells or transfers their business to a new owner, some of your NES entitlements may carry over to
the new employer. Some NES entitlements which may carry ove
request flexible working arrangements.

3 Right to request flexible working arrangements

Requests for flexible working arrangements form part of the NES. You may request a change in your working arrangements,
including changes in hours, patterns or location of work from your employer if you require flexibility because you:

1 are the parent, or have responsibility for the care, of a child who is of school age or younger

are a carer (within the meaning of the Carer Recognition Act 2010)

have a disability

are 55 or older

= =4 -4 =

are experiencing violence from a member of your family or
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9 provide care or support to a member of your immediate family or household, who requires care or support because they are
experiencing violence from their family.

If you are a parent of a child or have responsibility for the care of a child and are returning to work after taking parental or adoption
leave you may request to return to work on a part-time basis to help you care for the child.

3 Modern awards

In addition to the NES, you may be covered by a modern award. These awards cover an industry or occupation and provide
additional enforceable minimum employment standards. There is also a Miscellaneous Award that may cover staff who are not
covered by any other modern award.

Modern awards may contain terms about minimum wages, penalty rates, types of employment, flexible working arrangements,
hours of work, rest breaks, classifications, allowances, leave and leave loading, superannuation, and procedures for consultation,
representation, and dispute settlement. They may also contain terms about industry specific redundancy entitlements.

If you are a manager or a high income employee, the modern award that covers your industry or occupation may not apply to you.
For example, where your employer guarantees in writing that you will earn more than the high income threshold, currently set at
$138,900 per annum and indexed annually, a modern award will not apply, but the National Employment Standards (NES) will.

3 Agreement making

You may be involved in an enterprise bargaining process where your employer, you or your representative (such as a union or
other bargaining representative) negotiate for an enterprise agreement. Once approved by the Fair Work Commission, an
enterprise agreement is enforceable and provides for changes in the terms and conditions of employment that apply at your
workplace.

There are specific rules relating to the enterprise bargaining process. These rules are about negotiation, voting, matters that can
and cannot be included in an enterprise agreement, and how the agreement can be approved by the Fair Work Commission.
You and your employer have the right to be represented by a bargaining representative and must bargain in good faith when

negotiating an enterprise agreement. There are also strict rules for taking industrial action. For information about making, varying,
or terminating enterprise agreements visit the Fair Work Commission website, www.fwc.gov.au.

3 Individual flexibility arrangements

Your modern award or enterprise agreement must include a flexibility term. This term allows you and your employer to agree to an
Individual Flexibility Arrangement (IFA), which varies the effect of certain terms of your modern award or enterprise agreement.
IFAs are designed to meet the needs of both you and your employer. You cannot be forced to make an IFA, however, if you
choose to make an IFA, you must be better off overall. IFAs are to be in writing, and if you are under 18 years of age, your IFA
must also be signed by your parent or guardian.

3 Freedom of association and workplace rights (general protections)

The law not only provides you with rights, it ensures you can enforce them. It is unlawful for your employer to take adverse action
against you because you have a workplace right. Adverse action could include dismissing you, refusing to employ you, negatively
altering your position, or treating you differently for discriminatory reasons. Some of your workplace rights include the right to
freedom of association (including the right to become or not to become a member of a union), and the right to be free from unlawful
discrimination, undue influence and pressure.

If you have experienced adverse action by your employer, you can seek assistance from the Fair Work Ombudsman or the Fair
Work Commission (applications relating to general protections where you have been dismissed must be lodged with the Fair Work
Commission within 21 days).

3 Termination of employment
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Termination of employment can occur for a number of reasons, including redundancy, resignation and dismissal. When your
employment relationship ends, you are entitled to receive any outstanding employment entitiements. This may include outstanding
wages, payment in lieu of notice, payment for accrued annual leave and long service leave, and any applicable redundancy payments.

Your employer should not dismiss you in a manner that iuwfaiohe
dismissal and you may be eligible to make an application to the Fair Work Commission for assistance. It is important to note that
applications must be lodged within 21 days of dismissal. Special provisions apply to small businesses, including the Small Business
Fair Dismissal Code. For further information on this code, please visit www.fairwork.gov.au.

3 Right of entry

Right of entry refers to the rights and obligations of permit holders (generally a union official) to enter work premises. A permit holder
musthave a valid and current entry permit from the Fair Work

intention to enter the premises. Entry may be for discussion purposes, or to investigate suspected contraventions of workplace laws

that affect a member of the permit holderés organi sati oatoror
copy certain documents; however, strict privacy restrictions apply to the permit holder, their organisation, and your employer.

