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EOWA Employer of Choice for Women
(EOCFW) 
2010 Application Form 

(for inclusion on the 2011 EOCFW list)
EOWA Employer of Choice for Women (EOCFW)
Criteria 
Listed below are the six EOCFW criteria.   The full requirements, including a Workplace Profile and questions under each criterion in this application (from page 5), must be met in order to achieve the EOWA Employer of Choice for Women citation.  Supporting statistics must be provided for all claims made in relation to the six criteria.   
Criterion 1

An organisation must have policies in place (across the seven employment matters) that support women across the organisation. 
Criterion 2
An organisation must have effective processes (across the seven employment matters) that are transparent and gender inclusive.
Criterion 3

An organisation must have strategies in place that support a commitment to fully utilising and developing all staff, removing barriers to women. 
Criterion 4

An organisation must educate all employees (including managers, casuals and contract staff) on their rights and obligations regarding sex-based harassment including having in place:

a. a comprehensive and transparent sex-based anti-discrimination policy (covering discrimination, harassment and bullying), including an email and Intranet/Internet policy and grievance handling procedure, and

b. sex-based harassment prevention training provided at induction for all staff and all staff must have received refresher education within the last two years. 

Criterion 5

An organisation must have a gender inclusive organisational culture that is championed by the CEO, driven by senior executives and holds line managers accountable.   The organisation must:

a. include equal opportunity for women as a standing agenda item on a committee chaired by the CEO or his/her direct report; 
b. include equal opportunity for women as a standing agenda item at Executive meetings; and
c. include equal opportunity for women as a standing agenda item at Board meetings 
and;
The CEO must demonstrate: 

a. his/her commitment to staff in addressing gender pay equity and the representation of women in senior management; and
b. that s/he is a visible champion for equal opportunity for women in the organisation.
Criterion 6

An organisation must deliver improved outcomes for women and the business which must include (but is not limited to):

a. a minimum of 6 week’ paid parental leave after a maximum eligibility period of 12 months service;
b. female managers being able to work part-time;  and

c. conducting a detailed analysis of the remuneration of its entire workforce to demonstrate whether there are gender pay equity issues in their workplace.

	EOWA Employer of Choice for Women Cover Sheet
Organisations must complete the following:- 

	Name of Organisation: 


	1
	This organisation has completed and attached all the details requested in this application form.
	

	2
	The above organisation is compliant with the Equal Opportunity for Women in the Workplace Act 1999 (including organisations with a current waiver from reporting).
	

	3
	Organisations are required to advise all staff they are applying for the EOCFW citation.   Provide details in the space on the right on how your organisation has advised ALL staff you are applying for EOCFW.

	     

	
	CEO ENDORSEMENT
I,                                            the CEO of                                       fully endorse and support this application.

I agree that if the EOCFW citation is granted, it will be used in accordance with EOWA guidelines and time frames.
_____________________
                                                                                    
CEO Signature *
* EOWA requests that the actual signature of the CEO is not emailed to EOWA but kept on file at the organisation.  Please tick this box to confirm that the CEO has signed this application.   

	



a)
Complete Workplace Profile


Workplace Profile Instructions:
1. Insert your organisation’s completed Workplace Profile below, customising or adding additional occupational categories to reflect your organisation’s workplace.

2. Any profile taken since 15 October last year may be used. For example you may wish to provide the profile you used in your compliance report or application for waiver in the current year.

3. Where there are differing levels of accountability within an occupational category, it is acceptable to break them into more than one level e.g. Trades level 1, Trades level 2 so that you are comparing the salaries of like roles.

4. To ensure you include the correct data and calculate the salaries accurately, please read the notes relating to salary numbered 5-14 below PRIOR to adding your salary data to your workplace profile. 

5. Salary information needs to be total remuneration, ie inclusive of all other elements of remuneration such as performance pay, allowances, benefits (eg cars, car parking, childcare fees, additional superannuation).
6. Include numbers but do not include the salaries of board members or the CEO.

