Workplace Analysis Toolkit

Level 1

Your organisation is reporting for the first time

OR

Your organisation has reported before and wants more information to make your EOWA program and report more comprehensive.
How to get the most out of this toolkit

If you are using this kit for the first time we recommend you follow the process in order.  By answering the questions in each segment you will be doing a thorough workplace analysis and will identify the most relevant issues for action for your Workplace Program.

The analysis questions are designed to meet your needs, however links are provided to level 2 (more complex) questions. 

Contents
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Analyse information received through employee consultation

Analyse your HR policies and practices relevant to the 7 Employment Matters

Analyse Qualitative Information 



Level 1

Employee Consultation





 

Why Consult?

· It is a requirement of the Act;

· It assists you in finding out about your workplace;

· It helps identify equal opportunity issues for women;

· It involves employees and employee representatives;

· It enables employees to participate in decisions;

· It enables employees to share responsibility for action;

Step 1

Gather workplace information

 Methods recommended for organisations at this level are

· Staff Surveys

· Consultative Committees  (Employer and Employee)

· Exit interviews

· Issues raised in staff meetings

Step 2              Analyse qualitative information

· Read through all information and note issues which are raised by a number of staff.

· Highlight issues relating to the seven employment matters.

· Collate information which refers to these issues.

· Note numbers of staff who raised each issue.

· Consider the impact of the issues raised by staff on your business outcomes.  

Issues raised by a significant number of employees indicate that action is required

Analyse your Workplace Profile 




Level 1

Step 1 
Complete a Workplace Profile

For a Customised Workplace Profile format for your industry
http://www.eowa.gov.au/Developing_a_Workplace_Program/Six_Steps_to_a_Workplace_Program/Step_1/Workplace_Profile_Tables.asp
Step 2

Fill in the employee numbers.

Fill in the percentages of men and women in each segment.

Highlight any segments of your profile where the percentage of women shows significant difference from the percentage of women in your overall workforce and investigate the reasons.

Step 3

Answer the following questions

Look at the percentages of men and women in each segment.

· What is the percentage of women in the overall workforce?

· Is this percentage consistent at all levels?
YES   NO

· Is this percentage consistent across full time, part time and casual staff?
YES   NO

· Highlight the segments of your profile where the percentage of women shows significant difference from the percentage of women in the overall workforce.

Step 4

Research the reasons for these differences. 
Data from Employee Surveys, Exit Interviews, Focus Groups, Employee Groups, numbers and types of complaints and grievances may highlight areas where there are barriers to women.

If you answered NO answers to any of these questions it may indicate issues for women 

Analyse Statistical Information
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Step 1

 Answer the following questions

	Do you keep statistics on the number of women and men who


	YES  NO

	Apply for positions? And the positions they apply for?
	

	Are shortlisted?
	

	Are appointed? And the positions they are appointed to?
	

	Accept positions?
	

	
	

	Apply for transfer?
	

	Are transferred?
	

	Are identified as “high potential”?
	

	Are promoted and work full time?
	

	Are promoted and work part time?
	

	Are in supervisory/management positions?
	

	
	

	Exit the organisation?
	

	Attend Training Courses?
	

	Access on the job training?
	

	Access supervisory/management training?
	

	Have skills and qualifications required by your organisation? 
	

	
	

	Work full time?
	

	Work casually or on contract?
	

	Work a regular pattern of hours similar to permanent staff?                
	

	Work flexible hours?
	

	
	

	Are on award salaries and conditions?  
	

	Are on non-award salaries and conditions?
	

	Have received remuneration increases in the last 12 months?      
	

	Have received Induction training on sex-based harassment?           
	


	Do you keep statistics on the number of women who


	YES NO

	Have notified their intention to take / are on parental leave?
	

	Return / do not return from parental leave?
	

	Work flexibly / part time after parental leave?
	

	Combine breast-feeding / expressing milk and work?    
	


Do your statistics show that you have resolved all issues?

If you answered NO to any of these questions it may hinder you in addressing issues for women 
Step 2
Seek qualitative information from your consultation processes to find out employees’ views of these issues.

Review Employment Policies and Practices 

Level 1

Why review policies and practices?

· It can provide reasons for issues highlighted in Workplace Profile;

· It can provide reasons for issues raised in analysis of HR statistics;

· It can provide reasons for issues raised in Employee Surveys;

· To incorporate leading edge practices;

· To implement responsible risk management.

What policies and practices require review under the Act?