3 The Fair Work Ombudsman and the Fair Work Commission

The Fair Work Ombudsman is an independent statutory agency created under the Fair Work Act 2009, and is responsible for
promoting harmonious, productive and cooperative Australian workplaces. The Fair Work Ombudsman educates employers and
staff about workplace rights and obligations to ensure compliance with workplace laws. Where appropriate, the Fair Work
Ombudsman will commence proceedings against employers, staff, and/or their representatives who breach workplace laws.

If you require further information from the Fair Work Ombudsman, you can contact the Fair Work Infoline on 13 13 94 or visit
www.fairwork.gov.au.

The Fair Work Commission is the national workplace relations tribunal established under the Fair Work Act 2009. The Fair Work
Commission is an independent body with the authority to carry out a range of functions relating to the safety net of minimum wages
and employment conditions, enterprise bargaining, industrial action, dispute resolution, termination of employment, and other
workplace matters. If you require further information, you can visit the Fair Work Commission website, www.fwc.gov.au.

The Fair Work Information Statement is prepared and published by the Fair Work Ombudsman in accordance with section 124 of
the Fair Work Act 2009.
© Copyright Fair Work Ombudsman. Last updated: July 2016.
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49 APPENDLISB:
THE NATIONAL EMPLGEMWTSTANDARDNES

The National Employment Standards (NES) are 10 minimum employment entitlements that are set out in the

Fair Work Act 2009. The NES have to be provided tosthff. The national minimum wage and the NES make

up the minimum entitliements forstaff in Australia. An award, employment contract, or registered agreement
candt provide for conditions that ar eThdl®misimumhan t he
standards are:

I Maximum weekly hours of work38 hours per week, plus reasonala additional hours.

I Requests for flexible working arrangement an entitlement for certainstaff to request flexible
working arrangements

| Parental leave and related entitlement$ up to 12 months unpaid leave per employee, plus a right to
request an addtional 12 months unpaid leave, plus other forms of parental and adoptigrlated

leave.

I Annual leaved four weeks paid leave per year, plus an additional week for certain shift workers.

I Personal/carerds | eav&lOaaysipaid perspnalscsairomrad® | eave, t
unpaid carerf6s | eave as required, and two days
required.

I Community service leavé unpaid leave for voluntary emergency activities and leave for jury service,
with an entitlement to be pad for up to 10 days for jury service.

| Long service leaveéd a transitional entitlement forstaff that comes from an applicable
pre-modernised award, pending the development of a uniform national long service leave standard.
| Public holidaysd a paid day offon a public holiday, except where reasonably requested to work.

| Notice of termination and redundancy pa§ up to fiveweeks of noticeof termination and up to 16
weeksof severance pay on redundancy, both based on length of service.

| Fair Work InformatiorStatementd must be provided by employers to all nestaff, and contains
information about the NES, modern awards, agreememtaking, the right to freedom of association,
termination of employment, individual flexibility arrangements, union rights of entisgnsfer of
business, and the respective roles of the Fair Work Commission and the Fair Work Ombudsman.
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50 APPENDIX: ORGANISATIONAL CHART

SYN staffing structure, effective July 4 2016

Members

Board

General Manager

1
| 1
Education and Traini Membership Experienge ;
Manager Manager Operat|on§ Manager|
(full time) (full time) (ful ltime)
| 1
Schools on Air Internal Training Content Developmen| . .
Coordinator Coordinator - Coordinator Finance Coordinator|
(full time) (0.4) (0.6) (0.3)
I— - National Project . '
Casual Training ! Technical Coordinato
Facilitators = Coordinator L 06)
0.8)
Diversity Programmin|
- (:o)é)rdingtor Il_ Production Services
©.6) Contractors
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51 APPENDIX: SYNDELEGATIONS OF AURHLY

Update JANUARY 2016

This dowment outlines who has authority to approve obligations that SYN enters into. Iltems not covered in
this document must have Board approval. Payments of budgeted operating expenses do not need board
approval (e.g. wages, phone, transmission etc).

Tax invoice must be forwarded to the Accounts Manager for ALL purchases. No transaction will be
undertaken without accompanying paperwork. Expenditure commitment must not be made before
appropriate approval is granted.

In the absence of the General Manager,theantg GM or board president has th
must be notified electronically or in writing if this occurs.

Where the Board is required to approve purchase in accordance with the Delegations of Authority, the
General Manager must provide the Bod with at least one quote from an appropriate provider or supplier of
the good or service. The quote provided to the Board by the General Manager should be the one
representing the best value but need not be the lowest cost.

All cheques drawn from SYN aounts require two signatories, to be appointed by the Board.