7. Include casual staff except where they are employed on an ad hoc basis (salaries of casual staff listed in this profile need to be annualised; average salaries of casual staff may be listed separately).
8. Include staff employed on contracts (their salaries need to be annualised). 
9. For staff working part-time, calculate the salary they would have earned if they were working full-time over the last year.*
10. To calculate the average female salary at each level:   add the individual salaries of all the women at that level, and then divide that total by the number of women at that level.*
11. To calculate the average male salary at each level:  add the individual salaries of all the men at that level, and then divide that total by the number of men at that level.*
12. To calculate the overall average female salary:  add the individual salaries of all the women in the organisation and then divide that total by the number of women in the organisation.*
13. To calculate the overall average male salary:  add the individual salaries of all the men in the organisation and then divide that total by the number of men in the organisation. *  

14. To calculate the gender pay gap, divide the overall average female salary (bullet-point 12 above) by the overall average male salary (bullet-point 13 above) and express as a percentage. *
15. Please note that it is not correct to express the overall average female salary or the overall average male salary as the sum of the average salaries by level and then divide by the number of levels.  This would be an average of an average, not an overall average.
*     
It is acceptable to add actual salaries and divide by full-time equivalents to get annualised average salaries. However head- 
count, not full-time equivalents, needs to be provided in the employee numbers in the profile.
Workplace Profile Format:

	Occupational category
	Full-time
	Part-time
	Casual/ Contract
	Total
	Avge salary Female Annualised#
	Avge salary Male Annualised#
	% Gender Salary Gap

	
	F
	M
	F
	M
	F
	M
	F
	M
	
	
	

	Administrative
	
	
	
	
	
	
	
	
	
	
	

	Trades
	
	
	
	
	
	
	
	
	
	
	

	Supervisors/Team leaders
	
	
	
	
	
	
	
	
	
	
	

	Professional/Technical
	
	
	
	
	
	
	
	
	
	
	

	Managers
	
	
	
	
	
	
	
	
	
	
	

	Senior Managers
	
	
	
	
	
	
	
	
	
	
	

	Executive Level
	
	
	
	
	
	
	
	
	
	
	

	CEO
	
	
	
	
	
	
	
	
	NA
	NA
	NA

	Board
	
	
	
	
	
	
	
	
	NA
	NA
	NA

	TOTAL
(Overall staff numbers/ overall gender pay gap)
	
	
	
	
	
	
	
	
	
	
	


b)
Complete information in relation to each EOCFW criterion  
Employers that are not currently EOWA Employer of Choice for Women need to complete all questions covered in the six Criteria below.

Current EOWA Employer of Choice for Women employers:  do not need to complete Criteria 1 or 2 unless policies and practices have changed significantly (should this be the case, details of those changes only need to be provided).   
	Criterion 1:    An organisation must have policies in place (across the seven employment matters) that support women across the organisation

	i)
List the organisation’s inclusive policies under each of the seven employment matters that advance women or remove barriers. The seven employment matters are found at: http://www.eowa.gov.au/Developing_a_Workplace_Program/Employment_Matter_Guidelines.asp

	

	ii)
How does the organisation ensure that all policies and practices are reviewed, evaluated and updated regularly?

	

	iii)
Please highlight any innovative practice or policy to advance women or remove barriers that has been successful for the organisation.

	


	Criterion 2:  An organisation must have effective processes (across the seven employment matters) that are transparent and gender inclusive 

	i) How does the organisation ensure its policies and processes are effectively implemented, accessed by employees and measured for their advancement of women / removal of barriers?

	

	ii) How does the organisation ensure all new policies are communicated effectively and through various communication channels?

	


	Criterion 3: An organisation must have in place strategies that support a commitment to fully utilising and developing all staff, removing barriers to women 

	i)  
Provide details below on your organisation’s Strategic Plan to advance equal opportunity for women and remove barriers in the workplace.


	

	ii)
Does the organisation’s strategy for advancing women and their representation in management / senior management include the following?  

	Yes
No*
No. of Women currently accessing program

No. of Men currently accessing program

Succession planning

Mentoring

Networking

Multi-skilling opportunities

Line management experience
(refer page 15)
Stretch assignment opportunities
(refer page 15)
Career development training/ education
Leadership development training/ education

Other strategies the organisation has in place for advancing women

If  you answered YES to  Other Strategies, above, please provide details : 

*
If you have answered NO to any of the above, you must provide reasons why these initiatives are not in place in your organisation


	iii)
Provide details of the above-mentioned career development training/education and leadership development training/education available to men and women.

