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Background (if applicable) 
 
Not Applicable. 
 
  
Purpose  
 
To clearly define the procedure for the recruitment and selection of Council staff. 
 
 
Scope 
 
The Policy covers the recruitment of all Council staff.  
 
 
Definitions (if applicable) 
 
Not Applicable. 
 

 

 
Recruitment & Selection Policy 
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1.0 INTRODUCTION 
 
Council invests significant effort and resources equipping its employees to face the challenges 
of providing quality services and effective local government to the Southern Downs.  Therefore, 
we recognise that making the right recruitment and selection decisions, is the first step in 
ensuring we get and keep the best possible employees to meet those challenges. 
 
These guidelines are designed to assist Council in approaching the recruitment and selection 
process in a fair and equitable manner and to ensure that the Council is perceived by its 
community as a fair and equitable employer.  The guidelines are intended to ensure compliance 
with Awards and relevant legislation and in doing so, generate consistency across all 
Departments of Council. 
 
These guidelines are appropriate for use in recruitment and selection decisions pertaining to 
permanent, temporary and casual appointments. 
 
 
 



Page 5 of 21 

2.0 FLOWCHART – RECRUITMENT AND SELECTION PROCESS  
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3.0 MERIT 
 
Merit means that the best qualified person in terms of skills, knowledge, qualifications and 
relevant experience necessary to do the job is chosen.  All recruitment and selection, promotion 
and transfer, training and development decisions will be based on merit. 
 
 
4.0 EQUAL EMPLOYMENT OPPORTUNITY 
 
Selection panels shall ensure that all components of the selection process conform with 
relevant legislative requirements, for example: 
 

• Racial Discrimination Act 1975 (Cth), which prohibits discrimination on the basis of race, 
colour, descent, or national or ethnic origin. 

 
• Sex Discrimination Act 1984 (Cth), which prohibits discrimination on the grounds of a 

person’s sex, marital status, pregnancy or potential pregnancy. 
 

• Anti Discrimination Act 1991 (Cth), which prohibits both direct and indirect discrimination 
on the basis of sex, relationship status, pregnancy, parental status, breast feeding, age, 
race, impairment, religion, political belief or activity, trade union activity, lawful sexual 
activity, gender identity, sexuality, family responsibilities, association with, or relation to, 
a person identified on the basis of any of the above attributes. 

 
 
5.0 POSITION DESCRIPTION 
 
A position description is to be drafted and periodically reviewed for each position held by a 
Council employee.  When a vacancy exists, prior to it being filled, the position description shall 
be reviewed by the relevant Director, the immediate supervising officer and the last incumbent 
where practicable, in consultation with the Human Resources Department. 
 
Consideration shall also be given as to the continuing justification for the position or the need 
for modification in order to achieve the Department’s and Council’s goals and objectives as 
outlined in the corporate plan. 
 
The position description shall be in a format consistent with those utilised throughout Council 
and shall include details of skills, knowledge, experience and training necessary and used in the 
position. 
 
The position description shall also outline the key responsibilities of the position, the extent of 
authority and any predetermined performance indicators (see Appendix 1).  Where possible, 
terms used in the position descriptions should be consistent with terminology used in the 
relevant award. 
 
 
6.0 SELECTION CRITERIA 
 
The selection criteria shall be prepared by the relevant Director in consultation with the Human 
Resources Department and in accordance with the overall skills, knowledge and experience 
deemed essential and/or desirable by the Chief Executive Officer.  The selection criteria shall 
be based on the position description.  
 



Page 7 of 21 

 
7.0 ADVERTISING INTERNALLY 
 
Advertisements shall be drafted by the Human Resources Department following authorisation 
from the Chief Executive Officer or Director. 
 
Approvals to recruit State Award positions and Federal Award positions below level 6 are 
authorised by the relevant Director. The Chief Executive Officer authorises all other approvals 
to recruit.  
 
In support of award provisions, wherever practicable, all vacant positions shall be advertised 
internally prior to an advertisement being placed externally.  Internal applications shall be 
reviewed and where they are deemed not to satisfy the selection criteria, an advertisement may 
be placed externally.  Where there is reason to believe that essential skills, knowledge and 
experience are not present within Council and where essentially there is a need to fill the 
position quickly, the position may be advertised internally and externally simultaneously. 
 
Internal applicants include permanent, temporary (excluding trainees) and casual employees of 
Council.  Persons undertaking a traineeship position shall be considered if they have completed 
at least ¾ of the competencies required.  Persons working for Council under vocational 
schemes, work experience, job skills, correctional service placements or any similar 
arrangements shall be considered external applicants.   
 
Internal advertisements shall be placed in the ‘Positions Vacant’ column of the staff newsletter 
and on notice boards at Council’s major workplaces.  Applications will close no earlier than 
seven days from the date of the staff newsletter. 
 
 
8.0 ADVERTISING EXTERNALLY 
 
Advertisements shall be drafted and placed by the Human Resources Department following 
authorisation from the Chief Executive Officer or Director. 
 
Approvals to recruit State Award positions and Federal Award positions below level 6 are 
authorised by the relevant Director. The Chief Executive Officer authorises all other approvals 
to recruit.  
 
All advertisements shall be placed in the local newspaper.  Senior, middle level or specialist 
positions shall be advertised in the Courier Mail and may also be placed in the Australia and/or 
the Local Government Job Directory. 
 
Where internal applications are received in response to an external advertisement, these shall 
be considered equally with external applications for the position. 
 
 
9.0        TEMPORARY STAFF 
 
Temporary appointments are to be made where there is a short term need for duties to be 
performed for a specific period.   
 
Temporary appointments will generally be for up to 6 months.  Temporary appointments will not 
extend beyond 12 months.  Extensions of temporary appointments for State Award employees 
and Federal Award employees below level 6 must be authorised by the relevant Director. The 
Chief Executive Officer authorises extensions of temporary appointments of Federal Award staff 
at level 6 or above. 
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Where a temporary position becomes permanently available, the temporary incumbent can be 
permanently appointed to the position, provided they have; 
  

• acted in the role for at least six months and  
• their work performance is satisfactory as determined by the relevant supervisor and 

Director. 
 
Appointments in excess of 12 months are not temporary, and will require a review of employee 
budget numbers to determine the need for ongoing permanent employment. 
 
When recruiting for temporary staff, Council can elect to recruit from staff, who are no longer 
employed by Council and have worked in similar positions within Council over the past twenty-
four (24) months or from unsolicited applications received by Council. 
 
Reference checks will still need to be completed for staff, who have worked for Council over the 
past twenty-four (24) months, preferably with internal staff that the individual has previously 
worked with / for. 
 
A new pre-employment medical and hearing test (if applicable) will need to be completed if the 
recruit has not worked for the Council within the past 12 month period. 
 
 
10.0 APPLICANTS’ CONTACT WITH COUNCIL 
 
Internal and external advertisements shall include contact details for the following purposes: 
 

• Position description, selection criteria and Southern Downs Regional Council  
information are available from Council’s administration buildings in Fitzroy Street, 
Warwick and Marsh Street, Stanthorpe and on Council’s website 
(www.southerndowns@qld.gov.au).  Internal applicants may collect these personally. 

 
Requests for specific position information shall be referred to the senior officer of the 
relevant Department.  This is intended to relieve Department staff from the calls 
generated by the recruitment process and enable the effectiveness of the advertisement 
to be gauged. 

 
• Written applications, addressing the selection criteria, will be received by the Chief 

Executive Officer, Southern Downs Regional Council, P O Box 26, Warwick Qld 4370 or 
by email to employment@southerndowns.qld.gov.au up until the stated closing date.   

 
 
11.0 SELECTION PANEL  
 
Normally, a selection panel shall comprise of three people: two relevant senior officers (of which 
one may be a Director or the Chief Executive Officer) and member of the Human Resources 
Department.  For selection of a Director or another senior position, the Chief Executive Officer 
shall be the chairperson of the panel.  For selection of the Chief Executive Officer or a Director, 
Councillors shall also elect representation on the panel.  Where the Chief Executive Officer is 
not a member of the panel, members may elect a chairperson and shall coordinate the selection 
process in such a way to ensure it is completed as soon as possible after the closing date for 
applications. 
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12.0 SHORT LISTING 
 
Applicants shall be assessed against the position description and selection criteria by the 
Selection Panel.  The officers shall compare their respective lists and finalise a shortlist.  Where 
only one applicant meets the selection criteria, that applicant must complete the selection 
process in order for their suitability to be assessed. 
 
 
13.0 EMPLOYMENT INTERVIEW 
 
The interview is a two way process aimed at extracting as much information about the applicant 
as possible as well as providing the applicant with realistic expectations of the position and 
Council. 
 
The selection panel shall meet to predetermine a plan of the structure of interviews and method 
for rating applicants’ responses.  Although the structure of the interview should be the same for 
all applicants, the selection panel may pursue further questioning with an applicant on relevant 
issues. 
 
Tests can be utilised to gather and verify information about the capabilities of applicants to meet 
the selection criteria.  Tests used in the selection process must be valid, reliable, fair and 
equitable and directly related to the selection criteria. 
 
The surroundings should be comfortable, private, quiet, there should be no interruptions and no 
physical barriers between the panel and the applicant. 
 
It is appropriate to discuss salary and conditions during the interview, however, no promises 
should be made to the applicant prior to the issue of an offer of appointment letter by the Chief 
Executive Officer. 
 
The Chief Executive Officer is authorised, under the Policy, to grant over award salaries and/or 
conditions where necessary to attract and secure the most suitable applicant. 
 
During the interview, the applicant’s permission shall be requested for: 
 

• assessment by a medical practitioner as part of the selection process, at Council’s 
expense, arrangements for which can be made by the Human Resources Department.  
This assessment will include a pre-employment medical, together with a hearing test 
(applicable only to positions where noise is an issue).  This will be necessary for the 
external applicants and for internal applicants who are applying for positions exposing 
them to significantly different conditions (see Appendix 2).  No offer of employment will 
be made until the applicant has been assessed by a Medical Practitioner. 

 
• a check of referees by any one of the panel members. 

 
• a criminal history check where applicable. 

 
At the conclusion of the employment interview, the applicant shall be advised of the expected 
time before a decision is made and the manner in which he or she shall be advised. 
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14.0 REFEREE CHECKS 
 
Referee checks shall be used in arriving at the recommendation and be undertaken in relation 
to the shortlisted or the selected applicant.  Relevant information shall be obtained from 
referees with first hand knowledge of the performance relevant to the selection criteria, 
preferably supervisors. 
 
The role of referees is to provide objective and honest feedback about applicant’s performance 
related to the selection criteria.  Referees should not act as advocates for applicants.   
 
 
15.0 REIMBURSEMENT OF INTERVIEWING EXPENSES 
 
Where recruitment has been targeted outside of the south-east Queensland area, Council shall 
reimburse applicants for reasonable travel and/or accommodation expenses incurred in the 
interviewing process, as authorised by the Chief Executive Officer prior to the scheduling of the 
interview. 
 
 
16.0 RECOMMENDATION FOR APPOINTMENT 
 
The applicant who most closely meets the selection criteria should be given first option of 
appointment.  Following the selection process, if an internal and external applicant equally meet 
the selection criteria, the internal applicant is selected in preference to the external candidate.  
 
If the panel feel that the selection criteria has not been adequately met, they may conduct 
second interviews or recommend to the Director or Chief Executive Officer that the position be 
readvertised. 
 
If a selection panel is unable to reach a decision unanimously, the panel member in 
disagreement may elect to prepare a memorandum for the Director or Chief Executive Officer 
which documents the areas of disagreement. 
 
A recommendation for appointment memorandum shall be prepared for the Director or Chief 
Executive Officer.  Such a recommendation shall be based on an integration of the information 
gathered and verified throughout the selection process. The Chief Executive Officer may 
request a meeting with the selection panel to discuss the recommendation. 
 (see Appendix 3).  
 
Recommendations for appointment for State Award positions and Federal Award positions 
below level 6 are approved by the relevant Director. The Chief Executive Officer authorises all 
other offers of appointment.  
 
For appointment of the Chief Executive Officer or a Director, a recommendation for appointment 
shall be prepared for the General Council meeting.  Council may authorise the offer of 
appointment or request a meeting with the selection panel to discuss the recommendation. 
 
 
17.0 NOTIFICATION TO APPLICANTS 
 
The Human Resources Department shall draft an offer of appointment letter for signing by the 
Chief Executive Officer then hand deliver or post it to the successful applicant.  The offer of 
appointment letter shall include the salary and conditions offered and the term of appointment 
and probation.  Until finalisation of a new Industrial Agreement, salary and conditions for 
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positions within the Northern area of Council (formerly Warwick Shire Council) shall be as per 
the Warwick Shire Council Enterprise Certified Agreement and positions within the Southern 
area of Council (formerly Stanthorpe Shire Council) shall be in accordance with the Stanthorpe 
Shire Council Enterprise Agreement. 
 
Signing by the successful application of the letter of acceptance (see Appendix 4) enclosed 
within a specified time period will be considered acceptance. 
 
The Human Resources Department shall draft letters to each of the unsuccessful applicants 
advising them of the selection decision and post them expeditiously. 
 
The selection panel members shall provide feedback to any applicants on request following 
approval of the appointment. 
 
 
18.0 PROBATION PERIOD 
 
Permanent Staff 
All permanent appointments are subject to a three month probation period, during which time 
on-the-job training shall be provided to assist the incumbent to grow into the position.  The 
relevant senior officer shall provide regular formal and informal feedback to the employee of 
their performance.  At the expiration of three months, the duties of the position shall be 
reviewed and the employee’s permanency confirmed if their performance has been satisfactory.  
Should matters concerning the employees work with Council occur during the three month 
probation period, the probationary period can be extended by notification, to a maximum of 6 
months from the commencement date of employment.  If during the probation period there has 
been three or more instances of formal counselling for poor performance, the senior officer shall 
contact the Human Resources Manager for guidance on correct dismissal procedures. 
 
