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Public Report Form
Non-Government Schools 

 (Workplace program reports are due between 1 April and 31 May annually)

	General 

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) 9432 7000.

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) 9432 7000.
· 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 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) 9432 7000.  


	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. If needed, additional rows can be added to the workplace profile to reflect accurately the additional/different roles within your organisation.
2. Your workplace profile data should be no earlier than October prior to the beginning of the reporting period. 
3. 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).

4. Please note - confidential salary information will be removed from the public document.

5. To enable accurate comparisons, annualise the part-time and casual salaries.

	workplace profile

 

 

 

 

Non Government Schools

 

 

 

 

 

 

Occupational 

full time 

 

%

part-time

 

%

casual

 

%

 total employees

 

%

Average Salary $
Category

female

male

female

female

male

female

female 

male

female

female

male

female

 

 

Principal

1

 

100

 

 

0

 

 

0

1

0

100

135000
 

Vice-Principal, Deputy Principal

 

1

0

 

 

0

 

 

0

0

1

0

 

112000
Other Managers, Administrators

13

6
68
5

2

71

2

 

100

20

8
71

75035
85100
Senior Teachers

6

6

50

2

2

50

 

 

0

8

8

50

69325
69310
Other Teachers

29

21

58

18

15

55

1

2

33

48

38

56

62750
62700
Other Professionals

10

 

100

5

3

63

9

2

82

24

5

83

61425
61500
Maintenance or Support Staff

5

9

36

4

4

50

1

5

17

10

18

36

38425
44155
TOTAL

64

43
67

34

26

57

13

9

59

111

78

57




	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)?

	· Organisational staff satisfaction surveys are completed every 18 months

· A cross-functional Consultative Committee is responsible for developing recommendations to address issues arising from staff feedback. 

· Formal Exit Interviews are conducted

· A Pastoral Care Committee considers issues relating to student and staff welfare



	b.


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

	· Workplace profile is reviewed annually.

· Recruitment and promotion statistics are reviewed every six months.

· New training needs analysis and performance management system introduced.

· Pay equity analysis was undertaken at the end of the year.  



	c.
	Under the seven Employment matters below:

i)
 From the analysis and consultation outlined above, summarise the policies and business practices your school 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) 

· All jobs are advertised internally and externally to attract the best candidates.  

· All recruitment advertising features an equal opportunity statement.  

· 75% of appointments last year were female.  

· There has been an increase in the representation of women Executive and leadership positions.  Last year, three senior appointments (permanent and acting positions) were women.  

· Attraction and retention of women in non-traditional roles is a challenge.  This year we recruited a female gardener to our Maintenance team on a full-time basis and a female was appointed to the Head of Sport position - a first for the school.  This followed the retirement of the incumbent (male).

· The survey highlighted staff concerns about the selection and appointment of staff to vacant and acting positions

· Interview panels have an equal representation of women and men.



	Employment Matter 2:   Promotion, Transfer & Termination

(Consider for teaching and non-teaching staff  – 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) 

· Due to low staff turnover, there have been limited opportunities for promotion.  This can be a source of frustration for some staff.

· One female was promoted to a permanent senior teaching position during the reporting period.

· Two women had temporary promotions to acting senior positions whilst staff were on long service leave.

· Two women were appointed to temporary middle management roles whilst permanent staff were on extended leave. 

· A new Performance Management system was introduced during the reporting period.  This new process included a succession planning component, providing a career path for staff identified as high potential.

· A formal Exit Interview process was developed and introduced.  Staff turnover remains low (six staff left in the last year) and the information gained from the exit interviews to date indicated that staff are leaving due to retirement and career progression opportunities.



	Employment Matter 3:  Training & Development

(Consider for teaching and non-teaching staff  – 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? Does the Principal mentor staff? etc) 

· The Training & Development budget was reviewed and it was found that men and women had access to the same amount and type of training. 

· New training needs analysis program introduced and is updated regularly in conjunction with the performance management system.  

· A female staff member received funding to complete a six-month overseas placement to study teaching for gifted and talented children.

· Two female senior managers and one male senior manager participated in an external leadership development program. 

· Two senior teachers – one female and one male – are currently undertaking post-graduate study and are receiving 100% funding of their course.

· All non-teaching staff have received professional development training relevant to their roles and aspirations.  This includes participation in external network groups, major projects and multi-skilling.   Courses attended include time management skills, advanced spreadsheets, conflict resolution, project management, OH&S, child protection and advanced first aid.

· The Deputy Principal is responsible to the Principal for ensuring that all teaching and non-teaching staff received the training that was agreed in their performance development plan.



	Employment Matter 4:  Work Organisation

(Consider for teaching and non-teaching staff  – 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) 

· There is an increased demand for flexible work options for women and men – mainly from those staff members with carer responsibilities.

· We have accommodated all requests for flexible work options and offer part-time, flexible start/finish times for non-teaching staff, job sharing and home-based work. 

· Increased the representation of part-time and job share roles due to a recent re-structure.

· One staff member went from part-time to full- time work during the reporting period.

· One head of department has flagged her intention to work four days a week next year as part of a phased retirement plan – the college is currently working on a plan to accommodate this.

