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	1.0 INTRODUCTION TO ITC


1.1
HISTORY OF THE COMPANY

ILLAWARRA TECHNOLOGY CORPORATION (ITC) is the largest of the University of Wollongong’ s unlisted public company subsidiaries, consisting of more than 200 (full-time equivalent) employees.  The ITC Group has significant operations in Wollongong, Sydney, Dubai (UAE), Rochester (UK subsidiary), Dili (East Timor), Batam (Indonesia) and Vientianne (Laos).

As a University subsidiary, ITC is required to operate as an independent commercial entity and is overseen by a commercially-experienced board of directors appointed by the Council of the University.  

The University of Wollongong is ITC’s shareholder and partner.  ITC is an important financial contributor to all areas of the University, including faculties and scholarships.    This is achieved through the application of commercial disciplines in the entrepreneurial areas of operations.
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1.2 HOW DOES INDUCTION WORK IN ITC?

Step 1:
Information Pack

An Employee Information Pack is provided containing all the necessary forms for completion and return, to enable your payments to commence, access to systems etc.

Step 2:
Workplace Introduction and Familiarisation

On commencement, you will be introduced to your work environment via:



Day One

a) a brief overview of emergency procedures, administrative requirements etc. 

b) familiarisation tour of the location of facilities 

c) introduced to various members of your team

Within Week One

d) outline of Job and Performance expectations/processes etc.

e) Training and Development requirements 

Step 3:
Attendance at a general Induction Session

General induction sessions are held bi-monthly for all new employees.  Further opportunities are provided at this event for employees to ask questions and learn about ITC in a relaxed and informative session.  
[image: image1.wmf]

	2.0 QUALITY MANAGEMENT SYSTEM


2.1 GENERAL

To develop and maintain a commercial  advantage in its operations ITC has developed systems and operating procedures which comply with AS/NZS – ISO 9001.   These are outlined in relevant Quality Management System Policy and Procedure Manuals and Form Control Registers (Red Folders), located in each Division. 

Certification is through Lloyds Register Quality Assurance and 6-monthly audits are conducted to ensure accreditation is maintained.

All employees are required to act within the requirements of ITC Quality Management System Policies and Procedures as a minimum and are also encouraged to actively participate in the ongoing development of these by contributing ideas and recommendations for system and process improvements.

Please refer to your Business Unit Representative (BUR) in your Division if you require any assistance or information in this regard.


NOTE:
All Policies and Procedures referenced in this booklet are located in these Manuals and are available Online

	3.0 HEALTH, SAFETY AND ENVIRONMENT


3.1 GENERAL

It is the policy and responsibility of the Corporation to provide a safe and harmonious working environment, to protect employees from injury and safeguard their health.  As an employee of ITC, you are expected to assist with the implementation of this policy throughout the workplace and set an example by observing all safety rules and procedures.  Your suggestions to improve any aspect of safety and the working environment are always welcome and you are invited to discuss this with your Supervisor and/or Manager.

ITC has an active Occupational Health and Safety Committee, which meets on a regular basis, with all Divisions being represented.  (Refer to the Committee Leaflet provided in your initial Information Pack)



3.2
INCIDENT AND INJURY REPORTING

All work related injuries, including journey accident injuries that are sustained travelling to or from work must be reported to your Supervisor and/or the Return-to-Work Coordinator, as soon as possible.  This allows for the injury to be treated and recorded.  Failure to report an injury as soon as practicable may jeopardise any future claim for Worker’s Compensation.

An Incident Report is to be completed for all injuries and/or “near miss” incidents and handed to your Supervisor so the matter can be investigated and recurrences avoided.

It is stressed that all incidents, no matter how minor they appear, should be reported promptly to your Supervisor.

3.3
WORKERS COMPENSATION

Under the Worker’s Compensation Act, you are entitled to compensation if you suffer an injury caused by an accident arising out of or in the course of your work with the Company, including any work undertaken overseas.  The Workers Compensation Insurer for ITC is QBE.  Contact Details are displayed on Employee Noticeboards. 

Travelling injuries involving motor transport must also be reported to the local police.

(Refer to SP-COR-11.1 Motor Vehicle procedure, for further information).

Initial Notification to Insurer of a Compensable Injury:

It is sufficient to notify the insurer of an injury by telephone, e-mail, fax or letter for payments to commence.  Notification can be done by any party.  Payments by the Insurer will commence within 7 days of initial injury notification, where all necessary information has been provided.

3.4
REHABILITATION  AND RETURN TO WORK PROGRAM

ITC is committed to the rehabilitation of injured employees and have developed a rehabilitation program to provide, in a practical way, a staged return to work of an employee incurring a lost time injury in the course of their work, back to their pre-injury job or to one of equivalent satisfaction in terms of work and wages.  (A copy of this Policy is located on the noticeboard in your respective division.  Additionally, procedures further detailing this process are outlined in SP-HRM-4.2 OHS Injury Management and Rehabilitation.