Trainees or Temporary Staff  
All trainee or temporary appointments are subject to successful completion of a one month 
probationary period, during which time on-the-job training shall be provided to assist the 
incumbent to grow into the position.  The relevant senior officer shall provide regular formal and 
informal feedback to the employee of their performance.   Should matters concerning the 
employee’s work with Council occur during the first month of employment, the probationary 
period can be extended by notification. 
 
 
19.0 REIMBURSEMENT OF RELOCATION EXPENSES 
 
The Chief Executive Officer has, at his discretion, the capacity to offer up to $1,500 in relocation 
expenses for a new employee. However, employees appointed to the Senior Executive are 
entitled to relocation expenses of up to $2,500 with the Chief Executive Officer’s approval. 
 
50% of the reimbursement expenses is paid after successful completion of the probationary 
period. 
 
The second 50% is reimbursed after 12 months satisfactory service. 
 
The new employee will be required, prior to any reimbursement of expenses, to lodge a 
deduction authority authorising a deduction from accrued wages of 100% of reimbursement 
expenses, should the employee voluntarily terminate their employment prior to the completion 
of two years service. 
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20.0 WORK EXPERIENCE/VOCATIONAL PLACEMENT 
 
The Human Resources Department shall determine in consultation with Directors and Chief 
Executive Officer, the training opportunities available within Council.  Such training opportunities 
shall be offered to educational institutions and other organisations at the discretion of the Chief 
Executive Officer.  People engaged at Council under these arrangements shall receive 
induction training and be made aware of relevant Council policies and procedures. 
 
 
21.0 CODE OF CONDUCT 
 
New employees shall be made aware of their obligations to comply with Council’s Code of 
Conduct as developed and revised from time to time. 
 
 
22.0 GRIEVANCES AND APPEALS 
 
Any applicant who feels that the recruitment and selection policy detailed herein has not been 
correctly followed may submit a written appeal to the Chief Executive Officer within seven (7) 
days of the notification to unsuccessful applications.  The Chief Executive Officer shall give full 
consideration to the appeal and reply expeditiously to the appellant in writing. 
 
This does not negate other avenues of appeal available externally to Council. 
 
23.0 EXIT INTERVIEWS 
 
Any officer who retires or resigns from duties with the Council may request or be requested to 
attend a confidential exit interview with the Human Resources Manager, Director or Chief 
Executive Officer.  A confidential standard questionnaire shall be completed during the interview 
(see Appendix 5). 
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POSITION DESCRIPTION 

APPENDIX 1 
 

 
 
 
 
 
POSITION TITLE: # 
 
DEPARTMENT: # 
 
AWARD: # 
 
AWARD CLASSIFICATION: # 
 
STREAM: # 
 
PLACE OF EMPLOYMENT:  # 
 
HOURS OF DUTY/ROSTER: # 

 
 
 
 
 
# 
 
 
 
 
Internal  
•  
 
External 
•  
 
 
 
 
Skills 
•   
 
Knowledge 
•   
 
Experience/Qualifications 
•  
 

POSITION OBJECTIVE  

POSITION REQUIREMENTS 

ORGANISATIONAL RELATIONSHIPS 
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Training 
• On the job training is to be provided to ensure that the position holder maintains a 

satisfactory knowledge and skill base. 
• The position holder will be encouraged to attend workshops and seminars relevant to the 

position so as to ensure ongoing professional development. 
 
 
 
 
The key responsibilities may be modified from time to time to ensure the expected outcomes 
are coordinated with Council’s operational and corporate plans.  Without limiting the above, the 
key responsibilities shall include: 
 
•  
 
 
 
# 
 
 
 
 
Accountability 
• Accountable to the ###. 
 
Performance Standards 
• Tasks allocated to the position shall be performed to agreed standards and in accordance 

with established procedural guidelines.  Performance indicators shall be those as agreed 
with the ###, recognising those standards as outlined in Council’s Corporate Plan and 
supporting Operational Plans. 

• Work is carried out in accordance with accepted Industry standards, Quality Assurance 
standards, compliance with Workplace Health and Safety Act and other legislative 
requirements or standards which may be appropriate and including Council policies, 
procedures and local laws. 

• Allocated tasks and reporting requirements are consistently completed within the agreed 
time frames. 

• Actively participates in planning and recommending possible ways in which allocated tasks 
and responsibilities can be carried out more effectively and efficiently. 

• Demonstrate a spirit of cooperation toward other employees and the achievement of 
Council’s aims and objectives 

 
 
 
 

Essential 
 
SC1 
    

Desirable 
 
SC2 
  
  
   

KEY RESPONSIBILITIES 

EXTENT OF AUTHORITY 

PERFORMANCE/SKILL STANDARDS 

SELECTION CRITERIA 
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 APPENDIX 2 

 
 
 

To the Medical Practitioner 
 
As part of the selection process for a position with the Southern Downs Regional Council, the 
applicant has been requested to undergo a medical examination. 
 
Please confirm the suitability of the following person to perform duties in accordance with the 
attached information. If there can be modifications made to the workplace or position to enable 
the person to perform the duties, or if there are some limitations to their ability to perform the 
duties, please indicate these also. 
 
Applicant’s Name:........................................................................................…….. 
 
Applicant’s Address:................................................................................……….. 
 
.............................................................................................................................. 
 
Position Applied for with Council: ……………………………………………………. 
 
 
Hearing Test Results:  
.............................................................................................................................. 
 
.............................................................................................................................. 
 
Modifications To The Position/Workplace Required:..................…………………. 
 
.............................................................................................................................. 
 
.............................................................................................................................. 
 
 
Limitations Of The Applicant’s Ability:...............................................…………….. 
 
.............................................................................................................................. 
 
.............................................................................................................................. 
 
.............................................................................................................................. 
 
With due regard to the above limitations/modifications, I advise that the applicant   
is / is not  fit to be employed in the above position.  
(Please Circle One Only) 

SIGNED  ..................................................... 
 

  (Doctor …………….................................) 
 

DATED  ......................................................
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APPENDIX 3 
 

PRIVATE AND CONFIDENTIAL 
RECOMMENDATION FOR SELECTION 

 
To:  Chief Executive Officer 
 
From:  xxx 
  xxx 
  xxx 
 
Re:   xxx 
 
This position was advertised internally in the Staff Newsletter and externally in the xxx on xxx.  
xxx applications were received. 
 
Recommendation 
 
To offer the position at xxx Level to   xxx 
 
This recommendation is based on:- 
 
1. Selection Criteria 
 
Applicants were short-listed based on how closely their applications indicated they met the 
position description position requirements.  This short listing was conducted by xxx, yyy & zzz. 
 
2. Interviews 
 
xxx applicants were invited to interview on xxx.   The applicants were xxxx, yyyyy, zzzz.  
 
The interviewees were each assessed on the following criteria; 
 
General applicable skills 
and experience 
 

For example - Customer 
Service focus 
 

For example - Problem 
Solving 
 
 

For example - Planning 
and Organising 
 

For example - WH&S  For example  - PC 
Applications Experience 
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Panel – XXX . 
 
The interview team considered the candidates to be ranking in the following order (if possible); 
 
 1. xxx 
 2. yyy 
 3. zzz 
 
Details of any applications withdrawn from consideration following interviews….. 
 
Paragraph or so about xxx’s relevant experience and also motivations for interest in the 
position.  Keep in mind the CEO probably has never met them before……. 
 
Confirm that the application meets the criteria sought.  Are there any identified areas of 
development or training that will be needed for this person? 
 
XXX’s referees said; 
 

• … 
• … 
• … 
• … 

 
 
Signed: 
 
Interview Panel  .................................................Date ......................................... 
 
    .................................................Date ......................................... 
 
    .................................................Date ......................................... 
 
Approved 
 
Director xxx    .................................................Date .......................................... 
 
Chief Executive Officer .................................................Date .......................................... 
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APPENDIX 4 
 
 
Chief Executive Officer 
Southern Downs Regional Council 
Post Office Box 26 
WARWICK  QLD   4370 
 
 

ACCEPTANCE OF OFFER OF EMPLOYMENT 
Position Title xxx 

 
I have received the offer of employment to the position of xxx commencing on xx, within the xx 
Department. 
-oOo- 
I have received the offer of redeployment to the position of xx, commencing on xx within the xx 
Department. 
-oOo- 
I have received the offer of temporary employment to the position of xx Trainee commencing in 
the week starting Monday xx for the period of one year, for the purpose of completing an xx 
Traineeship. 
            
 
I understand the conditions, as outlined in the letter of offer dated xx, under which this position 
has been offered to me.  I accept the offer of employment. 
-oOo- 
I understand the conditions, as outlined in the letter of offer dated xx, under which this position 
has been offered to me.  I accept the offer of temporary employment. 
-oOo- 
I understand the conditions detailed in the letter of offer dated xx, and accept the redeployment 
to this position. 
            
 
Name  .................................................................................. 
 
Address .................................................................................. 
 .................................................................................. 
 .................................................................................. 
 
 
Signature .................................................................................. 
 
Date .................................................................................. 
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Confidential Exit Interview Questionnaire 

 
APPENDIX 5 

 
 
 

 
 
 
The purpose of this questionnaire is to determine why an employee has left Council.  Answers to the 
following questions may help us in our efforts to deliver effective human resource policies and programs 
and to identify opportunities for improvement. Your time in completing the questionnaire honestly is very 
much appreciated. 
 
Name:      Commencement Date: 
 
Position:     Resignation Date: 
 
 
Please indicate the reasons you are leaving Southern Downs Regional Council. 
 

Another Job Career Change 

Person Reasons Health Reasons 

Redundancy Retirement 

Further Education Relocation 

Other (please specify) 
 

 

 
If applicable, how does your new job compare to your present job with regard to: (Please tick) 
  

               My new job is: 
 Higher/Better Similar Lower/ 

Worse 
Advancement/career opportunities    

Salary     

Non-salary Benefits    

Working Conditions    

Equipment & Resources    

Training and development 
opportunities 

   

Other 
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What were some of the good features of your position with Council? 
 

 

 

 
 
What were some of the less favourable features of your position with Council? 
 

 

 

 
 
 Do you perceive any problems in the Council’s structure which relate to: 
 
(a) your position and how it interrelates with other positions/sections? 
 
(b) other positions/functions? 
 

 

 

 
 
 
Do you believe that your position description accurately reflected your position with Council? 
If not what alterations would you suggest in relation to your position description? 
 

 

 

 
 
Do you believe that you were recognised for your work performance and achievements? 
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Overall, how would you say your satisfaction with your position at Council rated? (Please tick) 
   

LOW  MEDIUM  HIGH 
     

 
 
If you indicated a rating of medium or less, what do you think would have increased your 
satisfaction? 
 

 

 

 
 
What was the main factor in your decision to leave Council? 
 

 

 

 
 
 
Signature:       
 
Date: 
 
 
 
Thank you for your time in providing these useful comments.   
We wish you all the best in your future endeavours. 
 
 
 
 

**Please return this form to the Manager Human Resources** 
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Policy Category: Workplace Health and Safety 
Policy Number: 3 
Date Adopted: 21 April 2008 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s:  

Responsible Officer: Manager Human Resources & Organisational 

Development 
 
 
Background (if applicable) 
 
Not Applicable 
 
  
Purpose  
 
Southern Downs Regional Council is committed to providing a safe and healthy working 
environment for our employees, contractors and visitors including volunteers, work experience 
students, trainees and the public. 
 
 
Scope 
 
The following Policy is the Southern Downs Regional Council commitment to the challenge of 
maintaining effective workplace health and safety standards. 
 
 
Definitions (if applicable) 
 
Not applicable 
 

 

 
Workplace Health & Safety Policy 
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Policy Content 
 
Creating and maintaining this environment is a major part of our overall responsibilities and all 
employees with management or supervisory responsibilities are accountable for the health and 
safety of employees, contractors and all visitors in their respective work areas.  Our primary 
WHS objective is to eliminate or reduce risk by maintaining proactive risk management 
strategies.  Council will maintain the environment by providing relevant training in safety matters 
and by promoting a high level of safety consciousness amongst employees. 
 
In order to sustain this objective, the Council will make every reasonable effort in the areas of 
accident prevention, hazard/risk identification and control, injury management, health 
preservation and promotion and training with reference to the requirements of the current 
Workplace Health and Safety Legislation.  These aspects of working conditions will be given 
priority when Council considers plans, procedures, programs and job interaction. 
 
Expectations are placed on all employees, contractors and visitors to our workplaces to follow 
safe work practices as prescribed under Legislation and in our Policies and safe work 
procedures, and that they make every reasonable effort to reduce the risk of injury to 
themselves and others. 
 
Council will foster cooperation and consultation between management and all employee levels 
in the formulation and implementation of all aspects of workplace health and safety.  
 
The Council will actively pursue the areas of: 
 

• Monitoring, reviewing and improving the health and safety program. 
• Holding regular meetings of the health and safety committee to discuss relevant 

concerns. 
• Taking effective action to provide and maintain safe and healthy work conditions for all 

employees. 
• Assisting all supervisory staff in maintaining safe working conditions that fall under their 

control. 
• Encouraging all employees to recognise their responsibility to work safely and in 

accordance with Council’s safety procedures and requirements. 
 

Council seeks the cooperation of all employees, contractors and visitors in upholding a high 
standard of accident prevention and believes that with this cooperation everyone will benefit 
from a safer work environment.  
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Policy Category: Workplace Health and Safety 
Policy Number: 4 
Date Adopted: 21 April 2008 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s:  

Responsible Officer: Manager Human Resources & Organisational Development 

 
 
Background (if applicable) 
 
Not Applicable. 
 
  
Purpose  
 
This document provides guidelines and expectations for the Southern Downs Regional Council 
(SDRC) employees, contractors and site visitors about using Personal Protective Equipment 
(PPE) and Clothing.  The wearing of such equipment and clothing is required to minimise 
exposure to risks associated with workplace hazards.   
 
 
Scope 
 
The Policy covers all Southern Downs Regional Council (SDRC) employees, contractors and 
site visitors. 
 