	

	iv)
Do all staff and managers receive performance appraisals at least once a year?
	Yes
	No

	
	
	

	v)
Are results from the performance appraisals analysed by gender?
	Yes
	No

	v) 
	
	


	Criterion 4:    An organisation must educate all employees (including managers, casuals and contract staff) on their rights and obligations regarding sex-based harassment

	i) Organisations must have in place a comprehensive and transparent sex-based anti-discrimination policy (covering discrimination, harassment and bullying), including an Email and Intranet/Internet policy and grievance handling procedure.   Confirm this is in place by marking the box on the right.
	


	ii) Organisations must provide sex-based harassment prevention training at Induction for all staff (including management, contract staff and casual staff), and all staff (including management, contract staff and casual staff) must have received refresher education* within the last two years.  Confirm this by marking the box on the right.
* (Refresher education/training can take the form of face to face sessions, management/ employee meetings, on-line training, video presentations, email updates.)
	

	iii) Provide details of the induction training and refresher education/training offered by the organisation.

	

	iv)
Does the organisation currently have any matters relating to gender discrimination or harassment in external courts or tribunals? # 
	YES
	NO

	iv) 
	
	

	v)
If you answered YES to part iv) above, please provide details of matter/s below.  


	

	vi)
Has the organisation had any rulings made against it relating to gender discrimination or harassment over the last three years? 
	Yes
	No

	vi) 
	
	

	vii)
If you answered YES to part vi) above, please provide details of the matter/s below and detail what steps the organisation has taken to ensure this does not recur.  


	


# Organisations which have unresolved cases or rulings against them at the time the EOCFW list is finalised in February, may not be included on the list for that year.   Applicant organisations MUST contact EOWA on lodgement of this application if there is a current outstanding case or if, at any other time, a case is lodged.                    
	Criterion 5:  
An organisation must have a gender inclusive organisational culture that is championed by the CEO, driven by senior executives and holds line managers accountable

	i)
Equal opportunity for women must be a standing agenda item on a committee chaired by the CEO or his/her direct report.  Confirm this by marking the box on the right.
	

	ii)    
List the name of the committee in point i) above and the job titles of the members of this committee (including the Chair).

	

	iii)
Equal opportunity for women must be a standing agenda item at Executive meetings.  Confirm this by marking the box on the right.
	


	iv)
Equal opportunity for women must be a standing agenda item at Board (or equivalent) meetings.  Confirm this by marking the box on the right. 
	

	v)
Are the following issues included as part of the EO standing agenda items at Committee, Executive and Board meetings:

	Committee chaired by CEO or direct report

Executive meetings

Board meetings

Yes

No*
Yes

No*
Yes

No*
Gender pay equity: 
Representation of women in senior/executive management: 
Representation of women on the organisation’s Board: 


	
*
If you have answered NO to any of the options in the table in question v) above, please provide reasons why these issues are not standing items on the agenda of that particular committee/meeting agenda.

	

	vi)
The CEO must demonstrate his/her commitment to staff in addressing gender pay equity (refer Criterion 6).  How does s/he publicly demonstrate this commitment?

	

	vii) The CEO must demonstrate his/her commitment to staff in achieving appropriate representation of women in management and senior management.   How does s/he publicly demonstrate this commitment?

	

	viii)  
In addition to the above, the CEO must demonstrate that s/he not only supports equal opportunity for women by supporting HR initiatives, but is a visible CHAMPION and is driving change in the organisation.   Complete the information below.

	Question

Yes

No
Details

a)
Does the CEO mentor women? 

b)
Does s/he speak publicly on the importance of women’s advancement to the business/ organisation?

c)
Does the CEO attend meetings of the Women’s Network or Diversity Committee?

d)
Does the CEO hold his/her direct reports accountable for outcomes for women?

e)
Is the CEO visible in his/her utilisation of flexible working arrangements? 
f)
Provide details below of other actions that demonstrate to staff that the CEO is a Champion of EO for women.


	ix)  Senior executives play an important role in driving the development of a workplace culture inclusive of women and diversity.  Provide details below on the way in which senior executives in your organisation drive the inclusive culture.

	

	x)   In demonstrating how line managers are held accountable for EO for Women, answer the following:           

	
	Yes
	No
	Details

	
a)
Are EO for Women indicators included in line managers’ performance reviews?
	
	
	

	
b)
Are EO for Women indicators included in line managers’            

                       pay reviews?
	