· Recruitment and appointment procedures, selection criteria;

· Promotion, transfer and termination of employment;

· Training and development;

· Work organisation;

· Conditions of service;

· Arrangements for dealing with sex based harassment

· Arrangements for dealing with pregnancy, or potentially pregnant employees and employees who are breastfeeding their children. 

Review Employment Policies and Practices
      Level 1

Employment Matter 1



Recruitment, Selection, Appointment and Engagement

The equity of an organisation’s recruitment and promotion policies impacts on the level of access women have to different occupations, areas and levels within that organisation.

Equitable policies and practices in recruitment and selection ensure that the best person for the job is chosen and that the organisation gains the person with the skills and abilities most appropriate to its needs.

Answer the following questions 



  

  Yes      No    Don’t











           Know
	Are your recruitment processes transparent and accessible to a diverse pool of candidates?
	
	
	

	Are these processes delivering you a diverse range of successful job candidates, including women?
	
	
	

	Does your organisation have formal written policies on how to advertise, review applications, short-list for interview, conduct interviews and select the most appropriate candidate?
	
	
	

	Does your organisation recruitment and selection processes meet anti discrimination legislation guidelines? 
	
	
	

	Does your organisations interview questions meet anti discrimination legislation guidelines?
	
	
	

	Have staff involved in recruiting received training on how to recruit equitably and on merit?
	
	
	

	Are you advertising to attract applications from both men and women?
	
	
	

	Is every candidate assessed against the same criteria?
	
	
	

	Do all job descriptions reflect the real requirements of the job, rather than describing the person who filled the job previously? 
	
	
	

	Does information received via employee consultation confirm the equity of your recruitment and selection process?
	
	
	


If you answered No or Don’t Know to any of these questions it may indicate issues for women 

Review Employment Policies and Practices
       Level 1

Employment Matter 2



Promotion, Transfer and Termination of Employment

Developing and implementing formal policies on promotion and transfer opportunities ensures that all employees in the workplace have equal access to these opportunities.

Determining why employees leave an organisation is also an important part of monitoring the effectiveness of career development and promotion policies.

Answer the following questions


        


        Yes    No    Don’t








                                                              Know

	Are employees aware of the policies on transfer and promotion?
	
	
	

	Are your employees being promoted and transferred according to your policy?
	
	
	

	Are transfers and promotions made on the basis of merit rather than seniority or convenience?
	
	
	

	Are women provided with the same promotion and transfer opportunities as men?
	
	
	

	Are women promoted in the same proportion as they are represented at lower levels?
	
	
	

	Are women promoted in the same proportion as men?
	
	
	

	Have you identified women who are (and are not) interested in promotion?
	
	
	

	Are women leaving the organisation at a greater rate than entering?
	
	
	

	Do women leave your organisation at the same rate as men?
	
	
	

	Does your organisation have a process for capturing information from staff who leave voluntarily? (eg exit interview )
	
	
	

	Have you planned to address the issues the exit interviews have raised? 
	
	
	

	Does information received via employee consultation confirm the equity of your promotion, transfer and termination processes?
	
	
	


If you answered No or Don’t Know to any of these questions it may indicate issues for women 

Review Employment Policies and Practices
        Level 1

Employment Matter 3



Training and Career Development

Training and Career Development is an important aspect of employment as it ensures employees are able to contribute to the organisation as productively as possible. 

The provision of equitable training and development opportunities assists all employees to improve their skills and qualifications and gain access to different positions and promotional opportunities within the organisation.

Answer the following questions         



      
      Yes     No    Don’t
                                                                             





  Know
	Does your organisation do a Training Needs Analysis?
	
	
	

	Do all staff participate in a formal Induction program?
	
	
	

	Is there a formal Performance Management System in place? 
	
	
	

	Does it apply to all staff?
	
	
	

	Does your organisation have written and formal policies relating to training and career development?
	
	
	

	Are all employees informed of your training and career development policies?
	
	
	

	Do all employees have equal access to training?  (How Does your organisation know this?)
	
	
	

	Does your organisation use a variety of methods to notify employees of training that is available?
	
	
	

	Is training conducted within normal business hours?
	
	
	

	Have you identified women who are (and are not) interested in career opportunities?
	
	
	

	For those women who said they are not interested, have you fully investigated the reasons why? 
	
	
	

	Do women have access to leadership, management, supervisory training in the same proportions as they are represented your workforce?
	
	
	

	Do women access training in a proportion that reflects the total number of women employed?
	