 
Definitions (if applicable) 
 
Not Applicable. 
 
 
Policy Content 
 
 

PPE should NOT be relied on as the primary means of risk control. 
 
The WHS Act 1995 defines PPE as any clothing, equipment and substances designed to 

a) be worn by a person and 
b) protect the person from risks of injury or illness. 

 

 
Personal Protective Equipment Policy 
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SDRC will supply all necessary PPE for Council employees and will ensure such equipment 
provides adequate protection.  Safety boots are not part of the safety clothing /equipment 
issue, however, the cost will be partly subsidised according to the reimbursement 
guidelines. 
 
All SDRC workers, contractors and site visitors will receive adequate instruction on the correct 
use of PPE as necessary.  Where necessary, suitable instructional signs will be located.  
 
Persons in Control of Council Workplaces are responsible to instruct SDRC employees, 
contractors and site visitors under their control, on the correct use of PPE and to ensure that 
they comply with this instruction.  
 
Employees, Contractors and Site Visitors are required to wear the necessary PPE and 
clothing and to comply with safety instructions as given by the person in control of the 
workplace. 
 
The following information outlines where it is necessary to wear specific PPE and clothing.  This 
applies to Contractors and site visitors as well. 
 
Clothing 

• Everyone on a Council worksite must wear the approved Council shirt or a safety vest.   
 
Safety Boots 

• Steel cap safety boots must be worn on all Council worksites. 
 
Broad Brim Hats - (ie. The brim of the hat must be at least 5cm wide) 

• It is compulsory for broad brimmed hats to be worn by outdoor Council staff all year, 
apart from during adverse windy or wet weather conditions. 

 
Hard Hats. 

• Hard hats must be worn when working below ground level, near backhoes, excavators, 
loaders and cranes and in all work conditions where there is a chance of head injury.   

 
Eye Protection 

• Eye protection must be worn where there is a chance of an eye injury.  Workers in the 
near vicinity must also wear suitable eye protection. 

 
Breathing Protection 

• Dust masks or suitable breathing equipment must be worn if the work environment is 
contaminated by dust or other hazardous airborne particles. 

 
Hearing Protection 

• Suitable hearing protection must be worn where the noise levels exceed 85dB(A) or 
140dB(C).  
(refer to Noise Policy) 

 
Hand protection 

• Protective gloves must be worn when using tools, equipment, materials or substances 
that can cause hand damage. 

 
Care and replacement of PPE and clothing.  Issue and replacement is from Council Depot 
stores. 
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It is the responsibility of the individual to: 
• Maintain the issued PPE and clothing in good order.  
• Report any faulty PPE and clothing to Supervisor. 
• Arrange necessary replacement of PPE and clothing.  

 
Non-compliance 

 
Failure to wear the appropriate PPE and Clothing will result in the employee being removed 
from the worksite without pay until such time as compliance with the requirements is achieved.  
Repeated breaches of this provision will result in action being taken against the employee in 
accordance with the Council disciplinary procedures. 
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Policy Category: Workplace Health and Safety 
Policy Number: 7 
Date Adopted: 26 May 2008 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: Workplace Health and Safety Act & Regulations 1995 

 Safety Management System 
Responsible Officer: Manager Human Resources & Organisational 

Development 
 
 
Background  
 
Council has obligations under the Workplace Health and Safety Act to provide a safe working 
environment and to protect the health and safety of all employees and visitors while at the 
workplace. 
 
Employees also have an obligation requiring them to ensure that their work practice does not 
have an adverse effect on their own safety or the safety of others. 
 
Skin cancer and incidents of melanomas continue to be a major public health problem in 
Australia.  Skin cancer is, however, easily preventable.  It is the aim of this policy to introduce 
measures to reduce the risk of skin cancers from work related sun exposure. 
  
Purpose  
 
To ensure that all employees who work outdoors are aware of the dangers associated with 
overexposure to the sun and that suitable Personal Protective Equipment (PPE) and Clothing 
are worn. 
 
Scope 
 
This Policy applies to all Southern Downs Regional Council employees. 
 
Policy Content 
 
Employees will be issued PPE and suitable clothing to reduce exposure to sunlight and 
minimise direct exposure effects. 
 
 

 

 
Sun Protection Policy 
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Personal Protective Equipment includes; 
 
• Shirts - All employees will be issued with long sleeve UV protective shirts.  
• Hats - Each outdoor worker will be issued with a broad brimmed hat, the brim of the hat must 

be at least 5cm wide. The hat will be replaced on a fair wear and tear basis. 
• Clip on brims and neck protectors are available for hard hats. 
• Sunscreen - Council will provide appropriate sunscreen to all outdoor employees. It is 

expected to be used and reapplied regularly throughout the day. 
• Eye protection - Wrap around UV protective safety spectacles are available for outdoor 

workers. 
 
All of these items are to be worn in accordance with Council’s PPE policy and procedure.   
The items are available from depot stores and can be obtained by requisition.  Replacement is 
on a fair wear and tear basis and by the presentation of the worn item. 
 
It is a condition of employment that the Personal Protective Clothing issued shall be worn as 
required during all daylight work hours including weekends and overtime. 
The issued equipment and clothing remain the property of the Southern Downs Regional 
Council. Equipment and clothing must not be purposely damaged or misused in any way. 
 
All employees that work in the sun will receive education on sun protection and be encouraged 
to take all precautions against injuries from the sun. Education programs that increase the level 
of skin cancer awareness, the identification of skin cancers, the need for regular self 
examination, and preventative measures through the use of PPE and Clothing, will be provided 
to employees. 
 
Failure to wear the appropriate PPE and Clothing will result in the employee being removed 
from the worksite without pay until such time as compliance with the requirements is achieved.  
Repeated breaches of this provision will result in action being taken against the employee in 
accordance with the Council disciplinary procedures. 
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Policy Category: Workplace Health and Safety 
Policy Number: 8 
Date Adopted: 26 May 2008 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: Workplace Health and Safety Act & Regulations 1995  

 Safety Management System 

Responsible Officer: Manager Human Resources & Organisational 

Development 
 
 
Background 
 
Council has obligations under the Workplace Health and Safety Act to provide a safe working 
environment and to protect the health and safety of all employees and visitors while at the 
workplace. 
 
It is a recognised fact that cigarette smoke (and equivalents such as pipe smoke) is a health 
hazard for both smokers and others who are involuntarily breathing other people’s smoke 
(Passive Smoking).   
  
Purpose  
 
To outline Council’s policy in relation to smoking on Council premises. 
 
Scope 
 
This policy covers employees of the Southern Downs Regional Council, Councillors, 
contractors, community members and visitors, and applies at all Council owned and operated 
facilities, and in Council vehicles and plant machinery. 
 
Policy Content 
 
Smoking is not permitted; 
 
• Inside any Council building  
• In Council vehicles and plant machinery. 
• Within the grounds of any of the following Council facilities: 

o Warwick Indoor Recreation & Aquatic Centre; 
o Allora Swimming Pool;  

 

 
Smoke Free Workplace Policy 



Page 2 of 2 

o Killarney Swimming Pool; 
o Stanthorpe Swimming Pool; and 
o All Council Depots. 
 

A designated smoking area will be provided at each outdoor location of Council facilities and 
depots. The area will be clearly defined by signage and markings, and sandbox ashtrays for 
cigarette disposal will be provided. 
 
Quit smoking assistance for employees will be provided by arranging enrolment in ‘quit 
smoking’ classes, at the request of an employee. 
 
Members of the public who are smoking in prohibited areas will be asked to extinguish the 
cigarette and move to a designated smoking area, should they wish to continue smoking.  This 
request will normally be made by any Council staff member, if they become aware that smoking 
is occurring in a prohibited area. 
 
Members of the public are not entitled to enforce this Policy and should bring any concerns to 
the attention of staff members for action. 
 
Persons refusing to extinguish a cigarette will be asked to leave the facility until they finish 
smoking. 
 
Any breach of this policy by Council employees will result in the normal disciplinary procedures 
being followed. 
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Policy Category: Workplace Health and Safety 
Policy Number: 9 
Date Adopted: 26 May 2008 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: Workplace Health and Safety Act & Regulations 1995 

 Safety Management System 
Responsible Officer: Manager Human Resources & Organisational 

Development 
 
 
Background  
 
Council has obligations under the Workplace Health and Safety Act 1995 to provide a safe 
working environment and to protect the health and safety of all employees and visitors while at 
the workplace.  
 
Employees also have an obligation requiring them to ensure that their work practice does not 
have an adverse effect on their own safety or the safety of others. 
 
The Workplace Health and Safety Noise Advisory Standard 2004 determines that a level of 
noise above 85dB(A) or 140dB(C) is ‘excessive noise’, and requires an employer to prevent 
risks to workers from exposure to excessive noise at work. 
  
Purpose  
 
To outline Council’s obligation to minimise the exposure of employees to excessive noise, and 
identify employees’ responsibility to wear appropriate personal protective equipment.  
 
Scope 
 
Employees of the Southern Downs Regional Council 
 
Policy Content 
 
Employees who are operating excessively noisy equipment or plant must wear adequate 
hearing protection when exposed to noise above 85dB(A) or 140dB(C) in their work 
environment.  They are also responsible for informing fellow workers, exposed to the same risk, 
that they also must wear adequate hearing protection. 
 

 

 
Noise Policy 
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Hearing protection in the form of disposable earplugs and earmuffs for all effected workers is 
provided. 
 
When purchasing new plant and equipment, the sound emission levels will be considered, and 
preference will be given to plant and equipment that meet the required specifications.  
 
The noise emission levels of all plant and equipment will be assessed by the workshop.  Where 
the level of noise has been assessed as being excessive, a sticker will be placed on the item of 
plant or equipment advising the operator and other employees that hearing protection is 
required, the specific decibel reading will be identified.  
 
Where existing plant and equipment fail to meet the same required specification Council will 
endeavour to modify plant and equipment, where practical, to lower the sound emission level. 
 
Failure to wear the appropriate Personal Protective Equipment may result in the employee 
being removed from the worksite without pay until such time as compliance with the 
requirements is achieved.  Repeated breaches of this provision will result in action being taken 
against the employee in accordance with the Council disciplinary procedures. 
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Policy Category: Human Resources 
Policy Number: 25 
Date Adopted: 20 April 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s: SDRC Enterprise Agreement, Conference & Training 

Administrative Policy, Attendance Request Form; 

Evaluation Form;  

Responsible Officer: Human Resources Manager 
 
 
Background  
 
Southern Downs Regional Council supports the professional development of all employees 
through attendance at industry relevant conferences, seminars, workshops etc. 
 
  
Purpose  
 
1. To provide clear guidelines in relation to attendance and participation at conferences and 

seminars etc. at the local, regional, state, national and international level where applicable, 
by Council employees to pursue the following outcomes and benefits: 

 
(a) Continuing professional development; 

 
(b) Organisational capacity building; 

 
(c) Inter-agency and organisational partnership and relationship building; 

 
(d) Promotion of Council activities, projects and programs. 

 
 
2.   To provide clear guidelines in relation to provision of accommodation related to attendance 

at conferences / seminars. 
 
3.  To provide clear guidelines for Council staff in relation to their authority to incur expenses 

related to attendance at conferences and seminars including the extent of discretion 
exercisable by delegates under such circumstances. 

 

 

 
CONFERENCE AND TRAINING 

ATTENDANCE POLICY 
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4. To detail the reporting requirements and other obligations of staff on their return from 
attendance at a conference or seminar. 

 
 
Scope 
 
All Southern Downs Regional Council staff, unless otherwise authorised by the Chief Executive 
Officer. 
 
 
Definitions  
 
Event shall refer to any conference, training, seminar, workshop or other industry related 
meeting arranged by an organisation other than the Southern Downs Regional Council for the 
purpose of disseminating and discussing information relevant to the operation and management 
of Council’s regular activities. 
 
Delegate shall refer to any staff member of the Southern Downs Regional Council approved to 
attend an event. 
 
Council shall refer to the organisation of the Southern Downs Regional Council 
 
 
Policy Content 
 
1. Eligibility to Attend Events 

 
1.1.  Approval for attendance at events shall be granted by the Chief Executive Officer as 

per the following guidelines: 
 

(a) Attendance at events within reasonable vehicle travel distance open to all staff 
subject to standard approval procedures. 
 

(b) Attendance at events where air travel required within Queensland open to Senior 
Managers, Directors and CEO subject to standard approval procedures.  Other 
staff may seek special consideration for approval through the relevant Director 
and CEO. 
 

(c) Attendance at events where air travel required outside Queensland open to 
Directors and CEO subject to standard approval procedures.  Other staff may 
seek special consideration for approval through the relevant Director and CEO. 
 

(d) Attendance at events where international travel is required open to CEO on 
approval at General Council meeting.  Other staff may seek special 
consideration for approval at General Council meeting. 

 
 

1.2. In each instance the Chief Executive Officer will have regard to Council’s Annual 
Training Plan and: 
 

(a) The benefit of the event to the individual staff member and to the organisation as 
a whole; 
 

(b) The relevance of the subject matter, encompassing technical content and 
personal / professional development, to the staff members’ responsibility and 
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position within Council; 
 

(c) The relevance of the subject matter to the operation of, and introduction of new 
ideas to, Council; 
 

(d) The costs of attendance and any existing budget provisions; and 
 

(e) The recommendations of supervisors where applicable. 
 

1.3. With the exception of the Chief Executive Officer, where a staff member attends an 
event as a presenter, approval must be sought in principle from the relevant Director or 
the Chief Executive Officer and the content of the paper approved by the relevant 
Manager or Director. 

 
1.4. In accordance with Council’s Enterprise Bargaining Agreement, where possible, training 

and skill development will be carried out in normal working hours. Travel time outside of 
normal working hours will not be paid to employees attending an event that is not a 
requirement of their job. 

 
Travel time outside of normal working hours will only be paid for mandatory training.  