· Four staff are participating in job-sharing arrangements including two science teachers who job share a position, each teaching two terms per year.

· All staff on leave have access to staff intranet and email services which ensures they are informed of internal job vacancies and receive up-to-date information.

· Casual staff are employed to cover absences due to illness and provide support during busy periods such as end of term assessments.




	Employment Matter 5:  Conditions of Service

(Consider for teaching and non-teaching staff  – 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)

· All staff are eligible for salary sacrifice, superannuation schemes, discounted school fees and salary packaging. 

· 14 weeks paid maternity leave is provided to staff with primary carer responsibilities after 12 months of service.

· We have an on-site Early Learning Centre.  Staff receive priority placement and reduced fees at this facility.  

· All staff are eligible to receive re-imbursement for fees paid for agreed professional development programs.

· Pay equity analysis identified some discrepancies between male and female non-teaching staff.

	Employment Matter 6:  Sex-based Harassment

(Consider for teaching and non-teaching staff  – 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)

· A lack of awareness on the grievance handling procedures was identified.

· Our Code of Conduct, which includes a statement on harassment and bullying, is distributed to all staff on commencement and at the beginning of each year.  Staff members are required to sign the document.

· Students have a similar Code of Conduct which is signed off by all students and their parents each year.

· Refresher training on harassment and bullying is conducted at the beginning of each year for all staff.

· No complaints were received during this reporting period.



	Employment Matter 7:  Pregnancy, Potential Pregnancy & Breastfeeding

(Consider for teaching and non-teaching staff  – 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)

· Six staff took parental leave as the primary care giver in this reporting period and all have returned to work. Two of the staff were male.

· Of the six staff who took parental leave, two returned to work part-time, two returned on a job share basis and two returned full-time.  

· We currently have two staff away on maternity leave and they have negotiated to return to work on a job share arrangement. 

· We have a fully equipped private room in our Early Learning Centre for women wanting to breastfeed or express milk, should this ever be required.  We encourage mothers returning to make use of this facility.

· A stay in touch policy has been developed to ensure all staff on parental leave remain connected with the school.  We have also implemented a buddy system for staff returning from parental leave to ensure a smooth transition to work.




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

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

	· Retention and professional development of staff with high leadership potential.

· Recruitment and selection process.

· Managing workplace flexibility.

· Review Grievance Handling Procedures.




	STEP 4:
ACTIONS TAKEN
	Developing A Workplace Program  - Step 4

	List the ACTIONS TAKEN during the reporting period to address the priority issues identified in Step 3 above.

	· Two female staff members identified as “high potential” participated in a seven step leadership program funded by the school.  

· Female senior staff member identified to become specialist in the area of programme development for gifted and talented students.  She received funding to complete a six month overseas posting to gain internationally recognised training in this specialised field of education.

· Two female senior managers received leadership coaching and have been appointed as Acting Heads of Department throughout the year.

· Two senior managers – one female and one male – participated in a peer shadowing program to build capacity in leadership.  This program has been designed to give potential leaders the exposure to all aspects of leadership positions including strategic planning, decision making, performance management, risk management and resource planning.   Ongoing professional development opportunities identified through the performance management process.

· Our selection policy and procedures have been reviewed and updated to ensure transparency in the recruitment of staff.  The revised document was distributed to all staff and is available via the intranet and in hard copy in our Policy & Procedures Manual.

· Job sharing arrangement discussed with two members of staff returning from parental leave next year and redesign of the role of Head of Music Department to work four days a week next year.

· A new Grievance Policy has been written and distributed to all staff at the beginning of the year.  All staff members received a copy of the policy and were required to sign the document as an acknowledgement of understanding.  

· Three staff have been appointed as new Contact Officers. 

· The names and contact details of Contact Officers are publicly displayed.




	STEP 5:

EVALUATION OF ACTIONS TAKEN
	Developing A Workplace Program  - Step 5


	During the reporting period, HOW EFFECTIVE WERE THE ACTIONS TAKEN as documented in Step 4 above to address issues for women in your workplace? That is, what worked, and what didn’t?  

	· This section is required to be submitted but may be kept confidential (by EOWA removing it 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
	

	A female staff member returned from overseas having completed specialist training on programmes for gifted and talented students.  She has been able to implement a range of leading edge programmes and provides coaching to Heads of Department.

Female staff members who participated in the seven step leadership program are receiving ongoing leadership development support and training.  External mentors have been identified and staff members participate in quarterly leadership network meetings for the region.

Staff retention rates have increased.  Turnover rate has decreased by 6% compared to previous year.  

Staff feedback on the recruitment selection process has been positive.  There have been no complaints or concerns about any recent appointments.

Job sharing continues to be a popular option for staff returning from parental leave and/or managing work/life balance issues.

There have been no formal or informal harassment complaints.




	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.

	· Complete refresher training on sex-based harassment for all staff.

· Conduct employee opinion survey.

· Identify high potential staff with opportunities to demonstrate leadership capabilities in acting roles.

· Investigate inter-school leadership exchange possibilities.

· Submit a Waiving Application to EOWA.

· Review EOWA Employer of Choice for Women criteria with leadership team.













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