 3.5
EMERGENCY PROCEDURE 

FIRE/SMOKE


PHONE:-
0-000 

MEDICAL EMERGENCY

PHONE:-
0-000

BOMB THREAT


PHONE:-
0-000

INTERNAL EMERGENCY
PHONE:-

0-000

ARMED HOLD-UP/ROBBERY
PHONE:-
0-000

NOTIFY University of Wollongong SECURITY on 4900 (Wollongong Only)

Further information is available in the Emergency/Disaster Plan Response Guide 

Within each work area there are warning signals for an Emergency Evacuation.

If the warning alarm is sounded all employees within the area must leave the building immediately by the nearest exit point and assemble at the nearest Emergency Evacuation Assembly Point.

Each area has a Warden elected and you are required to follow instructions given by the designated Warden.

No-one is allowed to re-enter the building until the All Clear is given by the Warden.  

	4.0 TRAINING AND PERFORMANCE


4.1
GENERAL

Our employees are ITC’s key resource and to optimise their performance the Corporation provides access to Training, opportunities for Career Development and Performance Feedback.  Please refer to Competence, Awareness & Training and Staff Professional Development Assistance procedures, for further information: 

4.2
TRAINING & CAREER DEVELOPMENT

Access to training and development is available in a number of ways:

1. On the job training

2. Internal training organised by ITC

3. Internal training through the University of Wollongong Career Development Unit

4. External training seminars/courses 

5. Tertiary studies

4.2
PERFORMANCE FEEDBACK & PLANNING

Performance Reviews are conducted on an annual basis (usually December and January).  An opportunity is provided for employees to discuss and plan for any training by nominating relevant courses they wish to attend, as well as further career developments they would like to undertake.

	5.0 PRIVACY


5.1
GENERAL

ITC supports and embodies the National Privacy Principles contained in the Privacy Act 1988 (Cth).    ITC has developed its own policies and procedures designed to ensure that personal information is protected.  All employees as a condition of service are expected to become familiar with and abide by Illawarra Technology Corporation Privacy Policy and procedures. 

	6.0 HARNESSING DIVERSITY


ITC is an Equal Opportunity Employer.  To this end it is the policy of ITC to manage its operations with a positive commitment to all relevant legislation, with:

√
Legislation providing the basics

√
Quality indicating our commitment

√
“Preferred Employer” expressing our aspirations
ITC will continue to implement Equal Opportunity for Women in the Workplace Programs, via the Committee representatives and Managers, with the aims of:

· Providing equal opportunity for women in all aspects of employment including recruitment & selection, education & training, remuneration, conditions of employment and promotion

· Encouraging women to gain the necessary skills and experience to enable them to advance to the extent of their individual capabilities and aspirations, and

· Ensure all employees and applicants for employment are treated equally, fairly and according to their skills, qualifications, abilities and aptitudes.

These aims are incorporated into all management practices to ensure that the Corporation reflects emerging values on the status of women and on the need for the optimum use of the abilities of ALL people.  

	6.1 HARASSMENT AND DISCRIMINATION


The corporation considers that staff should have a supportive and focused work environment and that all people have a right to work in an environment that is free from harassment, discrimination and bullying.  Every effort is made to ensure the proper standards of conduct are maintained at all times.

All staff have a responsibility to their colleagues in maintaining an environment that values others.  Supervisors and Managers have additional responsibilities for fostering a positive work environment.

Harassment including sexual harassment, discrimination and bullying is unlawful and unprofessional conduct in a workplace.  ITC will not tolerate these behaviours. 

Refer to relevant Policies and Procedures located in the Quality Management System Policy and Procedures Manuals in each Division and Online 

	7.0 GRIEVANCE HANDLING


(Refer to Grievance Procedure (SP-HRM-3.1, Clause 3.3))

Informal process






Formal process














     or

















	8.0 WORK/LIFE BALANCE PROGRAMS



	9.0
EMPLOYMENT CONDITIONS


8.1
Terms and Conditions of Employment

All employees will be issued with a letter of appointment or contract of employment upon their commencement.  The letter details the main terms and conditions governing your employment and outlines any legislation that impacts your employment.  This letter will also outline any probationary period that will apply to your appointment.  It is important you understand your letter and the terms and conditions contained therein.

Full details of your entitlements and responsibility are further detailed in either:

· ITC Teachers’ Enterprise Agreement   OR

· Standard Terms and Conditions of Employment (F-QP-4.1.15)

Copies of these are provided to you in your initial Information Pack.