 
2. Provision of Accommodation Related to Approved Event Attendance 

 
2.1. In all cases the CEO shall assess the reasonableness of all accommodation requests 

and costs in accordance with budgetary considerations and the defined outcomes of 
the Council’s Annual Training Plan. 
 

2.2. Accommodation shall be provided for Council staff attending events where: 
 

(a) The event exceeds one day’s duration and is more than 150km from the 
delegate’s place of residence 
 

(b) The event is one day or less in duration but travel to and from the event will fall 
outside hours considered reasonable in a standard day’s work. 

 
2.3. Where an event is staged at a complex and in house accommodation is offered, 

delegates may avail themselves of this offer subject to 2.1 
 

2.4. Where accommodation is not offered at the event venue, and is provided for under 2.1, 
the minimum standard of accommodation provided shall be where the following 
National Accommodation STAR Rating Scheme guidelines apply: 
 

 Well appointed with a comfortable standard of accommodation: above 
average furnishings and floor coverings. 
 

2.5. Accommodation is to be arranged through the Personal Assistant of the Directorate to 
which the event relates. 
 

 
3. Authority of Delegates to Incur Expenses related to Approved Event Attendance 

 
3.1. Meals 

 



 

Page 4 of 4 

3.1.1. Council will meet the cost of delegates’ meals for the duration of the event and 
whilst travelling to and from the event subject to 3.1.2 and 3.1.3 
 

3.1.2. Where meals are provided as part of the event Council will not meet the cost of 
alternative meals chosen by the delegate. 
 

3.1.3. Where meals are not provided as part of the event, staff will be reimbursed for 
reasonable expenses. 

 
3.2. Travel 

 
3.2.1. Motor Vehicles 

 
3.2.1.1. Where travelling by car, the delegate should, if necessary, arrange with 

the Personal Assistant to which the event relates for the provision of a 
Council vehicle. 
 

3.2.1.2. Reimbursement for the use of a private vehicle will only be made in 
exceptional circumstances and where agreed to by the Chief Executive 
Officer prior to the trip. 
 

3.2.1.3. Car parking fees and tolls relative to attendance at the event will be 
reimbursed by Council 
 

3.2.2. Public Transport 
 

3.2.2.1. Council will reimburse all fares for rail, taxi, bus and ferries etc where the 
travel is directly related to the delegate’s attendance at the event. 
 

3.2.3. Airfares 
 

3.2.3.1. Where travel is by air, all bookings must be made through the Personal 
Assistant of the Directorate to which the event relates. 
 

3.2.3.2. All bookings will be economy class. 
 

 
4. Reporting Requirements and other Obligations Upon Delegates’ Return 

 
4.1. Reporting of Outcomes 

 
4.1.1. It is the responsibility of the delegate to ensure that learnings from the event are 

shared within the workplace and the delegate should determine the best method 
of so doing i.e. discussion, workshop, written recommendations etc. 
 

4.1.2. Where the learning outcomes from the event may have significant statutory 
impact on Council’s operations the delegate must prepare a report to the 
relevant Committee for consideration at the next Committee Meeting. 
 

4.1.3. Delegates are required to complete a short evaluation form for the event to assist 
Council with future consideration of event attendance. 
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Policy Category: Human Resources 
Policy Number: 26 
Date Adopted: 20 April 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s: Workplace Health & Safety Policy 
 Personal Protective Equipment Policy 

Responsible Officer: Manager Human Resources 
 
 
  
Purpose  
 
The purpose of this Policy is to document the uniform entitlements of the field staff and outline 
the responsibilities of both the Council and the employee for the purchase and use of the 
uniform. 
 
Scope 
 
This Policy applies to employees working in the field and their supervisors, Local laws Officers 
and Facilities Officers. 
 
Policy Content 
 
Permanent employees have a compulsory component to their uniform and subsidised 
assistance to purchase additional approved clothing items if desired.  
 
FIELD STAFF & LOCAL LAWS OFFICERS  
 
Work-shirts - Compulsory 

 
Permanent field staff are issued with three (3) high-visibility Council work shirts on 
commencement, and two (2) additional ones following the completion of the probationary 
period. A combination of cotton drill and polo shirts are available. These shirts are to be 
replaced on a wear and tear basis.  The colour of the work shirts are determined by workplace 
health and safety considerations. 
 
 
Cotton Drill Shirts - Compulsory 
 

 

 
FIELD STAFF UNIFORM POLICY 



Page 2 of 3 

The permanent field staff that spend more than 25% of their time inside, for example 
Supervisors, Workshop employees, Local Laws Officers and Facilities Officers are issued with 
three (3) navy work shirts, which are replaced on a wear and tear basis. 
 
These employees must wear safety vests when working in a high risk environment. 
 
Jackets 

 
The permanent field staff, Local Laws Officers and Facilities Officers are issued with a 
protective (windbreaker) jacket.  A short style and a longer thicker jacket is available. Only one 
style of jacket per financial year is available. Employees can select either style jacket. Once 
both long and short jackets have been issued to an employee, they will be replaced on a wear 
and tear basis only, during any one financial year.  
 
Workshop employees and saleyard employees are issued with dark jackets. 
 
Jackets are also available to Engineers and Technical Officers who are required to regularly 
travel out into the field. 
 
Overalls 
 
Three (3) pairs of overalls are issued to permanent Warwick based workshop employees 
annually.  
 
Stanthorpe based workshop employees will continue with their laundered overall arrangements. 
 
Two additional items of clothing are also issued. 
 
LOCAL LAWS OFFICERS & FACILITIES OFFICER - Compulsory 
 
In addition to work-shirts these officers are issued with three (3) pairs of trousers on 
commencement.  The trousers are to be replaced on a wear and tear basis.  The colour of the 
trousers is navy and will be provided by a local supplier.  
 
FIELD STAFF - TEMPORARY 
 
The temporary field staff are issued with two (2) Council work shirts on commencement.  These 
shirts are to be replaced on a wear and tear basis.  The colour of the work shirts are determined 
by workplace health and safety considerations. 
 
CASUALS 
 
The Director has the authority to authorise casual employees with a maximum of two garments, 
which are replaced on a wear and tear basis as required. 
 
ADDITIONAL CLOTHING – Non-compulsory 
 
In addition Council grants a 50% subsidy to a maximum of $140 per annum, to permanent full-
time field staff, and local laws officers for the purchase of a range of approved clothing available 
under the Local Buy contract. 
 
Approved clothing includes jeans, trousers, shorts, jackets and vests. 
 
SAFETY BOOTS 
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Safety Boots are not part of Council’s safety clothing equipment issue, however, Council will 
partly subsidise the cost according to the current reimbursement guidelines (refer to Safety 
Handbook). 
 
RESPONSIBILITIES 
 
Council is responsible for: 
 

• maintaining records relating to the employees’ uniform allocation; and 
• ensuring that stock levels are adequate for field staff uniforms. 
• collection and disposal of terminated employee’s uniforms. 
• The Policy is reviewed annually in-conjunction with the uniform committee. 

 
Field staff are responsible for: 
 

• Advising the stores area that their uniform needs to be replaced, by bringing in the 
item to be replaced to the stores department.   

• All employees are expected to take reasonable and responsible care of clothing 
provided to them by Council, in accordance with the obligations of workers as 
specified in the Workplace Health and Safety Legislation.  This specifically includes 
not cutting or tearing Council work shirt sleeves.  

• Uniform items are to be returned to the Stores, on termination of employment with 
Council. 

 
Any breach of this policy will result in the normal disciplinary procedures being followed. 
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Policy Category: Human Resources 
Policy Number: 27 
Date Adopted: 20 April 2009 

Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s:  

Responsible Officer: Manager Human Resources 

 
 
Background 
 
Southern Downs Regional Council acknowledges the commitment of long serving staff and 
wishes to recognise their contribution to the organisation and the community. 
  
Purpose  
 
To provide clear guidelines on how Council will achieve recognition of employees with more 
than 10 years service to the Southern Downs Regional Council.  
 
Scope 
 
All Southern Downs Regional Council staff. Southern Downs Regional Council, recognises 
service accumulated in the former Stanthorpe Shire Council and Warwick Shire Council. 
 
Definitions 
 
Continuous service is the aggregate of all continuous service with the predecessor local 
governments of the Southern Downs region. Service is broken when an employee resigns from 
Council and is re-employed at a later date. 
 
Policy Content 
 
 
1. Recognition of Service Guidelines 

 
1.1.  After 10 years of continuous service the employee will receive a gift valued at $75. 

 
1.2. After 15 years of continuous service the employee will receive a gift valued at $100. 

 
1.3. After 20 years of continuous service the employee will receive a gift valued at $125. 

 

 

 
RECOGNITION OF SERVICE POLICY 
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1.4. After 25 years of continuous service the employee will receive a gift valued at $150 and 
a plaque from Council acknowledging their service. 
 

1.5. After 30 years of continuous service the employee will receive a gift valued at $175. 
 

1.6. After 35 years of continuous service the employee will receive a gift valued at $200. 
 

1.7. After 40 years of continuous service the employee will receive a gift valued at $225. 
 

 
2. Presentation of Gifts 

 
2.1. For employees with up to 15 years of service, presentation will be made by the relevant 

Director at department meetings for internal staff and toolbox meetings for external 
staff. 
 

2.2. For employees with 20 years or more service, presentation will be made by the Chief 
Executive Officer and Mayor at an annual morning tea. 
 

2.3. Presentation morning teas will be held in August of each year and any employee whose 
milestone falls within that calendar year shall be invited to attend, including employees 
who have retired in that year. 
 

2.4. Employees absent on leave shall receive their gift upon return. 
 

 
3. Resignation or Retirement  

 
3.1. In addition to the above recognition of service, Council will donate $100 towards a 

farewell gift for employees with more than 15 years of service who are retiring or 
resigning from the Southern Downs Regional Council. 

 
3.2. After 25 years service Council donation will increase to $200. 

 
 
Policy Administrative Procedures 
 
 

1. The Human Resources Department will annually prepare a list of all employees due to 
reach their milestone in the year and provide this information to the Directorates. 
 

2. For employees with 10 or 15 years of service the Human Resources Department shall 
arrange gifts as indicated in the above policy and arrange for a presentation to be made 
at a department or toolbox meeting. 
 

3. For employees with 20 years service and over, the Human Resources Department shall 
arrange appropriate gifts, the annual morning tea to be held in August and request the 
attendance of the Chief Executive Officer and Mayor. 
 

4. In the case of resignation or retirement gifts, the Human Resources Department shall 
make available the funds for Council’s contribution to the gift. 
 

5. All gifts and / or contributions shall be charged to the Human Resources budget. 
 



 
Parental Leave Policy  

 
  

 
Policy Category: Human Resources 
Policy Number: 31 

Date Adopted: 5 October 2009  
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: SDRC Enterprise Agreement, Family Leave Award, 

Queensland Local Government Officers’ Award 1998, 

Local Government Employees Award – State 2003 
Responsible Officer: Human Resources Manager 
 
 
Purpose  
 
To provide clear guidelines in relation to entitlement to take parental leave and to detail the 
obligations of employee and employer in regard to the leave. 
 
Scope 
 
All Southern Downs Regional Council permanent staff, contract staff, and eligible casual 
employees. 
 
Definitions   (For the purposes of this Policy) 
 
Employee includes a part-time employee, an employee engaged on a contract or an eligible 
casual employee, who has at least 12 months continuous service. 
 
Spouse includes a de facto spouse or a former spouse. 
 
Eligible casual employee means a long term casual employee who has been employed on a 
regular and systematic basis for at least 12 months, and has a reasonable expectation of 
ongoing employment. 
 
Continuous service means the employee must have at least 12 months service with Council 
prior to the date upon which he/she commences parental leave. 
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Policy Content 
 
Basic Entitlement 
 
After 12 months continuous service, parents are entitled to a combined total of 52 weeks 
parental leave on a shared basis in relation to the birth of their child.  
 
The total period of leave available on any one occasion is 52 weeks inclusive of the type of 
leave taken, which includes unpaid leave, paid maternity leave, paid paternity, annual leave 
and/or long service leave. 
 
Parental leave is available to only one parent at a time, in a single unbroken period, except that 
both parents may simultaneously take an unbroken period of up to one week at the time of the 
birth of the child. 
 
Variation of the Period of Parental Leave 
 
An employee may change the period of parental leave on one occasion, provided at least four 
weeks notice is given prior to the commencement of the changed arrangements. 
 
Right to Request 
 
An employee has the right to request;   
 

• to extend the period of simultaneous unpaid parental leave up to a maximum of eight 
weeks; 

• to extend the period of unpaid parental leave for up to an additional 12 months; 
• to return from a period of parental leave on a part-time basis until the child 

            reaches school age.  
 

Council will consider the request in relation to the employee’s parental responsibilities and 
circumstances. 
 
Approval can not be assumed and will be based on the effect the employee changing their 
working arrangements will have  
 

• on the department  
• on the workplace and/or 
• on Council’s business  
 

Factors considered include cost to Council, lack of adequate replacement staff, loss of 
efficiency and the impact on customer service. Each situation will be assessed individually.   
 
The request and response from Council must be in writing. 
 
Notice - Maternity leave  
 
1. An employee must provide at least 10 weeks notice in writing prior to the commencement of 

maternity leave, of the expected date of confinement. This notice should also include a 
certificate from a registered medical practitioner stating that the employee is pregnant. 

 
2. An employee must provide at least 4 weeks notice in writing prior to the commencement of 

maternity leave, of the date on which the employee proposes to commence maternity leave 
and the period of leave to be taken. 
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3. An employee must also provide a statutory declaration stating particulars of any period of 

paternity leave sought or taken by her spouse and that for the period of maternity leave she 
will not engage in any conduct inconsistent with her contract of employment. 

 
4. Where an employee continues to work within the six week period immediately prior to the 

expected date of birth, or where the employee elects to return to work within six weeks after 
the birth of the child, Council may require the employee to provide a medical certificate 
stating that she is fit to work on her normal duties. 

