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Information


	EOWA compliance reports document the results of an active workplace program designed to eliminate barriers for women in Australian workplaces.

The Public Report Form is a suggested format for writing your program report.  Program reports can be submitted in a different format so long as the same information is included.

When writing your EOWA Report:

· To be compliant with the Equal Opportunity for Women in the Workplace Act 1999, information needs to be provided under EACH of the six steps listed in the Public Report Form.   

· Hyperlinks to documents/tools that provide further information specific to that particular part of the program/report are included to the right of each Step’s header.

· Summarise your information – bullet points are acceptable.

· Confirm your details by completing ALL fields of the Organisational Details Cover Sheet included. This will not form part of your public report.

· For further assistance, refer to The Quick Guide To Reporting or call one of EOWA’s Client Consultants on (02) 9448 8500.

Please keep in mind the following:

· It is not necessary to provide us with written organisational policies.

· In accordance with the Privacy Act 1988, individuals must not be named in your Public Report as it is a public document and will be published on EOWA’s website.  

· Reports are accepted by EOWA as a true and accurate record and as HAVING BEEN APPROVED BY THE CEO/MANAGING DIRECTOR. The CEO’s electronic signature is NOT required.  



	Submitting 

Your Report


	· Please  EMAIL your report in Word or RTF format to reportforms@eowa.gov.au.

· Note that reports lodged via email will receive automatic electronic acknowledgement. If you do not receive this automatic reply, contact EOWA on (02) 9448 8500.
· For those employers without access to email, post your report to: The Equal Opportunity for Women in the Workplace Agency, PO Box 712, NORTH SYDNEY NSW 2059.



	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:
(if changed since last report, complete changes in Section 2 below)
	

	Trading name (if applicable):
	

	   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 for the purpose of notifying you of relevant equal opportunity information such as 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.  


	STEP 1:
WORKPLACE PROFILE

STEP 1:
WORKPLACE PROFILE
	                     Developing a Workplace Program - Step 1

	Enter data on the composition of your workforce as instructed below:
1. Your workplace profile data should be no earlier than October prior to the beginning of the reporting period. 
2. Please insert your Workplace Profile below from:

i) our industry-relevant Microsoft Excel Spreadsheets which you can obtain from our website, or
ii) from your own table or spreadsheet (refer table below as a guide).

3. To enable accurate comparisons, annualise the part-time and casual salaries (please note, confidential salary information will be removed from the public document.)
4. If needed, additional rows can be added to the workplace profile to reflect additional/different roles within your organisation.


	Women

Men

Casual

Total staff

Average Salary

Full time

Part time

Full time

Part time

Women

Men

Women

Men

Women

Men

Executive Managers

1

0

3

0

0

0

1

3

$70,000

$83,750

Senior Managers

3

1

4

0

0

0

4

4

$65,235

$67,176

Technical Staff

1

0

3

0

0

0

1

3

$51,620

$52,395

Field Staff

6

1

5

0

0

0

7

5

$49,125

$49,675

Training Staff

3

1

3

2
1

2

5
7
$47,935

$48,312

Admin & Support Staff

25

1

1

0

0

0

26
1
$39,995

$40,075
Apprentices

12
5
100
12
0

0

17
112
$22,180

$22,935

Trainees 

90
9
5
8
0

0

99
13
$20,948

$20,922

TOTAL
141
18
124
22
1

2

160
148
Analysis of Workplace Profile

The SGT’s staff comprises 65 office staff located at our head office in Greenmeadows and 241 apprentices and trainees located with host employers throughout the Cambewarra region.

Of the twelve senior and executive managers, 5 are women.  While the comparative salaries of executive managers indicates a salary gap, this is explained by the higher salary of the Managing Director which is included. At other levels the average gap between the salaries of men and women is less than 5%.



	STEP 2:  
ANALYSIS
	Developing a Workplace Program - Step 2
Workplace Analysis Tool Kit
Employment Matter Guidelines


	Using as much space as required, describe the analysis you undertook during the reporting year to identify equal opportunity issues for women.  You MUST provide information on the following areas:

	a.
	How did you CONSULT with staff to identify issues for women in your workplace across the seven employment matters listed below (eg conducted surveys, focus groups, EO committee etc)?