Delegation Value of commitment Authority required
Capital purchases Up to $5000 General Manager
Over $5000 Board approval
Tech maintenance supplies Up to $250 IT manager
Over $250 GeneralManager
Petty cash transactions and cash purchases Up to $100 Permanent full time

staff member

Over $100 and upto = General Manager
$500

Credit card Up to $500 petty cash Accounts Manager
replacement

Up to $5000 per General Manager
month

Travel(including travel, meals and accommodation) Up to $2000 per trip | General Manager

Over $2000 per trip Board approval

Expenditure directly tied to grant outcomes within gran All General Manager
budget
Othernon-budgetedexpenses Up to $5,000 GeneralManager
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Delegation

Car travel reimbursement

Disposal, sale or writing off of assets

Writing off bad debt
Creating a new paid, permanent staff position
Advertising/filling a permanent staff vacancy

Hiringtemporary paid staff (budgeted)

Hiring temporary paid staff (nofoudgeted)

Leases, contracts, service agreements or similar of
greater than 3 months duration.

MOUSs, partnership agreements, nemonetary
contracts/agreements of an ongoing nature and/or
third party arrangements that have the potential to
impact on SYN's independence as defined in the
Strategi c @&lucasconterit fied frodh p r
commerci al pressureso) .

Increase to the remuneration of permanent SYN
employees

SYN | Appendix D: SYN Delegations of Authorjty

Value of commitment

Over $5,000

Up to $200 per trip
and not exceeding
$500 per month

Over $200 per trip or
$500 per month.

Fairvalue up to $500
Fair value over $500
All

Any

Any

Any

Any

Up to $5,500 per
annum

Over $5,500 per
annum

All

Other than CPI

Authority required

Board approval

Permanent full time
staff member

General Manager

General Manager
Board approval
Board approval
Board approval
General Manager

Permanent full time
staff member

Board approval

General Manager

Board approval

Board approval

Board approval
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APPENDIX S SYN SAFETWYWCTIONPLAN

SYN

Safety issue | Action required Person Dateof Review date
or hazard responsible | action to be | and
completed | comment
High priority
Manual Chair and office audit: four new chairs, two new M&A Before EOFY | DONE i
Handling & desks and two sets of draws to be bought. Coordinator June 2016
Ergonomics | Remove broken/substandard chairs from the As needed | WW
premises and arrange for their replacement where | ops (monthly
possible. Manager checks)
Review the office areas and implement standards | Ops July
for workstations as recommended in the check Manager
sheet Setting up your workstation (R/Policies
and Procedures/ OH and S)
Ensure that the desktops and areas under the All staff July
desks are as clear as possible so that
employees/students/members can adopt and
maintain good postures when performing
office/computer activities.
Conduct clean-up of downstairs computer lab, Ops Ongoing Mostly
including cabling under the desk Manager complete
downstairs i
Sep 2016
Lw
Identify hazardous manual handling tasks and Ops As needed
implement control measures such as using trolleys | Manager
for transporting goods
Ensure that the manual handling implications for All staff As needed
storage systems are considered e.g. store heavy
and/or often used items between knee and
shoulder height.
Conduct regular tidying activities and ongoing Ops Ongoing
monitoring activities of all areas offices, studios, Manager
and techniciands room e
Conduct annual staff working bee and a smaller Ops July
six-monthly item clean out Manager
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Safety issue | Action required Person Dateof Review date
or hazard responsible | action to be | and
completed | comment
Access tohigh | Ensure there are ladders available for accessing | OpPs Ongoing
shelving & high shelving and doing tasks at heights e.g. Manager
other tasks hanging posters etc., accessing equipment in the
done at height| technical store room/technicians room. The laddel
should be stored devnstairs.
Ensure all staff/students/members are instructed | Ops Ongoing Sign created
that the step ladder must only be used by Manager 25/7/16 LW
permanent staff.
Induction Ensure induction documents and processes General Ongoing
remain up to datewith any relevant changes to thel Manager
OH&S policy, and all of the safety requirements fg Ops
the organisation (e.g. housekeeping, emergencies Manager
security, manual handling, ladder use etc.) are E&T
covered for new employees, students and Manager
members Méship
Manager
Medium
priority
Slips, Trips & |1  Ensure that any gaps in carpets are tapped | All staff Ongoing
Falls down. Led by Ops
I Ensure that electrical leads are notin areas | pmanager
where people could trip over them.
I Ensure that all areas are kept as freas
possible of obstructions such as boxes,
furniture, bags and personal belongings etc.
I Conduct regular tidying and ongoing
monitoring of storage, office areas and
communal areas via workplace inspections.
I SeeWorking Safely in Community Services
(R/Policies and Procedures/OH and Spr
checklists to assist in this process.
Security Ensure that there is good coverage by the RMIT Ops Ongoing
security services and that the procedures for Manager
emergencies are well understood by those who
may require them.
Follow up on recommendations made by RMIT
Security (April 2015)
Change keypad codes every six months for Ops House: S3 Last
entrance to the House and 12 months for Studios Manager 2016 changed
to ensure they are controlled and secure. Studios: S1 | Season 1,
2017 2016
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Safety issue | Action required Person Dateof Review date
or hazard responsible | action to be | and
completed | comment
Change cupboard codes every six months, Ops July and Locks to be
purchase new locks where necessary Manager December purchased
2016 25/7/16 LW
House codes
to be
changed
28/7/16 LW
Locks
replaced,
House codes
changed i
31/8/16 LW
Ensure staff/students/members are made aware of | Internal Ongoing
the duress alarm in the studios. Training
Coordinator
Ensure staff/students/members are made aware of | Internal Ongoing
building security. Training
Coordinator
Electrical Ensure all electrical equipment is inspected, tested | Ops August 2016 | In process,
and tagged as required by AS 3760 1 2000. Manager 90%
See Equipment Testing & Inspection Schedule complete
(R/Policies and Procedures/OH and S) 27/9/2016 -
LW
Contractor Ensure all technical contractors meet OHS General Ongoing Confirmation
Management | requirements (e.g. job safety analysis (JSA), Manager from Agile
insurance etc.) relevant to the risks associated Ops Brogdcast
with the equipment they are using and the tasks | Manager received
they are undertaking. 11/5/2012
First Aid Undertake an assessment of the first aid Ops Ongoing
requirements for the organisation that covers the | Manager