 
Notice - Paternity leave 
 
An employee will provide to the employer at least ten weeks prior to each proposed period of 
paternity leave, with: 
 
1. A certificate from a registered medical practitioner which names his spouse, states that she 

is pregnant and the expected date of confinement, or states the date on which the birth took 
place. 

 
2. Written notification of the dates on which he proposes to start and finish the 

period of paternity leave. 
 

3. Except where leave is taken simultaneously with the child’s mother a statutory declaration 
stating: 

a. that he will take paternity leave to become the primary care-giver of a child; 
b. particulars of any period of maternity leave sought or taken by his spouse; and 
c. that for the period of paternity leave he will not engage in any conduct inconsistent 

with his contract of employment. 
 
Parental leave and Other Entitlements 
 
The total period of parental leave available to an employee on any one occasion shall not 
exceed 52 weeks. This is inclusive of paid maternity leave, and any annual leave or long 
service leave taken. 
 
Paid Maternity Leave is available to employees on the following basis: 

 
(a) 2 weeks paid leave after completing a minimum of two years continuous service with 

Council; 
 

(b) 4 weeks paid leave after completing a minimum of 4 years continuous service with 
Council. 

 
Paid maternity leave may be taken at double the length of time at half pay.  
 
Employees with 12 months continuous service are entitled to ten days paternity leave which is 
taken from the employees personal (sick) leave entitlements. 

 
Returning to Work  
 
Four weeks prior to the expiration of parental leave an employee must notify their supervisor of 
their intention to return to work.   
 
Where an employee has requested to return to work part-time, notice must be provided at least 
seven weeks prior to the date upon which the employee is due to return to work from parental 
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leave. Council reserves the right not to offer employment on a part time basis, which will be 
based on the effect the employee changing their working arrangements will have  
 

• on the department  
• on the workplace and/or 
• on Council’s business  

 
An employee will be entitled to the position which they held immediately before proceeding on 
parental leave.  
 
Where this position no longer exists but there are other positions available which the employee 
is qualified for and is capable of performing, the employee will be entitled to a position as nearly 
comparable in status and pay to that of their former position. 
 
Replacement Employees 
 
A replacement employee is an employee specifically engaged or temporarily promoted or 
transferred, as a result of an employee proceeding on parental leave. 
 
A replacement employee will be informed of the temporary nature of their employment and of 
the rights of the employee who is being replaced. 
 
Permanent Employees without Twelve Months Service 
 
Employees without 12 months continuous service with Council are not entitled to paid or unpaid 
maternity leave.  
 
In limited circumstances with the Chief Executive Officer’s approval an employee may be 
entitled to take three months leave without pay.  Approval will be based on the employees work 
performance and the ability to recruit a replacement employee. 
 
If approval is granted the maximum leave of absence is three months inclusive of any accrued 
annual leave or RDO’s. There is no right to request an extension of this leave or to return to 
work on a part time basis or different employment arrangement. 
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Policy Category: Human Resources 
Policy Number: 32 
Date Adopted: 5 October 2009 

Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: SDRC Enterprise Agreement, Queensland Local 

Government Officers’ Award 1998, Study Assistance 

Administrative Policy 
Responsible Officer: Human Resources Manager 
 
 
Background 
 
The Queensland Local Government Officers’ Award (1998) provides for assistance to 
employees of local government authorities undertaking approved courses of study. 
 
The Southern Downs Regional Council supports the advancement of Officers’ skills and 
knowledge and provides assistance to employees seeking to undertake further study. 
 
  
Purpose  
 
The purpose of this policy is to outline the conditions for Council approved study assistance 
and / or financial support for courses of study or training undertaken by Council employees. 
 
 
Scope 
 
This policy applies to study undertaken as a requirement of employment and also to elective 
training and development undertaken by Council Officers who are seeking to improve their skills 
base and value to the organisation.   
 
In return for Council approved assistance, the Officers’ commitment will involve study and skills 
development outside of standard working hours. 
 
This policy does not apply to regular workplace training conducted by Council for the purposes 
of ensuring Council Officers are adequately skilled to perform their job requirements. 
 
 
 

 

 
Study Assistance Policy 
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Definitions 
 
Compulsory institution fees – all fees necessary for enrolment including Student Union fees 
where compulsorily required for enrolment and TAFE enrolment fees. 
 
HELP – Higher Education Loan Program.   
 
Non compulsory institution fees – non compulsory fees associated with enrolment including 
fees associated with repeating failed subjects, subjects withdrawn after the census date without 
Director’s approval, supplementary examinations or assessments, late enrolments and entry. 
 
RDO – Rostered day off as per Officer’s entitlement under terms of employment. 
 
Texts and Materials – includes textbooks, consumable materials and recommended 
equipment such as calculators, drawing equipment etc. 
 
Policy Content 
 
1. Description of Categories of Assistance 

 
1.1. Category One 

 
A course undertaken as a condition of the Officers’ employment. 
 
For example as an Apprenticeship, Traineeship or other course of study the Council 
requires the employee to complete.  Normally these requirements are detailed in the 
letter offering employment. 
 

1.2. Category Two 
 
A course which is directly relevant to the Officer’s area of work and the skills or 
qualifications determined by the Council as being appropriate to that area of work. 
 
For example a qualification that will immediately expand the capacity of the Officer in 
his / her day to day conduct of Council responsibilities during the course of study.  The 
qualification will also assist the Council in the development of its Officers by providing 
the Officer the ability to compete for higher level positions within the Council. 
 

1.3. Category Three 
 
A course demonstrated to the satisfaction of the Council to be directly relevant to local 
government.  The content of such course shall have specific application to functions 
and processes carried out by Local Authorities. 
 
For example a qualification that will benefit the Council and the Officer by improving the 
Officer’s professionalism, general knowledge and skills for conduct of Council duties 
and responsibilities. 
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2. Level of Assistance Provided 
 
2.1. Category One 

 
2.1.1. Study Leave during working week 

 
Paid study leave will be determined by the Human Resources 
Manager in conjunction with the Director with regard to course 
requirements. 
 

2.1.2. Examinations 
 
Time off with pay to attend scheduled examinations.  Officer 
must attach the institute’s examination advice with application 
for leave form.  Officer can negotiate two days unpaid exam 
preparation leave with their Supervisor. 
 

2.1.3. Thesis and Research Project Leave 
 
Officer can accrue a maximum of two weeks paid Study Leave 
as Project Leave per calendar year.  RDOs are considered to 
be taken and will not accrue during Project Leave.  Approval 
for leave is to be determined by the Director having regard to 
operational requirements. 
 

2.1.4. Fees / Charges paid by Council  
 
All compulsory institution fees plus 100% of up-front HELP or 
tuition fees.   
 
100% of on-campus accommodation costs incurred attending 
compulsory residential school or equivalent.  Travel 
reimbursement equivalent to economy class bus or train fare 
for attending compulsory residential school. 
 

2.1.5. Fees / Charges paid by Officer 
 
Non compulsory institution fees. 
 

2.1.6. Residential Schools 
 
Two weeks (10 days) paid leave per year to attend compulsory 
residential schools or “Intensive Semesters”.   
 
Officer can negotiate for unpaid leave to attend non-
compulsory residential schools. 
 
RDOs are considered to be taken and will not accrue during 
Residential School Leave.  The officer must provide no less 
than 4 weeks notice of leave request. 
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2.1.7. Texts and Materials 
 
Reimbursement of up to $75 per subject upon presentation of 
receipts and successful completion of subject.   
 

2.2. Category Two 
 

2.2.1. Study Leave during working week 
 
Up to 5 hours per week including travel time, paid Study Leave 
during academic semesters to attend lectures, tutorials or 
practicals.   
 
Officers are expected to make maximum use of RDO 
entitlements to attend classes held in ordinary working hours.   
 
Officers must provide evidence that classes / lectures are not 
available out of hours or externally to access paid study leave.   
 

2.2.2. Examinations 
 
Time off with pay to attend scheduled examinations.  Officer 
must attach the institute’s examination advice with application 
for leave form.  Officer can negotiate two days unpaid exam 
preparation leave with their Supervisor. 
 

2.2.3. Thesis and Research Project Leave 
 
Officer can accrue a maximum of two weeks paid Study Leave 
as Project Leave per calendar year.  RDOs are considered to 
be taken and will not accrue during Project Leave.  Approval 
for leave is to be determined by the Director having regard to 
operational requirements. 
 

2.2.4. Fees / Charges paid by Council  
 
All compulsory institution fees plus 50% of up-front HELP or 
tuition fees. 
 

2.2.5. Fees / Charges paid by Officer 
 
Non-compulsory institution fees. 
 
Accommodation and travel costs associated with attending 
residential schools. 
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2.2.6. Residential Schools 
 
Two weeks (10 days) paid leave per year to attend compulsory 
residential schools or “Intensive Semesters”. 
 
Officer can negotiate for unpaid leave to attend non-
compulsory residential schools. 
 
RDOs are to be taken and will not accrue during Residential 
School Leave.  The officer must provide no less than 4 weeks 
notice of leave request. 
 

2.2.7.   Texts and Materials 
 
Reimbursement of up to $75 per subject upon presentation of 
receipts and successful completion of subject.   
 

2.3. Category Three 
 

2.3.1. Study Leave during working week 
 
Up to 5 hours per week including travel time, paid Study Leave 
during academic semesters to attend lectures, tutorials or 
practicals.   
 
Officers are expected to make maximum use of RDO 
entitlements to attend classes held in ordinary working hours.   
 
Officers must provide evidence that classes / lectures are not 
available out of hours or externally to access paid study leave.   
 

2.3.2. Examinations 
 
Time off with pay to attend scheduled examinations.  Officer 
must attach the institute’s examination advice with application 
for leave form.  Officer can negotiate two days unpaid exam 
preparation leave with their Supervisor. 
 

2.3.3. Thesis and Research Project Leave 
 
To be taken as Annual Leave or unpaid leave.  Normal 
requirements for leave applications apply. 
 

2.3.4. Fees / Charges paid by Council 
 
All compulsory institution fees plus 33.3% of up-front HELP or 
tuition fees. 
 

2.3.5. Fees / Charges paid by Officer 
 
Non-compulsory institution fees. 
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Accommodation and travel costs associated with attending 
residential schools. 
 
 

2.3.6. Residential Schools 
 
One week (5 days) paid leave per year to attend compulsory 
residential schools or “Intensive Semesters”.   
 
Officer can negotiate for unpaid leave to attend non-
compulsory residential schools. 
 
RDOs are to be taken and will not accrue during Residential 
School Leave.  The officer must provide no less than 4 weeks 
notice of leave request. 
 

2.3.7. Texts and Materials 
 
Reimbursement of up to $50 per subject upon presentation of 
receipts and successful completion of subject.   
 
 

3. Application and Approval Process for Categories Two and Three 
 
Applications for Study Assistance must be made by the Officer to their Director.  Refer to 
Study Assistance Administrative Policy for application process details. 
 

4. Reimbursements and Advance Payments 
 
Refer to Study Assistance Administrative Policy for reimbursement process details. 
 
4.1. HELP / Tuition Fees 

 
4.1.1. Percentages of HELP fees paid, as outlined in section 2, will be calculated on the 

value of the discounted “Up-front” payment option, regardless of whether the 
Officer elects to pay the fees up-front or to defer HELP through the taxation 
system. 
 

4.1.2. If the Officer incurs a fail or withdraws from a subject without approval, the Officer 
is responsible for the repayment of any HELP / tuition fees already paid.   
 

4.1.3. Officers receiving advance payments for Study Assistance from Council will be 
required to complete a Payroll Deduction Authority form authorising the 
repayment of said fees from their wage.  The Officer has the right to negotiate a 
lump sum repayment in lieu of payroll deductions if desired. 
 

4.1.4. If an officer is undertaking further study following a failure or withdrawal, any 
amount outstanding to Council may be deducted from subsequent HELP / Tuition 
fee support until such time as the amount is repaid.  This is additional to, and 
does not replace, the arrangements for repayment outlined in 4.1.3. 
 

4.1.5. When an officer is required to reimburse the Council for failed or withdrawn 
subjects, any other form of financial support related to the Officer’s studies will be 
suspended until suitable arrangements are in place to reimburse Council. 
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4.1.6. It is the responsibility of the Officer to correctly complete all enrolment, HELP, 
Australian Tax Office and other documentation relevant to their study. 
 
 

4.2. All Other Reimbursements 
 
All reimbursements other than those outlined in 4.1 will be made at the end of each 
semester or academic year. 
 

5. Duration of Approved Student Status 
 
5.1. Approval for the course of studies will remain continuous if: 

 
The Officer is successfully completing the course requirements and is 
undertaking subjects at a rate that will ensure completion within the time frames 
required by the institution. 
 
The work performance and progress of the Officer in his / her job requirements 
remains satisfactory. 
 

5.2. The Officer may be required to show cause why Study Assistance should not be 
withdrawn if: 
 

The Officer fails to enrol and undertake studies for two consecutive semesters. 
 
The Officer fails two or more subjects or repeatedly fails the same subject. 
 
The work performance and progress of the Officer in his / her job has become 
unsatisfactory. 
 

6. Evidence of Progression 
 
The Officer will be required to provide copies of results for all subjects undertaken to the 
Human Resources Manager at the end of each semester, within two weeks of receiving 
these results. 
 

7. Promotions 
 
Successful completion of qualifications or courses of study under this policy will not 
automatically lead to or entitle the Officer to a promotion, unless stated in the Officer’s 
contract of employment. 
 
 

8. Termination of Employment 
 
No continuing entitlement to any financial assistance or other benefit under this policy will 
exist once an Officer has left the employment of the Council by way of resignation, 
retirement, redundancy or dismissal for incapacity or misbehaviour. 
 
In the event an Officer who has studied or is studying a course approved under this policy 
terminates employment with Council (as outlined above), before completion or within one 
year of completion the following conditions will apply: 
 
8.1. Category One Approvals 
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Costs associated with subjects not completed as at the termination of employment will 
not be reimbursed. 
 