	
	

	
c)
Provide details of other ways in which line managers are held accountable.
	


	Criterion 6:  
An organisation must deliver improved outcomes for women and the business

	Provide details below on improved outcomes for women in the following areas:

	1.
Paid Parental Leave

	i)
An EOCFW organisation must provide a minimum of 6 weeks paid parental leave after a maximum eligibility period of 12 months service.   Confirm this by marking the box on the right and providing details below.
	


	

a.
How many weeks paid parental leave does your organisation provide?  
	

	

b.
What is your organisation’s eligibility period? 

	

	2.
Part-Time Work and Flexible Working Arrangements

	i)   Does your organisation have a formal process for reviewing requests for part- time and flexible working arrangements?  
	Yes
	No

	
	
	

	ii)   
How many women and how many men requested part-time or flexible working arrangements in the last year? 
	Women
	Men

	
	
	

	iii)  
How many women and how many men were granted requests for part-time or flexible working arrangements in the last year?
	Women
	Men

	
	
	

	iv)
In EOCFW organisations, female managers must be able to work part-time.  Confirm this by marking the box on the right and providing details below.
	

	


a.
Number of part-time female managers?
	

	


b.
How many female managers requested part-time work this year?
	

	


c.
How many part-time requests from female managers were granted?
	

	
v)
How does the organisation communicate to female managers that it supports part-time work at management level as well as at non-management level, particularly after parental leave?

	 

	3.
Pay Equity 

	
i)
EOCFW organisations must analyse the remuneration data of its entire workforce to understand whether there are any gender pay equity issues in their workplace.  Confirm this analysis has taken place in your organisation by marking the box on the right and provide details below of the type of audit or analysis of male and female remuneration your organisation has undertaken and the date when it was most recently completed. .
	

	

	
ii)    
Has your organisation undertaken a formal job evaluation study (refer page 15)?  If Yes, provide details below of the type of study and the date when it was completed.
	Yes
	No

	
	
	

	

	iii)    
Is gender pay equity included in your remuneration policy as a stated objective?    If Yes, provide details below.
	Yes
	No

	
	
	

	

	          iv)  
Does your organisation have a pay equity implementation plan for addressing gender pay gaps , both by-level and overall , within your organisation?  If Yes, provide details below.
	Yes
	No

	
	
	

	

	v)  
What is your organisation’s progress in addressing gender pay equity?

	

	vi)
Does your organisation have a target for reducing the gender pay gap?     



If yes, what is your organisation’s gender pay gap target?
	Yes
	No

	
	
	

	
	          %

	  vii)
Does your organisation analyse the following by gender? If you answer YES to any of these questions, please provide details.  If you answer NO, please provide reasons why the analysis is not done.

	Yes

No

Details

Starting salaries?

Salaries on promotion?
Performance bonuses?
Elements of remuneration additional to base pay? 
Annual salary review?
    viii)    
In the table below, organisations must provide:
a) an explanation for any salary gaps  level-by-level  and overall as documented in  the Workplace Profile on page 5;   

and
b)
details of strategies and actions being taken to address pay equity issues.

Level-by-level Gaps:  (Please add as many rows as needed to account for level-by-level gaps) 
Explanation and  Analysis:

Strategy and Actions to address gaps:


Overall Gap:
Explanation and  Analysis:
Strategy and Actions to address gaps:

4.
Increasing the Representation of Women In Management 
i)
Has the percentage of female managers changed from last year?
 Increased
Decreased
Same
ii)
If so, by how much?
                   %
iii)
Does the organisation have a target for increasing female managers?

   Yes

   No

iv)
If so, what is the target?
                   %
v)          Where the percentage of female managers has decreased or remained the same, please provide an explanation: 
vi)
Has the percentage of female executive managers changed from last year?
Increased
Decreased
 Same
vii)
If so, by how much?
                   % 
viii)
Does the organisation have a target for increasing female executive managers?
  Yes
  No
ix)
If so, what is the target?

                       %
x)
Where  the percentage of female executive managers has decreased or remained the same, please provide an explanation:  
5.
Other Outcomes

Provide information below on other  improved outcomes for women in your organisation
i)
Organisations must provide details and supporting statistics below in the form of NUMBERS, not percentages, on ALL of the following:
No. of Women

No. of Men

Recruited into non-traditional roles

Promoted or recruited into line manager roles

Exited the organisation

Took parental leave (maternity or paternity leave)

Returned after parental leave full-time

Returned after parental leave part-time

Resigned after parental leave

ii)
Outline below other outcomes that have been achieved for women and the business over the past year.  