	Group Training Staff
	Apprentices and Trainees

	At the beginning of the reporting year, in May, SGT conducted the Macquarie University Employee Survey (we are committed to doing this survey every two years) which we downloaded from the EOWA website. Paid time was made available for staff to complete the survey. There was a 95% response rate. 

In June, our Operations Manager (the most senior woman at SGT) invited all the female office staff to attend focus groups. (This is done regularly in June each year). All attended.  She also chaired an EEO Committee of male and female representatives of the office staff.  Two members (male and female) of the committee “retired” this year after three years on the Committee and two more (male and female) were elected.

These two actions provided us with comprehensive information about which issues were of concern to staff, and assisted us in prioritising our actions for our EOWA workplace program.
	Field Officers (male and female) used the schedule of questions on EO matters (designed and first used last year) as part of their 8 weekly site visits with apprentices and trainees.  Field Officers are also contactable by apprentices and trainees on their mobile phones if other issues arise between visits.

SGT also conducted the Macquarie University Employee Survey with apprentices and trainees. Paid time was made available for staff to complete the survey. There was a 75% response rate. 

Four of our office-based EEO Committee members (two male, two female) and one of our Field Officers completed Contact Officer training with the Equal Opportunity Commission this year.   Photographs and contact details of these staff have been sent to all apprentices and trainees and are posted in our Head Office, and have been put into our Induction and Anti-Discrimination training programs.



	b.


	What other means of analysis did you use to identify issues for women (eg workplace profile, HR statistics re turnover trends, etc)?

	Group Training Staff
	Apprentices and Trainees

	Reviewed:-

Exit interview information from staff that left;

Number of applications from men and women for 

two vacancies, number of applicants interviewed;

Complaints register for any EO issues;

Training completion register for men and women;

Attendance at external conferences for men and 

women;

Leave register for men and women.    

	Reviewed:-

Records from Field Officer visits;

Records of phone calls to Field Officers;

Number of applications for 



apprenticeships and traineeships 


from men and women;  


Numbers of male and female students 


attending careers evenings.

	c.
	Under the seven Employment matters below:

i)
 From the analysis and consultation outlined above, summarise what policies and business practices your organisation has in place for all staff and for women that are either aimed at or have resulted in contributing to equal opportunity

and

 ii)
Document what were the ISSUES YOU IDENTIFIED FOR WOMEN in your workplace during the reporting period (if no issues were identified, you will need to demonstrate through your analysis how you arrived at that conclusion)

	Employment Matter 1:  Recruitment & Selection

(Consider – did you recruit any staff? How did you recruit? Do you include an EO statement in your recruitment advertising?  Did you recruit any women and if so did you appoint women to non-traditional roles? etc)

	Group Training Staff
	Apprentices and Trainees

	· External recruitment is done via advertisements in local newspapers, local radio and on our website.

· 1 male 1 female on interview panel.
· Our Recruitment and Selection Procedures have been revised and approved by the Equal Opportunity Commission.

· 2 vacancies filled:
            
Admin  Officer (male)  

           
Field Officer (female)

· Close relationships developed with local secondary schools


	· 25 trainees (8 male, 18 female) and 52 apprentices (3 female, 49 male) recruited.
· Recruiting female apprentices into non traditional areas remains a challenge.  

· SGT goes through equitable recruitment procedures with Host employers on sign up. 


	Employment Matter 2:   Promotion, Transfer & Termination

(Consider – during the reporting period, did you promote/transfer any staff?  To what types of roles?  Were any women promoted/transferred?  Did any staff leave your organisation?  Did any women leave your organisation?  Do you conduct exit interviews?  How many men and women had the opportunity to act in higher positions? etc) 

	Group Training Staff
	Apprentices and Trainees

	· There were no vacancies in promotional positions this year.  

· 6 men and 4 women expressed interest in seeking promotion in the future.

· Two office staff left for personal reasons – one to accompany partner interstate and one to study full-time.

· There’s little opportunity to transfer to another position within SGT.

	· No apprentices or trainees were terminated this year.
· 10 apprentices were transferred to new host employers after their original hosts experienced a downturn in their business.

· Female apprentice carpenters were offered a personal development opportunity in a project with a local school ( see Actions).   