HELP / tuition fees paid to or on behalf of the Officer for subjects incomplete at the time 
of termination will be recovered firstly from the termination pay.  Any balance that 
remains owing will be repaid by the Officer. 
 
There will be no requirement for Officers to reimburse the Council for financial 
assistance received, other than as outlined above.   
 
 

8.2.  Category Two and Three Approvals 
 
Costs associated with subjects not completed as at the termination of employment will 
not be reimbursed. 
 
HELP / tuition fees paid to or on behalf of the Officer for subjects incomplete at the time 
of termination will be recovered firstly from the termination pay.  Any balance that 
remains owing will be repaid by the Officer. 
 
The Officer will be required to reimburse the Council for 50% of the financial assistance 
received over and above Award entitlements.  As at last date of revision (May 2009), 
the Award entitlement for financial assistance is $250 per annum plus compulsory 
institution fees.  Where a reimbursement payment is not received prior to payment of 
the Officer’s termination pay, the Council is entitled to deduct monies owing from the 
Officer’s termination pay. 
 

9. Grievances 
 
Any grievances arising from the provision or otherwise of Study Assistance should be 
pursued as per the Southern Downs Regional Council Grievance Procedure. 
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Policy Category: Human Resources 
Policy Number: 33 
Date Adopted: 5 October 2009 

Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: Vehicle Specification Guidelines, Passenger and 

Commercial Vehicle Retention Policy, Motor Vehicle 
Agreement Form 

 

Responsible Officer: Human Resources Manager 

 
 
Purpose  
 
The purpose of this policy is to: 
 

a. Establish the allocation of vehicles to Council officers, 
b. Establish guidelines regarding the limits of use of Council allocated vehicles, 
c. To aim to ensure that no officer shall be inhibited in carrying out his/her duty due to the 

lack of a vehicle. 
 
Scope 
 
All Southern Downs Regional Council employees 
 
Policy Content 
 
Allocation of Vehicles 
 
Vehicles are allocated to Council officers with private use or commuter use. Councillor vehicles 
are also allocated. Private use is based on the position within the organisation. Commuter use 
is based on position within the organisation or operational needs as determined by the Chief 
Executive Officer. 
 
Private Use  

 
This category refers to Council officers appointed by contract or employment agreement. There 
are two categories of private use, limited and unlimited. 
 
 
 

 

 
Motor Vehicle Policy 



Page 2 of 5 

Private use – Unlimited  
The provision of an unmarked vehicle fully maintained and fuelled with full and unrestricted use. 
There is no cost to the employee, except as noted below. 
 
Unlimited private use includes use by any driver authorised by the person to whom the vehicle 
is allocated, provided the vehicle is available for use by other Council Officers for business 
purposes during ordinary hours of business on working days when the driver is at work. 

 
The vehicle is available without geographic restrictions; however the officer is responsible for 
the purchase of fuel and oil when out of the region on private travel, and during annual leave 
and long service leave. For FBT purposes receipts are to be provided to Council for all private 
use fuel purchased. 
 
Private use is for use 52 weeks per year including annual leave and long service leave. 
 
Retention of the vehicle for periods of paid and unpaid leave in excess of twelve weeks within 
any twelve month period must be negotiated with the Chief Executive Officer. The Chief 
Executive Officer negotiates with the Mayor regarding his vehicle. 
 
Private Use - Limited 
The provision of an unmarked vehicle fully maintained and fuelled, with usage limited to within 
the Southern Downs Regional Council area. 
 
Limited private use includes use by any driver authorised by the person to whom the vehicle is 
allocated, provided the vehicle is available for use by other Council Officers for business 
purposes during ordinary hours of business on working days when the driver is at work. 
 
Private use is for use 52 weeks per year including annual leave and long service leave; 
however the officer is responsible for the purchase of fuel and oil during annual leave. 
 
Retention of the vehicle for periods of paid and unpaid leave in excess of twelve weeks within 
any twelve month period must be negotiated with the Chief Executive Officer. 
 
Commuter Use 

 
Commuter use is the provision of a marked Council vehicle fully maintained for commuting 
between a Council officer’s residence and official place of work by the most direct route. The 
vehicle shall not be used for any other purpose. There is no cost to the employee. 

 
Commuter use of a vehicle is allocated on the basis of; 

 
a. Position within the organisation or 

 
b. Operational needs. Access to a vehicle is a necessity due to the nature or location of 

the officer’s duties.  
 

Commuter use vehicles are to be driven by Council employees only, and are not to be regarded 
as a right or benefit of employment. 
 
Stopping off on the way to work and from work to attend to private business provided there is no 
discernible deviation in time or distance from the most practicable direct route to and from work 
is acceptable. This may include the transport of family members to school and the collection of 
takeaway purchases on the way home from work, but under no circumstances is the vehicle to 
be used for private purposes. Detours are not permitted. 
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The vehicle is only available for travel to and from work at the start and end of each workday. 
The vehicle is not available for lunchtime travel, and from time to time vehicles will be required 
for overnight travel for other employees. 

 
The nominated driver of a commuter use vehicle is able to retain the vehicle on his/her RDO if it 
has not been booked. 

 
Any work related use outside of normal Council hours requires the prior authorisation of the 
relevant Director. During periods of leave, the vehicle is to be left on Council premises to be 
used as part of the car pool, or at the discretion of the relevant Director allocated to another 
officer. The officer is responsible for making their own arrangements to get home and back to 
work. Council staff and vehicles are not to be used for this purpose. When an officer is unable 
to attend work due to illness, arrangements will be made to pick up the car from the officer’s 
residence. 

 
A logbook will be allocated to each commuter use vehicle that incurs FBT each year for a period 
of twelve weeks, to ensure Council complies with the Australian Tax Office requirements for 
FBT exemption. 4WD and 2WD Utilities are exempt. The logbook is to be completed each time 
the vehicle is driven during the twelve weeks.  

 
Failure to comply with these conditions may result in the officer losing the entitlement to 
commuter use of a vehicle. 
 
Councillor Allocation 
 
The Mayor is provided with a fully maintained and fuelled unmarked vehicle with unlimited use 
for business and private purposes. 
 
Councillors have access to a fully maintained and fuelled unmarked vehicle while attending 
Council sanctioned business.  
 
Car Pool 
 
To maximise the use of vehicles for operational needs, car pools will be established in each 
department in the Administration buildings, as part of a whole of Council car pool. All allocated 
Council vehicles are to be made available for operational use when the officer to whom the 
vehicle is allocated is at work.  
 
Commuter use vehicles are to be used in the first instance. Employees with commuter use 
cannot assume it will be available for their use unless they have previously booked the vehicle.  
 
All drivers of the vehicle must complete the logbook located in the commuter use vehicle. 
 
The personal assistant or delegated person in each area of Council administers the car pool for 
that department. Employees should access vehicles from within their department first before 
seeking a vehicle from another department. 
 
Drivers of Vehicles 
 
All drivers of Council vehicles must hold a valid drivers licence at the time of driving a Council 
vehicle, including where appropriate adhering to the provisional licence restrictions. 
 
The Chief Executive Officer will authorise on the recommendation of the relevant Director use of 
a Council vehicle by a person who is not a Council officer. 
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Conditions of Use 
 
All Officers who are allocated Private or Commuter Use of a Council Motor Vehicle are required 
to adhere to the following conditions; 
 
1. Follow the vehicle maintenance service requirements as recommended in the vehicle 

manufacturer’s handbook. Contact Council’s workshop when a service is due. 
 
2. Immediately report all accidents and damage to vehicles to the Plant Officer and Risk and 

Property Support Officer. 
 
3. Wherever possible the vehicle is to be garaged under cover at the officer’s place of 

residence. 
 
4. Where covered parking is not available, the vehicle must be parked in the employee’s 

property, off the road reserve. 
 
5. Officers who have commuter use should ensure arrangements are made for vehicles to be 

left on the Council’s premises while the officer is on leave. 
 
6. Smoking is not permitted in any Council vehicle. 
 
7. The vehicle must be washed externally and cleaned internally at least each fortnight. 
 
8. The driver of the vehicle at the time will be responsible for any fine incurred in the operation 

of the vehicle whether on Council business or for private purposes, including parking, 
speeding and red light cameras. 

 
9. Where the driver is involved in an accident whilst on private use and is convicted of an 

offence under the Transport Operations (Road Use) Management Act 1995, Council 
reserves the right to recover any expenses incurred as a direct result of that accident. 

 
10. The vehicle must not be used: 

a. For purposes which unreasonably risk damage to the vehicle (eg rally driving) 
b. For transportation of persons or goods for hire or reward 
c. For any unlawful purposes 
d. Whilst it is in an unsafe or defective condition, and 
e. For any personal business venture  

 
11. Failure to comply with these conditions may result in the officer losing the entitlement to 

private or commuter use of a vehicle. 
 
Purchase of Vehicles 
 
Selection of Vehicles 
 
The type of vehicle allocated to each position will be as determined by the Vehicle Specification 
Guidelines. Any variation to this guideline requires Council approval. 
 
Replacement of Vehicles 
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Council vehicles will be replaced in accordance with the Passenger and Commercial Vehicle 
Retention Policy. 
 
 
Private Owned Vehicles 
 
Council Officers  
 
Privately owned motor vehicles may only be used for Council business related travel after 
approval by the Chief Executive Officer in which case: 
 
• The Council officer must be the owner of the vehicle and must notify their insurer that the 

vehicle will be used for business related activities. 
• Approval from the Chief Executive Officer must be in writing. 
• Appropriate kilometre rates will be paid as determined by the relevant Awards. 
 
 
Councillors  
 
Councillors are entitled to claim for vehicle mileage for travelling to and from Council meetings 
and other authorised events. Vehicle mileage rates are indexed to the rate payable for vehicles 
with a 2000 cc and above engine, under the Queensland Local Government Officers’ Award. 
 
Motor Vehicle Agreement Form 
 
Officers who have been allocated use of a Council vehicle are required to sign a Motor Vehicle 
Agreement Form. 
 
SES 
 
Council provides the SES with three fully maintained Council vehicles for their operations. One 
vehicle is housed at the Stanthorpe depot and the other two in the SES shed at the Warwick 
depot. Council vehicles undertaking SES duties may be driven out of the region, and by an 
authorised person who has a valid license, in addition to Council officers. 
 
Where additional vehicles are required to respond to an emergency, the Chief Executive Officer 
has delegated authority to the Overseer and Parks Coordinator to organise the provision of one 
or more.  
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Policy Category: Human Resources 
Policy Number: 34 
Date Adopted: 5 October 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: SDRC Enterprise Agreement, Queensland Local 

Government Officers’ Award 1998, Queensland Industrial 

Relations Act 1990 

Responsible Officer: Manager Human Resources 
 
  
Purpose  
 
The purpose of this policy is to outline employees’ obligation to take Long Service Leave and 
detail the accrual of Long Service Leave.  
 
Scope 
 
All permanent Southern Downs Regional Council staff. 
 
 
Policy Content 
 
1. Taking Long Service Leave 
 

1.1. All employees are required to take 50% of their Long Service Leave entitlements 
within five (5) years of such entitlements falling due, and the balance within the next 
five (5) years.   

 
1.2. The Chief Executive Officer may approve accumulation of Long Service Leave in 

excess of Council policy in extenuating circumstances. Such circumstances may 
include, but not be restricted to, approaching retirement, work commitments, terms of 
employment of respective officers. However, accrued entitlements must be taken prior 
to the next long service leave entitlement becoming due. 

 
1.3. Employees may take Long Service Leave in more than one portion provided that no 

less than two (2) weeks may be taken at any one time. 
 
 

 

 
Long Service Leave Policy 
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2. Entitlement 
 

2.1. Entitlement to Long Service Leave is regulated by the Queensland Industrial Relations 
Act 1990 and the various awards and certified agreements to which Council is 
respondent. 

 
2.2. All employees shall be entitled to thirteen (13) weeks paid leave after ten (10) years of 

continuous service. Employees who terminate their employment after seven (7) years 
continuous service are entitled to a pro – rata long service leave payment.  

 
2.3. Long Service Leave was originally introduced by legislation for the purposes of 

allowing long serving employees a paid absence from work to rest and recuperate 
prior to beginning a further period of extended service.  Therefore Long Service Leave 
entitlements are meant to be taken and not banked. 

 
2.4. Long Service Leave levels will be monitored bi annually. 

 
 
3. Continuous Service 
 

3.1. Continuous service is the aggregate of all continuous service with Local Governments 
in Queensland, except Brisbane City Council. 

 
3.1.1. Absence Counted as Service 

 
Absence from work for the following reasons is counted as service for the 
calculation of Long Service Leave and the absence does not constitute a break 
in continuous service: 
 
Annual Leave 
Long Service Leave 
Approved Leave of Absence of less than one month's duration 
Public Holidays 
Sick Leave. 
Workers’ Compensation 
Paid Maternity Leave 

 
3.1.2. Absences Not Counted as Service 

 
Whilst absences from work for the following reasons do not constitute a break 
in service, the period of absence is not counted as service for calculation of 
Long Service Leave: 

 
Approved Leave of Absence without pay of greater than one month's duration. 
Unpaid Maternity Leave 
Paternity Leave 
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4. Previous Employment 
 

4.1. Employees who join Council with a substantial accrual from previous employment with 
Local Government shall be required to indicate their intentions as to how the leave will 
be cleared, prior to Council making the appointment. 

 
 
5. Annual Leave 
 

5.1. Annual Leave may be taken in conjunction with Long Service Leave. 
 

5.2. Statutory Holidays, which occur during an employee’s Long Service Leave, are 
additional to that Long Service Leave. 

 
 
 
 
 
 



Page 1 of 4 

 
 
 
 
Policy Category: Human Resources 
Policy Number: 35 
Date Adopted: 5 October 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended: 
Date Rescinded:  
Related Document/s: The Workplace Health and Safety Act 1995 

Responsible Officer: Human Resources Manager 

 
 
Background 
 
The Southern Downs Regional Council is committed to ensuring a healthy and safe workplace 
that is free from workplace harassment, bullying and victimisation. 
 