Explanations of Terminology

Stretch Assignments 

Opportunities for staff to be developed in other areas. This may include a transfer or secondment, but it also refers to staff working in their usual roles who have taken on additional developmental activities such as membership of a project team, representing the organisation in an external forum, chairing an internal committee etc. 
A formal job evaluation study 

An in-depth analysis of job roles and their components and a comparison with other job roles in the organisation to ensure each role is appropriately valued and remunerated.
Line management experience

Experience in operational management roles as opposed to support management roles (such as HR, Legal, Accounting).

	Organisational Details Cover Sheet

To be completed and attached to EACH REPORT and APPLICATION

	(This information is confidential and will be removed from any Public Report)

	1.  
ORGANISATION’S DETAILS

	Legal name of your organisation:
	

	Trading name (if applicable):
	

	Org name to go on certificate if successful:
	

	Total No. of employees:
	
	ABN:
	

	ASX Codes for Orgs listed on Aust Stock Exchange  
	

	ANZSIC Code AND Industry Description

(refer www.abs.gov.au):

	

	Postal address:
	
	State: 
	
	Postcode:  
	

	
	Switchboard  No:                                                       
	
	Facsimile No:
	

	Physical address:
	
	State:
	
	Postcode: 
	

	2.   
CONFIRM YOUR ORGANISATION’S HIERARCHY DETAILS BY COMPLETING BELOW

	 Name of the ultimate AUSTRALIAN Parent 
 Company for your organisation/s?    
	

	 List ALL organisations covered in this Report:  (if too many to list here, please attach a separate document):    
	

	
	

	
	

	
	

	Have there been changes to ANY of your organisations since your last report? (If yes, detail below):    
	YES
	
	NO
	

	Reason For Change
	Previous Org Name
	New (Current) Org Name

	a)  Change of Name:


	
	

	
	
	

	b)  Sold:
	Org Name
	Name & Contact Details of New Owner

	
	
	

	
	
	

	c)  Ceased  Trading:
	Org Name

	
	

	
	

	3.   
CONTACT INFORMATION

	
	CEO Details
	Report Contact Details

	Title (eg Ms, Mr, Dr etc):
	
	

	Family Name:
	
	

	First Name:
	
	

	Job Title:
	
	

	Telephone:
	
	

	Facsimile:
	
	

	E-mail Address (or PA for CEO):
	
	

	Postal Address (if different to above):
	
	


EOWA may send your company non-reporting related material from other organisations for the sole purpose of notifying you of relevant equal opportunity information such as lectures, events, programs or publications.  If you DO NOT want EOWA to send your Report Contact or CEO this information please advise EOWA by email at eowa@eowa.gov.au or by phone on (02) 9448 8500.  




























































Important Instructions


To be read BEFORE completing the following pages 








Listed on the following pages are the requirements and questions for a) the Workplace Profile and b) for each of the six EOCFW criteria.


So that EOWA can make an informed decision about your organisation’s status, it is important to answer ALL questions comprehensively providing detailed information supported by data/metrics (in numbers AND percentages of men and women as required) in the Workplace Profile and across all six criteria in this application. 


For first time applicants, ALL questions in this document need to be answered.


For current EOCFW organisations, Criteria 1 and 2 do not need to be completed unless significant changes have been made since the previous year’s EOCFW application.  Should this be the case, details of those changes only need to be provided.


In this application you will be asked to confirm certain requirements.  If you are unable to confirm these requirements, your organisation will not be eligible for EOCFW this year.  


EOWA may seek further information from your organisation and/or ask you to provide evidence that the organisation meets such a requirement.    


Applications must be submitted to eocfwapplication@eowa.gov.au by 15 October.


Applications will only be accepted by email. Organisations will receive a system-generated receipt of application.


EOWA Employer of Choice for Women applications, including salary data, are confidential.


Where the application form states “an organisation must…” organisations that do not have the required program/activity in place will not be eligible for EOCFW this year.


Where organisations are required to provide a YES or NO answer, a NO will not render an organisation ineligible.  However, where there is a large number of NO answers it indicates an organisation is not yet at EOCFW level. 
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