	Employment Matter 3:  Training & Development

(Consider – during the reporting period, did you provide any training or professional development?  How many staff participated?  What percentage were women?  Do you have a formal mentoring and/or succession planning program in place? etc) 

	Group Training Staff
	Apprentices and Trainees

	· 3 female staff attended the Springboard for Women training program.  

· 12 administrative staff (including part-timer) completed Excel or Word training. 

· 2 managers (1 male, 1 female) attended Cambewarra region Business Leaders of the Future conference.

· Individual Development Plans and Career planning was raised as an issue by EO Committee.

	· All apprentices and trainees completed required training.

· The Induction manual will be reviewed next year - this is done every second year.

· 63 apprentices competed in the following competitions:
         
Automotive Apprentice of the Year (state level)

         
Women in the Construction      

         
Trades

         
Young Chef of the Year 



	Employment Matter 4:  Work Organisation

(Consider – during the reporting period, did you provide flexible work options for staff eg flexible start/finish times, quality part-time, job-sharing, compressed hours, phased retirement etc) 

	Group Training Staff
	Apprentices and Trainees

	· 6 office staff work part-time.

· Work-from-home was raised as an issue by the EO Committee.  


	· Students undertaking school based apprenticeships and traineeships are classified as part-time apprentices.

· Other apprentices and trainees are full time.



	Employment Matter 5:  Conditions of Service

(Consider – during the reporting period, did you review and/or revise any of the conditions of service for staff?  Did you undertake a pay equity review? etc)

	Group Training Staff
	Apprentices and Trainees

	· No issues were raised by staff in meetings and focus groups.

· Salary analysis shows that gender average salary gaps are less than 5% at all levels except for Executive Managers where the CEO salary is included in the male average salary.  

· $80 per year per staff member gym subsidy implemented.
	· Conditions of service for apprentices and trainees are monitored and discussed with them by Field Officers

· No issues raised in Survey or with Field Officers.



	Employment Matter 6:  Sex-based Harassment

(Consider – during the reporting period, did you communicate your harassment policy to staff? Did you revise your policy and/or procedures to reflect changes in your environment?  Are all staff aware of the grievance handling procedures? Were there any complaints?  If so, were they successfully handled? etc)

	Group Training Staff
	Apprentices and Trainees

	· SGT engaged the Equal Opportunity Commission to conduct Contact Officer Training for five staff (2 male, 3 female) to prepare and educate them in dealing with discrimination and harassment issues.

· Contact Officers ran sessions for all staff which was recorded on staff members’ records. 

· Contact Officers will ensure new staff undertake this training as part of their Induction.

· Refresher training will be carried out every two years.

· No issues have been raised this year.


	· Apprentices and Trainees are provided with this training as part of their Induction. 

· Field Officers go through Sex Based Harassment checklist twice yearly.

· New hosts are required to sign agreement with their SBH responsibilities.

· Hosts were invited to the staff sessions the Contact Officers ran this year, 5 attended.
· One issue was raised by a trainee this year – successfully resolved using our policy and procedures.  

	Employment Matter 7:  Pregnancy, Potential Pregnancy & Breastfeeding

(Consider – do you have a parental leave policy in place?  During the reporting period did you have any staff commence or return from parental leave? Do women returning to work from parental leave have access to breastfeeding facilities, have the opportunity to return on a flexible basis?  How many staff resigned on the completion of parental leave? etc)

	Group Training Staff
	Apprentices and Trainees

	· No staff are currently pregnant or breastfeeding.

· The EO Committee raised the need to develop a policy on these issues for future needs for both the office environment and for inclusion in the Host Employer Kit.  
	· SGT worked with a host employer to accommodate one female apprentice who wished to continue her apprenticeship on a part-time basis following the birth of her child.


	STEP 3:
ISSUES PRIORITISED
	Developing A Workplace Program  - Step 3

	From your analysis in Step 2 above, list the PRIORITY ISSUES you identified for actioning during the reporting period.

	Group Training Staff
	Apprentices and Trainees

	· Individual Development Plans

· Work from home

· Flexible start and finish times

· Sex Based Harassment Training

· Pregnancy and Breastfeeding Policy


	· Sex Based Harassment Training

· Recruitment of female apprentices and trainees into non traditional employment

· Arrangements for  apprentices to complete apprenticeships after childbirth




	STEP 4:  ACTIONS TAKEN  and 

STEP 5:  EVALUATION OF ACTIONS TAKEN
	Developing A Workplace Program  - Step 4
Developing A Workplace Program  - Step 5


	Step 4:
List the ACTIONS TAKEN during the reporting period to address the priority issues identified in Step 3 above; and

Step 5: 
Describe HOW EFFECTIVE THE ACTIONS TAKEN were as documented in Step 4 above to address issues for women in your employ? That is, what worked, and what didn’t?  