All of our employees have a right to a working environment: 
 

•   Free of workplace bullying and; 
 
•   Where management treats all complaints seriously and effectively. 

 
Workplace harassment, bullying and victimisation are unacceptable and in some instances 
illegal and will not be tolerated under any circumstances.   
 
 Purpose  
 
This policy identifies what workplace bullying is and outlines Council’s grievance and 
investigation procedure to deal with workplace bullying. 
 
Scope 
 
All employees of the Southern Downs Regional Council. 
 
 
Definitions 
 
Workplace bullying is the repeated unreasonable treatment of a person by another or others in 
the workplace. 
 
Workplace bullying includes behaviour that intimidates, offends, degrades or humiliates a 
person, especially in front of other staff members, or the public. 
 

 

 
Workplace Bullying Prevention Policy 
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If the behaviour is unreasonable and offends or harms another staff member, then workplace 
bullying exists and must be stopped. 
 
Bullying may take place between: 

 
•     A staff member and a manager; 
•     Staff members 

 
In this policy the word “bullying” includes workplace bullying, harassment and 
victimisation. 
 
Bullying includes, but is not limited to the following: 
 

• Yelling, screaming, abuse, offensive language, insults, inappropriate   comments 
about a person’s appearance, life or lifestyle, slandering a staff member or his / her 
family. 
 

• Belittling opinions or constant criticism. 
 

• Isolating workers unreasonably from normal work interaction, training and 
development or career opportunities. 
 

• Undermining work performance, deliberately withholding work-related information or 
resources, or supplying incorrect information. 
 

• Unexplained job changes, meaningless tasks, tasks beyond a person’s skills, failure 
to give credit where due. 
 

• Underwork, creating a feeling of uselessness. 
 

• Teasing, initiation rites and ceremonies, or regularly being made the brunt of pranks 
/ practical jokes, which could reasonably be known to be unwelcome. 
 

• Tampering with a worker’s personal effects or work equipment. 
 

Isolated instances of these actions / behaviours, particularly in a stressful situation, are  
unlikely to constitute bullying.  However, isolated instances may still be the subject of  
disciplinary action depending on the circumstances. 
 
Workplace bullying does not include legitimate and reasonable management action taken in a 
reasonable way, for example action taken to transfer, demote, discipline, redeploy, retrench or 
dismiss a worker. 
 
Content 
 
Legislation Covering Workplace Bullying 
 
Under The Workplace Health and Safety Act 1995 an employer has an obligation to ensure the 
health and safety of all workers.  Workplace bullying may harm the health and safety of 
workers, therefore an employer’s obligations extend to ensuring that workplace bullying is 
prevented or stopped.  The employee also has an obligation to take reasonable care at work. 
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The Effects of Workplace Bullying on the Individual and the Council 
 
The consequences of bullying at work can have harmful effects on the organisation and the 
individual including: 
 

• Physical and psychological injury to employees; 
 

• Increased absenteeism, workplace accidents, reduced productivity and work quality; 
 

• Loss of organisational productivity; 
 

• Disruptive effects upon morale, job satisfaction and workplace relations; 
 

• Costs associated with recruitment and training of new staff; management time; 
workers compensation claims; and the potential rise in premiums and / or 
rehabilitation costs; 
 

• Possibility of adverse publicity and poor public image. 
 

 
Responsibilities of Employees and Managers 
 
All staff are expected to behave responsibly by complying with this Policy, to not tolerate 
unacceptable behaviour, to maintain privacy during investigations and to immediately report 
incidents of workplace harassment to their supervisor or the Human Resources Manager. 
 
Managers and supervisors must also ensure that workers are not exposed to workplace 
harassment.  Management are required to personally demonstrate appropriate behaviour, 
promote the Policy, treat complaints seriously and ensure that when a person lodges or is 
witness to a complaint, that this person is not victimised. 
 
How to React to Bullying 
 
Do not ignore bullying behaviour and hope it will go away.  Silence may give the impression that 
bullying is acceptable. 
 
A staff member who feels that they are being bullied may: 
 

• Approach the alleged bully and ask them to stop the bullying; 
 

• Keep a record of any behaviour that they consider to constitute bullying; 
 

• Ask another staff member to approach the bully on their behalf; 
 

• Contact Human Resources for advice, support and assistance; 
 

• Inform their immediate supervisor and together attempt to resolve the problem, or if 
this does not work, or the immediate supervisor is part of the problem, approach the 
next in line; and / or 
 

• Lodge a written complaint to the Human Resources Manager or the Chief Executive 
Officer where other approaches are unsuccessful, or the allegations are so serious 
that the other approaches are inappropriate. 
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Investigation 
 
All complaints reported to the supervisor shall be documented and referred to the Human 
Resources Manager for investigation.  Investigations shall be conducted impartially and in 
confidence. 
 
Investigation will take into account the following guidelines: 
 

• All complaints are taken seriously and not prejudged; 
 

• Complainants should be allowed to bring another person for support (or interpreter if 
requested); 
 

• A clear description of the incident(s) should be obtained; 
 

• Accurate, confidential notes should be taken and checked with the complainant; 
 

• The alleged harasser should be interviewed confidentially; 
 

• The alleged harasser must be given the opportunity to respond to allegations; 
 

• Witnesses should be sought but their involvement kept to a minimum. 
 

All complaints must be resolved without delay.  Care should be taken throughout the 
investigation to ensure all parties are entitled to natural justice. 
 
A person whose health or work performance has been affected by harassment shall not have 
their employment status disadvantaged in any way. 
 
If, following investigation and resolution, a complaint is judged to have foundation, disciplinary 
action appropriate to the seriousness of the offence will be taken by Management. 
 
If, following investigation and resolution, a complaint is found to have no foundation, the 
complainant will be counselled. 
 
If, following investigation and resolution, a complaint is found to have no foundation and to have 
been made frivolously or maliciously; disciplinary action may be taken against the complainant. 
 
The written record of the report / complaint, action taken and investigatory records will be 
obtained in a confidential file in the Employee Record file.  
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Policy Category: Human Resources 
Policy Number: 36 

Date Adopted: 5 October 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s: Anti-Discrimination Act 1991 

Responsible Officer: Manager Human Resources 
 
 
Background  
 
Southern Downs Regional Council considers harassment and intimidating behaviour in the 
workplace environment unacceptable. Sexual harassment in any form will not be tolerated 
under any circumstances.  Federal and State legislation supports a harassment free workplace.   
 
Sexual harassment is against the law. 
 
  
Purpose  
 
The purpose of this policy is: 
 

• To ensure that sexual harassment does not occur in the workplace environment. 
 
• To ensure that Council and its employees comply with all relevant State and Federal 

legislation which protects individuals from sexual harassment.  
 

• To ensure that all employees are aware of what sexual harassment is and its effect on the 
workplace environment. 

 
• To provide clear avenues for seeking redress, should harassment occur. 

 
Disciplinary action will be taken against anyone found responsible (either directly or indirectly) 
for sexual harassment.  Disciplinary action can include dismissal. 
 
 
Scope 
 
All Southern Downs Regional Council staff. 
 
 
 
 

 

 
Sexual Harassment Prevention Policy 
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Definition 
 
Sexual Harassment 
 
Sexual harassment is any form of sexual attention that is unwelcome.  It may be unwelcome 
touching or physical contact, remarks with sexual connotations, smutty jokes, requests for 
sexual favours, leering or the display of offensive material such as pictures, posters or computer 
graphics.  Sexual harassment can come in many forms, however, in any form it can be 
offending, humiliating or intimidating for the victim. 
 
Sexual harassment does not have to be intentional.  If a reasonable person could have 
anticipated that their actions may cause another persons distress it is still sexual harassment. 
 
 
Policy Content 
 
1. EFFECTS OF SEXUAL HARASSMENT ON THE INDIVIDUAL AND THE COUNCIL 
 

1.1. Sexual harassment may cause the loss of trained and talented employees and damage 
staff morale and productivity. 

 
2. RESPONSIBILITIES 
 

2.1. All staff are expected to behave responsibly by complying with this Policy, to not 
tolerate unacceptable behaviour, to maintain privacy during investigations and to 
immediately report incidents of sexual harassment to their supervisor or the Human 
Resources Manager. 

2.2. Managers and supervisors must ensure that all employees are treated equitably and 
are not subject to sexual harassment.  Management are required to personally 
demonstrate appropriate behaviour, promote the Policy, treat complaints seriously and 
ensure where a person lodges or is witness to a complaint, that this person is not 
victimised. 

2.3. Any report of sexual harassment in the workplace environment is to be treated seriously 
and investigated promptly.  Investigations shall be confidential and impartial.   

 
3. HOW TO REACT TO SEXUAL HARASSMENT 
 

Do not ignore sexual harassment.  Do not hope it will go away. Silence may give the 
impression that the harassment is acceptable. 
 
3.1. Employees options when confronted with harassment 

 
3.1.1. A person who considers the behaviour of another employee to be sexual 

harassment should first warn the offending person that their behaviour is 
unwelcome.  A note should be kept of the conversation. 

 
3.1.2. If an employee is reluctant to confront the offender on the issue, confidential 

assistance can be obtained from the relevant supervisor or next in line.  
Alternatively assistance can be obtained from the Human Resources Manager. 

 
3.1.3. If, after a warning, the offending behaviour continues, or if the circumstance 

warrant, a direct complaint should be made to the supervisor or alternatively the 
Human Resources Manager.  The complaint does not have to be made in writing. 
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4. INVESTIGATION 
 

4.1. All complaints reported to the supervisor are to be documented and referred to the 
Human Resources Manager for investigation. Investigations shall be conducted 
impartially and in confidence. 

 
4.2. Investigation will take into account the following guidelines: 

 
− All complaints are taken seriously and not prejudged; 
− Complainants should be allowed to bring another person for support (or   

interpreter if requested); 
− A clear description of the incident(s) should be obtained; 
− Accurate, confidential notes should be taken and checked with the 

complainant; 
− The alleged harasser should be interviewed confidentially; 
− The alleged harasser must be given the opportunity to respond to 

allegations; 
− Witnesses should be sought but their involvement kept to a minimum. 

 
4.3. All complaints must be resolved without delay. Care should be taken throughout the 

investigation to ensure all parties are entitled to natural justice.  
 

4.4. A person whose health or work performance has been affected by harassment shall not 
have their employment status disadvantaged in any way. 

 
4.5. If, following investigation and resolution, a complaint is judged to have foundation: 

 
− Management will take disciplinary action appropriate to the seriousness of 

the offence. 
 

5. If, following investigation, a complaint is judged to have no foundation: 
 

− The complainant will be counselled. 

− If it is considered that the complaint was made frivolously or maliciously, 
disciplinary action may be taken against the complainant. 

 
6. The written record of the report/complaint, action taken and investigatory records will be 

retained in a confidential file in the Employee Record file. 
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Policy Category: Human Resources 
Policy Number: 37 

Date Adopted: 5 October 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s:  

Responsible Officer: Manager Human Resources 

 
 
Background  
 
Many citizens, including employees of the Southern Downs Regional Council, choose to 
become members of the Australian Army, Navy or Airforce Reserve Forces.    
 
Members of the Australian Army, Navy or Airforce Reserve Forces, are required to attend 
camps, courses or schools for the purposes of training and conduct of military exercises for two 
(2) to four (4) weeks each year. 
 
To attend these camps, courses or schools, employees of Southern Downs Regional Council 
must have leave from work. 
 
  
Purpose  
 
The purpose of this policy is to detail the leave entitlements the Council will grant employees to 
attend camps, courses or schools of the Australian Army, Navy or Airforce Reserve Forces.  
 
 
Scope 
 
All Southern Downs Regional Council staff. Southern Downs Regional Council, recognises 
service accumulated in the former Stanthorpe Shire Council and Warwick Shire Council. 
 
 
Policy Content 
 
1. Leave Entitlement 
 

1.1. Employees can have two weeks of unpaid leave each year for military leave.  These 
weeks can be taken together or separately, as required. 

 

 

 
Military Service Leave Policy 
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1.2. Should the employee’s scheduled Roster Day fall in the period of Military Leave, the 
roster day will be counted as having been taken on the day it falls.  Roster days cannot 
be accrued while on Military Leave. 

 
1.3. Employees can combine unpaid Military Leave, Annual Leave and Long Service Leave 

in the same period of leave.  For example two weeks of unpaid Military leave followed 
immediately by two weeks of annual leave, for a total leave period of four weeks. 

 
1.4. Employees can apply to be granted unpaid Military leave of longer than two weeks, for 

special camps, courses or schools.  Such requests are to be made in writing to their 
Director, for approval by the Chief Executive Officer. 

 
2. Applying For Military Service Leave 
 

2.1. Employees must apply on the Application for Leave Form and mark the leave 
requested as being for Military Service. 

 
2.2. Applications for Military Leave must be made at least two weeks prior to the desired 

date of leave.  Early application to give a longer period of notice is always 
recommended. 

 
2.3. Approval for military service leave for a specific period will always be subject to Council 

work schedules and staff availability. 
 
3. Council Payment For Military Service Leave 
 

3.1. The Australian Army, Navy and Airforce Reserve Forces pay their members according 
to the rank and position held by the member, for the Military Service leave period. 

 
3.2. Where the Service Pay is less than the employee’s ordinary rate of pay with the 

Council, the Council will make up the difference.  
 

3.3. Service Pay includes all payments received by the employee from the Army, Navy or 
Airforce Reserve Forces for their service during the period of Military Leave.  Service 
pay shall include the payment for any day or days, covering Monday to Sunday of the 
week or weeks taken on Military Leave. 

 
3.4. When the employee attends camps, courses or schools on Annual Leave or long 

Service Leave, they will receive their normal pay and annual leave loading for the 
Annual Leave period.  The Service Pay provided by the Army, Navy and Airforce 
Reserve Forces will be additional and separate earnings.  There will be no entitlement 
for a make up in pay, due to the Service Pay being less than the employee’s ordinary 
rate of pay, when on Annual Leave or Long Service Leave. 

