Please enter the name of the reporting organisation


	[image: image1.png]Australian Government
Equal Opportunity for

‘Women in the Workplace Agency



 
	
 P O Box 712

NORTH SYDNEY NSW 2059

T: (02) 9432 7000
F: (02) 9929 4383


	
	www.eowa.gov.au


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
Women

Men

Casual

%

Average Salary

Full time

Part time

Full time

Part time

Women

Men

Total
Staff

Women

Men

Women

Men

Board
Principal

Vice Principal, Deputy Principal

Other Managers, Administrators 

Senior Teachers

Other Teachers

Other Professionals

Maintenance or Support Staff

Total




	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)?

	

	b.


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

	

	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) 




	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) 



	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) 



	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) 



	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)



	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)



	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)




	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.

	


	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.

	


	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
	

	


	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.

	











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