	
	

	Are women employed in a broad range of jobs and levels of responsibility and not clustered in a narrow range of jobs that have become known as “women’s” jobs?
	
	
	

	Does your organisation keep statistics on the career progression of staff who have worked periods of part time work? 
	
	
	

	Is career progression for this group similar to staff who have always worked full time?
	
	
	

	Does information received via employee consultation confirm the equity of your training and career development process?
	
	
	


If you answered No or Don’t Know to any of these questions it may indicate issues for women 

Review Employment Policies and Practices
       Level 1

Employment Matter 4



Work Organisation

Work Organisation refers to the way you organise your workplace.  This could include the ways in which you are dividing up men’s work and women’s work, job redesign, part time work, full time work, casual and contract work and any work/life balance/flexible work practices.
                                                                                                                                                        Answer the following questions


      


      Yes     No    Don’t
              Know
	Does your organisation have written policies relating to work organisation, flexible work practices (eg flex time, working from home) and work/life balance? 

Are all staff and managers aware of them?
	
	
	

	Do staff have a written contract of employment which states their working hours?
	
	
	

	Are part-time and casual/contract staff kept informed of company policies and procedures?
	
	
	

	Do any of your staff work from home?
	
	
	

	Does your organisation have job share arrangements?
	
	
	

	Do any of your staff work flexible hours?
	
	
	

	Are managers trained on how to implement and manage flexible working?
	
	
	

	Does your organisation keep statistics on the usage rate of these individual policies for men and for women? 
	
	
	

	In recruitment advertising, Does your organisation state that your organisation offers flexible work arrangements?
	
	
	

	Are employment conditions for casual / contract staff consistent with relevant awards and agreements?
	
	
	

	Is the length of service of casual employees the same or similar to that of full time employees?
	
	
	

	Are long-term casuals and temporary staff members offered the opportunity to become full time staff?
	
	
	

	Are long-term casuals and temporary staff members offered the opportunity to become permanent staff?
	
	
	

	Do staff working part time or flexibly get promoted? 
	
	
	

	Are part time and job sharing opportunities available?
	
	
	

	Are women returning from parental leave?
	
	
	

	Do they return part time?
	
	
	

	Are work loads for part time workers realistic?
	
	
	

	Does your organisation keep statistics on the career progression of staff who have worked periods of part time work? 
	
	
	

	Is career progression for this group similar to staff who have always worked full time?
	
	
	

	Does information received via employee consultation confirm the equity of your work organisation processes?
	
	
	


If you answered No or Don’t Know to any of these questions, it may indicate issues for women 

Review Employment Policies and Practices
       Level 1

Employment Matter 5



Conditions of Service

Conditions of Service refers to pay and other employee benefits including leave.  Where organisations are committed to eliminating inequity of salary and benefits, they can reduce the 
risk of losing talented staff to other organisations and potentially a discrimination complaint.
Answer the following questions
     

     Yes       No   Don’t        

                                                                                                                        Know
	Are men and women paid equitably including bonuses and benefits? How Does your organisation know this?
	
	
	

	Is the access to paid overtime similar for men and women? 
	
	
	

	Are there similar usage rates for men and women?
	
	
	

	Are bonuses allocated equitably on the basis of performance and requirements of the job?
	
	
	

	Does your organisation conduct a regular gender pay equity analysis?
	
	
	

	Do casual and temporary employees have comparable conditions of service to full time and permanent employees?
	
	
	

	Do staff know what benefits your organisation offers in addition to salary?
	
	
	

	Does your organisation offer an Employee Assistance Program?
	
	
	

	Are pregnant women and women on parental leave included in pay review processes?
	
	
	

	Does your organisation offer paid parental leave?
	
	
	

	Are employment conditions for casual/contract staff consistent with relevant awards and agreements?
	
	
	

	Does information received via employee consultation confirm the equity of your conditions of service?
	