·  The EVALUATION section of your report is required to be submitted
 but may be removed by EOWA from the Public Report once assessed).

·  Please indicate if you wish your Evaluation to be removed from


 the Public Report by placing an ‘X’ in the box to the right.

	Actions & Evaluation  for Group Training Staff 

	Actions taken during reporting period
	Evaluation of Actions

	Individual Development Plans

· The EO Committee worked with an external consultant to develop the  IDP program.
Work from home

· 2 laptop computers were purchased and available for work from home.  One is used on a roster basis and another is available for “emergency” use.

Flexible Work
· Flexible start and finish times were implemented for all office based staff.
Sex Based Harassment Training 

· Contact officers trained by Equal Opportunity Commission

· Contact officers ran training for all staff.

· Host employers were also invited. 


	     Individual Development Plans

· Completed and approved by staff, management and the Board.

· To be implemented by July 1 next year.

Work from  Home
· 5 office staff worked from home one day per week regularly.

· 10 staff / managers utilised the “emergency” laptop during the year.

· There was very positive feedback from staff for this initiative. 

      Flexible Work

· Positive feedback.  One staff member with elder care issues withdrew her resignation as she is now able to balance both her work with SGT and her outside responsibilities.  

     Sex Based Harassment Training

· 2 male, 3 female contact officers trained.

· All staff trained.
· 5 host employers attended.


	Actions & Evaluation for Apprentices and Trainees

	Actions taken during reporting period
	Evaluation of Actions

	Sex Based Harassment

· The new policy and procedures which we finalised last year were reviewed and approved by the Equal Opportunity Commission.
· Distributed to all host employers, apprentices, trainees.

· Field Officers explained these to all apprentices and trainees.

· Host employers were invited to attend training.

Recruitment of Women into Non Traditional Employment

· Female Field Officer (carpenter) and two former SGT female apprentice carpenters worked with Careers Counsellor at Greenmeadows High School and P&C to highlight a career as a carpenter for women.  

· Encouraged and supported 6 female apprentices in competitions.

· Set up partnership with the Cambewarra Chamber of Commerce to offer a scholarship of $1000 per year to support a young woman in a building trade.

Arrangements for Women who are pregnant, potentially pregnant or breast feeding

· Negotiated a part time contract for an apprenticeship for a young woman after the birth of her child.


	   Sex based Harassment

· One issue raised by a trainee was resolved satisfactorily using new procedures. 

· All staff trained.
· 5 host employers attended.

Recruitment of Women into Non- Traditional Employment

· Two young women from the school commenced carpentry apprenticeships at SGT as a result.

· 1 woman finalist in “Women in the Construction Trades.” 

· Applications are currently being assessed.  

Arrangements for Women who are pregnant, potentially pregnant or breast feeding

· Positive feedback from apprentice, host employer and Field Officer.


	STEP 6:
FUTURE ACTIONS
	Developing A Workplace Program  - Step 6


	To further achieve equal opportunity for women in your workplace, describe the actions you are planning for the next reporting period.

	Group Training Staff

	· Development of a Career Path to develop future Field Officers from interested office staff.

· Implementation of Individual Development Plans for all staff.

· Pregnancy and Breast feeding policy will be developed and implemented.



	Apprentices and Trainees

	· Select scholarship winner for young woman in a building trade.    

· Review of SGT Induction program.

· Support for apprentices and trainees entering competitions

· Formalise process for renegotiation of training for apprentices / trainees after childbirth.

· Expand the work we did with Greenmeadows High School to the two other high schools in the region.




REPORTS ARE ACCEPTED BY EOWA AS A TRUE AND ACCURATE RECORD AND AS HAVING BEEN APPROVED BY THE CEO OR HIS/HER REPRESENTATIVE.










PLEASE NOTE THAT THIS IS A PUBLIC DOCUMENT AND THEREFORE WILL BE PUBLISHED ON EOWA’S WEBSITE
Page  2