various premises and activities.
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Safety issue | Action required Person Dateof Review date
or hazard responsible | action to be | and
completed | comment
Ensure that if first aiders are required, they are Ops Ongoing
trained and that first aid kits are readily available Manager
and well stocked. July Tess & Lana
General Manager and M&A Coordinator to Ops First Aid
investigate whether First Aid Refresher courses Manager Trained i
are required. September
2016
August
Membership Experience Manager to complete first Moship Pip First Aid
aid training Trained 1
Manager
September
2016
Conduct audit of First Aid Kits Ops Monthly
See First aid in the workplace and First Aid for | Manager
low risk micro businesses (R/Policies and
Procedures/OH and S)
Membership Experience Manager to receive fire General August
warden training Manager
Low priority
Register of Encourage employees and volunteers to report All staff Ongoing Staff
Injuries and record workplace injuries in the Register of Refresher
Injuries so incidences can be investigated and provided July
followed up as required. 2016 LW
Stress Encourage employees to report their concerns All staff Ongoing

about factors that could lead to workplace stress.
See Preventing Workplace Stress (R/Policies

and Procedures/OH and S) for further information
on how to identify and address workplace stress.
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53 APPENDIX F: AWARDS

SYN, staff are not covered by an award or registered agreement. The Fair Work Ombudsman classifies these
types of staff as award and agreement free. As a result, the entitlements of SYN staff come from their
employment agreement andhe Act, including the National Employment Standards. However, the following
awards may act a s a guide to SYN management and are included here for reference.

I Broadcasting and Recorded Entertainment Award 2010

@j

Broadcasting and
Recorded Entertainn

I Social, Community, Home Care and Disability Services Industry Award 2010

@

SCHADS: Social,
Community, Home Ce
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54 APPENDIX G: SYN CODIEETHICS AND CONENT IALITY
AGREEMENT

(see in conjunction with the Ethics Policy)
The full SYN Code of Ethics must be signed by:

I All members of the Board of Management,
| paid staff and volunteers involved with SYN.

54.1 CODE OF ETHICS AND CONFIDENTIALITY AGREEMENT

All members of the Board of Management, paid workers and volunteers involved with SYN have the following
responsibilities ard obligations:

1. To demonstrate their commitment to the philosophyoliciesand aims of SYN;

2. To be accountable to the SYN membershias well as to the wider community, taxpayers, and any
funding bodies- for their work with SYN;

3. To act as enal#rs (not rescuers) and to draw on their own personal qualities and life experiences;

4. To respect and uphold the rights (in particular, the confidentiality) of SYN members as well as their own
colleagues;

5. To advocate for SYN as well as their own orgsations when necessary with other individuals, agencies
and organisations in a manner consistent with SYN policy and practice.

Collectively, the above responsibilities and obligations embody the Code of Ethics that underpins the service
provision of SYN.

As a committee member / paid worker / volunteefdelete where inapplicableith SYN,| agree to abide by
the above Code of Ethics.

| further agree that all information of a personal or confidential nature which may come to my attention

during my work wit SYN will only be discussed with or disclosed to appropriate colleagues/ members SYN or
members of affiliates or professions as determined
membership/practice guidelines- within the confines of official meetingsprofessional supervision or

training sessions (unless it affects the immediate safety of an individual, or should a court of law order any of

it to be disclosed); and that, in addition, all such information will remain confidential following subsequent
termination of my work in any capacity with SYN.

Signature: Date:
Full Name:
Address:
PostCode
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