	
	


If you answered No or Don’t Know to any of these questions it may indicate issues for women 

Review Employment Policies and Practices
       Level 1

Employment Matter 6



Arrangements for Dealing with Sex Based Harassment

Sex-based harassment can be non-sexual or sexually related behaviour that offends, humiliates or intimidates and is not wanted and not returned.  Sexual harassment is illegal and is the most frequent form of employment related sex discrimination. The employer is ultimately responsible for ensuring a harassment free workplace.  Examples of sex-based harassment can include:
· Sexist material that is displayed publicly, circulated, or put in someone’s workspace or belongings, or on a computer or fax machine

· Verbal abuse or comments aimed at a person or group because of their gender

· Sexually offensive gestures

· Ignoring, isolating or segregating a person or group because of their gender

· Referring to a person who is trans gender by their previous name or gender

· Staring, unwelcome wolf whistling or leering in a sexual manner

· Sexual or physical contact, such as slapping, kissing or touching

· Intrusive questions about sexual activity

· Sexual assault

· Repeated sexual invitations when the person has refused a similar invitation before   

Answer the following questions 





        Yes     No   Don’t




           



                    

    Know
	Are there clear, written policies in place outlining what is or isn’t acceptable behaviour?
	
	
	

	Is there an internet policy referring to the accessing or emailing of offensive material?
	
	
	

	Have your policies been signed by your CEO and received by everyone in your workplace?
	
	
	

	Are your policies on Sex Based Harassment accessible to non English-speaking staff and staff with low levels of literacy?
	
	
	

	Is the Sex Based Harassment policy read, discussed, understood and signed at the Induction of all staff members? 
	
	
	

	Are all managers and staff trained in harassment prevention and grievance handling procedures regularly?
	
	
	

	Does your organisation have an easy to use and trusted complaints procedure?
	
	
	

	Has the complaints procedure been communicated to all staff?
	
	
	

	Does your organisation have men and women trained as contact officers?
	
	
	

	Do staff know who they are?
	
	
	

	Have you monitored your harassment prevention strategies? Are they are working effectively?
	
	
	

	Do your managers demonstrate and encourage appropriate behaviour?
	
	
	

	Do your employees feel comfortable raising sexual harassment issues?
	
	
	

	Does information received via employee consultation confirm the equity of your arrangements for dealing with sex based harassment?
	
	
	


If you answered NO or Don’t Know to any of these questions it may indicate issues for women 

Review Employment Policies and Practices
       Level 1

Employment Matter 7



Arrangements for Dealing with Employees who are Pregnant, Potentially Pregnant or Breastfeeding their children

Developing and implementing formal policies on pregnancy, potential pregnancy and breastfeeding ensures that all employees in the workplace have equal access to these arrangements.

Determining why employees leave an organisation is also an important part of monitoring the effectiveness of these policies.

Answer the following questions

      



       Yes   No   Don’t 
Know
	Does your organisation’s anti discrimination policies include pregnancy discrimination?
	
	
	

	Do your organisation’s certified agreements provide adequate protection for pregnant and potentially pregnant employees?
	
	
	

	Are employees aware of harassment and inappropriate behaviour in relation to pregnant women?
	
	
	

	Have all employees been advised of their rights and responsibilities in relation to pregnant and potentially pregnant women?
	
	
	

	Do women who are pregnant or potentially pregnant have equal opportunities for promotion, transfer and training?
	
	
	

	Does the workplace support pregnant employees working part time?
	
	
	

	Are your staff and managers aware that your casual employees who are pregnant or potentially pregnant, have the same rights under the Sex Discrimination Act as permanent employees?
	
	
	

	Are your recruitment and selection procedures free from discrimination in relation to pregnant or potentially pregnant applicants?
	
	
	

	Are pregnant employees provided with the opportunity for reasonable alternate equipment and work environments to protect their health and safety?
	
	
	

	Does your organisation comply with occupational health and safety standards relating to the creation of a safe working environment for pregnant or potentially pregnant employees?
	
	
	

	Are pregnant employees able to use their sick leave to attend medical appointments associated with their pregnancy?
	
	
	

	Does your workplace have a safe, clean and private room for women who are breastfeeding to express and safely store breast milk?
	
	
	

	Does information received via employee consultation confirm the equity of your arrangements for dealing with employees who are pregnant, potentially pregnant or breastfeeding?
	
	
	


If you answered No or Don’t Know to any of these questions it may indicate issues for women 

What else do I analyse?

Consider these questions in relation to your workplace.

What is working well for women here?

What needs to be improved so that more women achieve their potential?

Congratulations!

You have now completed your Workplace Analysis of the seven employment matters as required by the legislation.

What do I do next?

Step 1  Prioritise your issues for action.

· Go back through your analysis and highlight all the areas where you have answered No or Don’t Know to questions.

· This will highlight the issues which may be creating barriers to the advancement of women.

Step 2  Determine the issues which have most impact on your business.

Step 3  Decide which actions you will address in your Workplace Program over the next year.    
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