Please review these documents carefully as they outline ENTITLEMENTS relevant to your Employment, such as Remuneration and Allowances, Hours of Work, Leave etc, plus other additional benefits.



	10.0
SALARIES


10.1
Payment of Salaries
Salaries are paid Wednesdays, on a fortnightly basis by EFT.  Payslips are forwarded to each Division who are then responsible for the distribution to individual employees.  Pay period is from Monday-Sunday and weekly timesheets are required to be completed and reach the Payroll Officer by no later than Monday afternoon.

Employees can elect to have their salary paid direct to any Bank, Building Society or Credit Union.

10.2
Superannuation
ITC pays into an agreed superannuation fund.  The amount paid into this fund is guided by the superannuation guarantee legislation.  In addition, if you contribute 5% of your gross salary to superannuation, the Corporation will contribute an additional 3% to that required.   All eligible employees must join (if not already a current member) the approved Superannuation Fund(s) upon commencement of employment with ITC.  

10.3
IMPROVE THE VALUE OF YOUR SALARY

Provision is made by the Corporation for Salary Sacrifice ie. deductions from your Gross Salary (permanent employees only).  These items include:

· Superannuation Contributions

· Laptop computers (including electronic organisers and palmtops)

· Mobile telephones

· UOW Car Parking Permits

· Cars provided under a novated lease

· Childcare (only if your child attends Kids Uni)

· Professional Membership Subscriptions

These are Non-Cash Benefits which do not attract Fringe Benefits tax when sacrificed from your gross salary.

10.4 Other Salary Deductions
· Membership Fees for the University Recreation & Aquatic Centre (URAC)

· Health Funds

· Union Fees

· University Social Club

· Careflight

ALL enquiries relating to Salaries should be referred to the 

Payroll Coordinator, Human Resources Department

	11.0 YOUR WELFARE


11.1
Employee Assistance Program (EAP)

Professional and confidential counseling is offered to all employees and their immediate families, for personal or work-related problems.  Fees are met by the Corporation.

For further information, please refer to the brochure provided in your Information Pack or contact the Human Resources Department.

11.2
Security and Car Parking
Parking facilities are available on Wollongong Campus provided relevant Parking Permit Stickers are displayed.   These can be obtained from the Human Resources Department, which is located in Building 39.   The Corporation endeavours to provide adequate parking facilities but will not be responsible for any damage to or loss from cars on Campus.

Campus Security Officers are located at various areas of the Wollongong Campus and can be contacted on 4555 to act as a safety escort to your car in need.

11.3 Staff ID Card


To ensure you can access Wollongong Univerity facilities at discounted rate/s, where applicable, contact the Human Resources Department to organise your Staff ID Card. 

11.4
Commercial Facilities on Campus (Wollongong Campus only)

Facilities available include (which may vary from time to time):

	☺
Australia Post
	☺
Banking Services/ATMs

	☺
Food Outlets
	☺
Bookshop

	☺
Hairdresser
	☺
Optometrist

	☺
Physiotherapist
	☺
Printing Services (Printery)

	☺
Sports Store
	☺
Travel Service


For specific locations, please refer to the Campus Map provided in your Information Pack

11.5
Social and Sporting Activities  (Wollongong Campus only)

Activities are conducted and arranged by employees and encouraged by the Company.

Further services are available to all ITC staff through the University of Wollongong Recreation & Aquatic Centre (www.uow.edu.au/urac/).  
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OUR BUSINESS





“Entrepreneurial education, training and consulting activities which support and complement the endeavours of the University of Wollongong”











Environmentally responsible





“what we do”





Safe & Healthy Workplace








Quality Management System
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In cases of Harassment/Bullying  behaviour 


Periodic review to ensure behaviour has ceased








RESOLVED





Situation reviewed to ensure complainant satisfied with outcome	





Action as per grievance procedure





or





Matter referred to Grievance Handler or HR Manager for investigation





Matter resolved





Matter not resolved





Grievance Contact Officer contacted for advice and support





Complainant is unable or considers it inappropriate to handle it themselves or with Manager/Supervisor





Alleged person/people confronted by complainant alone or with support from Manager or Supervisor





Goes to Supervisor/Manager  for support





Complainant handles it themselves 





IMPORTANT NOTE


ITC reserves the right to review and update policies and procedures on a regular basis in line with legislative requirements and/or business needs.


While employees will be provided access to new and revised policies and procedures, it is the employees’ responsibility to ensure they keep abreast of the changes made, from time to time, to these policies and procedures.
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Note: those business units shadowed are not yet included in certification to ISO 9001





1.3	     ITC – ORGANISATIONAL CHART
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OUR VALUES











“the way we do our business”




















Respect for Privacy








POLICY 
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Manual








Economically Sustainable
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