 
3.5. Military service leave shall be exclusive of any statutory / public holiday occurring 

during the period when military service leave is taken. Such statutory / public holidays 
shall be paid at ordinary time rate. 

 
4. Applying For Make Up In Pay 
 

4.1. When an employee is paid Service Pay less than the employee’s ordinary rate of pay 
with the Council, the employee must advise the payroll department in writing that they 
are entitled to a make up in pay. 
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4.2. This advice must include a copy of the pay docket or receipt issued by the Army, Navy 
and Airforce Reserve Forces for the period claimed.  This documentation will allow the 
payroll department to calculate and approve the amount to be paid. 
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Policy Category: Human Resources 
Policy Number: 38 

Date Adopted: 5 October 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  
Related Document/s:  

Responsible Officer: Manager Human Resources 

 
 
Purpose  
 
The objective of this policy is to ensure that Council employees can participate in emergency 
responses as members of voluntary organisations without loss of pay.  The Policy provides for a 
period of paid leave to support Council employees who are involved with voluntary 
organisations that are required to respond to emergency situations, such as the Rural Fire 
Service and State Emergency Services. 
 
 
Scope 
 
This policy covers all employees of the Southern Downs Regional Council who have formally 
advised Council that they are registered as a voluntary worker with a recognised emergency 
service organisation. 
 
 
Policy Content 
 
That as a matter of Policy: 
 
1. Employees wishing to participate in this policy should advise their Director in writing that 

they are registered as a volunteer worker with a recognised emergency service 
organisation. 

 
2. Employees covered by this policy shall be allowed up to five (5) days paid leave per year 

non cumulative for the purposes of responding to emergent situations in a voluntary 
capacity. 

 
3. Additional leave beyond the scope of this policy is subject to negotiation with the relevant 

Director on the following basis: 
 

 

 
Volunteer Emergency Service Leave Policy 



Page 2 of 2 

3.1. that consideration is given to the nature of the position which the employee holds within 
the emergency service organisation; 

 
3.2. that in the case of Rural Fire Brigades, the provisions of Section 2 above in respect of 

the non-cumulative nature of the leave may be relaxed by the Director having regard to 
the severity of the fire season within a particular year. 

 
4. Where an employee is called out by the Emergency Service Organisation to an emergency 

they should advise their immediate Supervisor as soon as practicable of this requirement. 
 

5. Claims for paid time off in accordance with this policy should be submitted by the employee 
to their Supervisor for Manager approval. 
 

6. Staff with a Commuter Use Council Vehicle 
 

6.1. In the situation where a recognised volunteer receives an emergency call out during 
working hours, it is permissible for the employee to proceed to the base in their Council 
vehicle. 

 
6.2. In the situation where a recognised volunteer receives an emergency call while at 

home, and the employee’s personal vehicle is unavailable, it is permissible for the 
employee to travel to the base in their Council vehicle. 

 
6.3. In both situations permission should be sought from the relevant Manager prior to using 

the vehicle, or if called out after hours at the earliest opportunity on the next working 
day. 

 
6.4. Routine visits to the base should at all times be made in the employee’s private vehicle. 
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Policy Category: Human Resources 
Policy Number: 39 
Date Adopted: 5 October 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s: Volunteer Enrolment Form 

 Volunteer Site Induction Acknowledgement Form  

Responsible Officer: Manager Human Resources 
 
 
Background  
 
Volunteers enhance the Southern Downs Regional Council by offering 
 
• enthusiasm and commitment 
• willingness to contribute 
• desire to learn and utilise new skills in their capacity as volunteers 
 
Southern Downs Regional Council offers our volunteers 
 
• the opportunity to work with committed and enthusiastic staff 
• the chance to learn new skills 
• the opportunity to contribute substantially to the community 
• the opportunity to work with other committed volunteers 
 
  
Purpose  
 
The purpose of this policy is to outline the process for recruiting volunteers and the rights and 
responsibilities of the volunteer and employer under these circumstances.  
 
Policy Content 
 
1. VOLUNTEERS 
 

1.1. Will not be asked to perform any duties which require qualifications or for which 
performance criteria exist.  

1.2. May wish to assist in a variety of areas. 
1.3. Will not be paid any money. 

 

 
Volunteer Policy 
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1.4. Are not regarded as internal applicants for vacant positions within the Council under the 
terms and guidelines of Council’s Recruitment and Selection Policy. 

 
2. RECRUITMENT OF VOLUNTEERS  
 
Volunteers may be recruited through 
 

2.1. Notices in the relevant areas  
2.2. Word of mouth 
2.3. Formal recruitment drives 

 
3. INDUCTION 
 
All volunteers will be asked to participate in an induction programme, which will include 
 

3.1. An orientation to the appropriate area 
3.2. Training in procedures 
3.3. Review of the Volunteer Policy 

 
4. INSURANCE 
 

4.1. To be covered by Council Insurance Policies volunteers must be between the ages of 
12 and 80. 

4.2. Volunteers are covered for accident and personal injury. Council’s personal loss and 
indemnity insurance is extended to volunteers. 

4.3. Under current legislation, unpaid volunteers are not eligible for Workers’ Compensation. 
 

5.  TERMINATION OF ARRANGEMENTS 
 

5.1. The volunteer has the right to withdraw from services at any time; however, prior notice 
is appreciated. 

5.2. The appropriate Manager may terminate a volunteer’s responsibility if the volunteer fails 
to honour the policies and procedures of the Southern Downs Regional Council. 

5.3. The appropriate Manager may terminate the arrangement if operational considerations 
indicate the necessity. 

5.4. A letter of appreciation, detailing the duration of voluntary service will be sent out to all 
volunteers who have resigned their volunteer work with the Southern Downs Regional 
Council or have had their voluntary service terminated. 

 
6. PROCEDURES 
 

6.1. All volunteers are required to complete the following: 
 

• Enrolment form (see related documents). 
• Workplace Health and Safety Site Induction (see related documents). 
• Daily time sheet. Time Sheets will be held by the appropriate Manager. 

 
6.2. No volunteer will be utilised until all paperwork is completed. 
6.3. The appropriate Manager is responsible for arranging a roster of times and duties for 

each volunteer. 
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7. DRIVING COUNCIL VEHICLES 
 
7.1. Volunteers driving Council vehicles must provide proof of a current, clean driver’s 

licence.  Any volunteer with a history of traffic offences or own fault vehicle accidents 
must declare this history before assuming duties using Council vehicle.  

7.2. It is expected that volunteers will drive responsibly and ensure that vehicles are left in a 
clean and tidy condition. 

 
7.3. Volunteers are also covered by Council Insurance Policies while participating in 

necessary direct travel to and from volunteer work using their own vehicle. 
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Policy Category: Human Resources 
Policy Number: 40 
Date Adopted: 5 October 2009 
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s:                     Workplace Health & Safety Policy, Personal Protective     
Equipment Policy, Corporate Uniform Administrative Policy  

 

Responsible Officer: Manager Human Resources 
 
 
  
Purpose  
 
The purpose of this Policy is to document the uniform entitlements of the corporate staff for the 
purchase of corporate uniform. 
 
This policy does not address items utilised for Personal Protective Equipment (PPE), eg items 
of apparel such as hats, safety glasses, ear protection, overalls etc (refer to Safety Handbook). 
 
 
Scope 
 
This Policy applies to employees working in Administration, Customer Service and the Library.  
 
 
Policy Content 
 
ADMINISTATIVE STAFF 
 
Council grants a 50% subsidy (maximum $300) per annum, to every administrative employee of 
the Southern Downs Regional Council for the purchase of a corporate uniform. This includes 
Customer and Administration Service staff that are based in specific Directorates and not 
required to work on the front counter. The corporate uniform is not compulsory however 
appropriate business attire should be worn. 
 
This financial entitlement is for uniforms purchased from Council’s Preferred Supplier and 
Action Graphics. 
 

 

 
CORPORATE UNIFORM POLICY 
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ADMINISTATIVE STAFF – PERMANENT PART TIME 
  
Council grants a 50% subsidy (maximum $150) per annum, to every permanent part time 
administrative employee of the Southern Downs Regional Council for the purchase of a 
corporate uniform. This includes Customer and Administration Service staff that are based in 
specific Directorates and not required to work on the front counter. The corporate uniform is not 
compulsory however appropriate business attire should be worn. 
 
This financial entitlement is for uniforms purchased from Council’s Preferred Supplier and 
Action Graphics. 
 
 
CUSTOMER SERVICE & LIBRARY STAFF - PERMANENT 
 
The corporate uniform is compulsory and shall be worn at all times whilst working for the 
Southern Downs Regional Council.  The corporate uniform shall be worn in full and not mixed 
with any other items of clothing. 
 
Council grants a maximum of $600 per annum for every Customer Service Officer required to 
work on the front counter and Library Staff member for the purchase of their corporate uniform. 
 
Following Two Years Service 
Council grants a maximum of $300 per annum for every Customer Service and Library Staff 
member for the purchase of their corporate uniform. 
 
This financial entitlement is for corporate uniforms purchased from Council’s Preferred Supplier 
and Action Graphics. 
 
 
CUSTOMER SERVICE & LIBRARY STAFF – PERMANENT PART TIME 
 
The corporate uniform is compulsory and shall be worn at all times whilst working for the 
Southern Downs Regional Council.  The corporate uniform shall be worn in full and not mixed 
with any other items of clothing. 
 
Council grants a maximum of $300 per annum for every Customer Service Officer required to 
work on the front counter and Library Staff member for the purchase of their corporate uniform. 
 
Following Two Years Service 
Council grants a maximum of $150 per annum for every Customer Service and Library Staff 
member for the purchase of their corporate uniform. 
 
This financial entitlement is for corporate uniforms purchased from Council’s Preferred Supplier 
and Action Graphics. 
 
 
CUSTOMER SERVICE AND LIBRARY STAFF – CASUALS 
 
The corporate uniform is compulsory and shall be worn at all times whilst working for the 
Southern Downs Regional Council.  The corporate uniform shall be worn in full and not mixed 
with any other items of clothing. 
 
Council grants a maximum of $150 per annum for every Casual Customer Service Officer who 
works at the front counter and Library Staff member for the purchase of their corporate uniform. 
 



Page 3 of 3 

Following Two Years Service 
Council grants a maximum of $75 per annum for every Casual Customer Service and Library 
Staff member for the purchase of their corporate uniform. 
 
This financial entitlement is for corporate uniforms purchased from Council’s Preferred Supplier 
and Action Graphics. 
 
 
TEMPORARY ADMINISTRATIVE STAFF (including Temporary Customer Service Staff)  
 
Council grants a 50% subsidy (maximum $300) per annum, to temporary administrative 
employees (including temporary customer service staff) of the Southern Downs Regional 
Council for the purchase of a corporate uniform.   The corporate uniform is not compulsory 
however appropriate business attire should be worn.  
 
Temporary Administrative Staff (including temporary customer service staff) are entitled to one 
financial year allocation during their service with Council. 
 
This financial entitlement is for corporate uniforms purchased from Council’s Preferred Supplier 
and Action Graphics. 
 
 
ALL OTHER CASUALS 
 
No financial assistance shall be provided for any casuals other than those outlined in this policy. 
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Policy Category: Human Resources 
Policy Number: 41 
Date Adopted: 5 October 2009  
Date to be Reviewed:  
Date Reviewed:  
Date/s Amended:  
Date Rescinded:  

Related Document/s: Workplace Health & Safety Policy 
 Personal Protective Equipment Policy 

Responsible Officer: Manager Human Resources 
 
  
Purpose  
 
The purpose of this Policy is to document the uniform entitlements of WIRAC staff and outline 
the responsibilities of both the Council and the employee for the purchase and use of the 
Warwick Indoor Recreation and Aquatic Centre Uniform. 
 
This policy does not address items utilised for Personal Protective Equipment (PPE), eg items 
of apparel such as hats, safety glasses, ear protection, overalls etc (refer to Safety Handbook). 
 
 
Scope 
 
This Policy applies to employees working at the Warwick Indoor Recreation and Aquatic Centre 
(“WIRAC”). 
 
 
Policy Content 

 
The WIRAC Uniform is compulsory and shall be worn at all times whilst working for the 
Southern Downs Regional Council.  The uniform shall be worn in full and not mixed with any 
other items of clothing.  Uniform items shall be replaced on a wear and tear basis only, during 
any one financial year. 
 
  
FULL TIME PERMANENT CUSTOMER SERVICE OFFICERS  
 
All Customer Service Officers at WIRAC will be issued with four (4) shirts on commencement.  
Pants and/or skirts are to be purchased from Council’s Preferred Supplier.  
 
Council grants a maximum of $300 per annum for every Customer Service Officer for the 
purchase of pants and/or skirts.   

 

 
WIRAC UNIFORM POLICY 
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Following Two Years Service 
 
Council grants a maximum of $150 per annum for every Customer Service Officer for the 
purchase of pants and/or skirts. 
 
This financial entitlement is for pants and/or skirts purchased from Council’s Preferred Supplier.  
 
FULL TIME PERMANENT STAFF 
 
One jacket  
Four shirts 
Three shorts 
 
PERMANENT PART-TIME STAFF 
 
One jacket 
Three shirts 
Two shorts 
 
CASUAL STAFF WORKING MORE THAN 15 HOURS PER WEEK 
 
Three shirts 
Two shorts 
 
CASUAL STAFF WORKING LESS THAN 15 HOURS PER WEEK 
 
One or two shirts (depending on hours worked) 
One short 
 
LEARN TO SWIM STAFF 
 
Will be issued with two Learn-to-Swim shirts (if teaching learn to swim classes)   
 
LIFE GUARD STAFF 

 
Will be issued with two Life Guard shirts. 
 
Or an equivalent combination appropriate to job duties. 
 
 
ALL OTHER CASUALS 
 
No financial assistance shall be provided for any casuals other than those outlined in this policy. 

 




