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Welcome to [SLS CLUB] Surf Lifesaving Supporters Club Inc
The role of [SLS CLUB] Surf Lifesaving Supporters Club (the ‘Supporters Club’) is to generate funds to support [SLS CLUB] SLSC (the ‘Surf Club’) goal for zero preventable deaths on [SLS CLUB] beach’.
You play a vital part in helping to maintain the standard that we have worked hard to achieve here at [SLS CLUB].

All Clubs are built along the same premise with the same type of products and even have similar views. What makes our Supporters Club so special is you! You have the ability to create a lasting impression with our customers who are our number one priority. It is your challenge to ensure that this happens.

We enjoy working well as a team and value your efforts in helping us to make our customers feel welcome and want to return on a regular basis. 

Please let me know if you have any suggestions on how we can continue to improve your work environment. I want you to enjoy your time working with us and will give you every opportunity to grow and hope your stay with us is a long one.
____________________________

[NAME]
Secretary Manager

Our Aim is: 
· [image: image2.wmf]To provide services and products that exceed our members’ and guests’ expectations;
· To maintain and to continue to develop the Supporters Club;
· To ensure the strong support of our members through the complete fulfilment of their service requirements;
· To satisfy the commitment of our members by the expansion of turnover and profits while maintaining our standards;
· To provide secure employment and develop every employee to their full potential through training, encouragement & opportunity; and 
· To maintain a reputable name for the Supporters Club to ensure future patronage.

Our Commitment is:
· To deliver welcoming, friendly, and fast service to our members and guests and make them feel relaxed;
· To conduct our business in a commercially and environmentally responsible manner;
· To always recognise that our staff are our most important asset and that by nurturing and developing them we will always ensure the benefits of quality, caring staff;
· To establish a workplace environment which, as its first priority, supports the maintenance of the most rigorous standards of practices of Occupational Health and Safety; and 
· To provide a safe and healthy workplace that is free of discrimination of any kind.

Our Code of Ethics is that: 





[image: image3.wmf]
· We will work together as a united team to achieve goals;
· We will strive constantly in words, actions and deeds to develop and maintain the highest level of trust, honesty and understanding for members and their guests, clients and the public at large;
· Each Member of Staff will receive a thorough induction to the Club as well as training and guidance to maintain the attitude, skills and knowledge to produce a high standard of service and a quality product;
· We will provide every employee at every level with all of the information, equipment and motivation necessary to perform their task according to our standards;
· Management will provide a secure and safe working environment with adequate equipment and maintenance;
· Advertising and promotions will be realistic and achievable with all staff being capable of meeting the standards promised by the Supporters Club;
· A strong reliable relationship will be maintained with all suppliers, contractors and maintenance workers.

· We seek to achieve a fair and honest profit; and 
· We believe everything can be bettered, and constantly strive for improvement.
2 
Introduction

We are glad you have chosen to work with the Supporters Club and we hope that you will quickly find friends here.

This manual has been prepared to help you understand what you can expect from the Supporters Club and what the Supporters Club expects from you.

It will serve as a handy reference during your career with the Supporters Club. Read it again in a few weeks when you have settled in and you will relate to it more so.

We have tried to include information that will be of general interest to you. It will give you an idea of how your job fits into the Club structure.

If there are any questions or problems which this manual does not answer, please ask the Duty Manager or Secretary Manager who will be happy to assist you in every way possible.

The success you make of your job, and the satisfaction you gain from it depends on what you put into it. If you succeed, the Supporters Club will succeed and we can all enjoy the benefits.
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Initial Employee Requirements

All new employees must meet the following requirements: 
1.  Complete the following forms: -

· Sign Letter of Offer / Position Description
· Taxation Employment Declaration Form
· Superannuation Form
· Induction Checklist
2.  Understand and agree to abide by and sign the declaration included in this manual (page 32)
3.  Successfully complete the probation period.

3.1 
Probation Period

All new employees are engaged on a probation period of three months duration unless otherwise stated and a letter of offer setting out the terms of that probation must be signed and returned to the Club prior to commencing work. The purpose of this probation period is for us to evaluate your capacity to perform the job for which you were employed and for you to decide whether you really like working for us. Your performance and abilities will be assessed at regular intervals during, and at the end of, the probationary period.
3.2
Performance Review

In addition to the probation review conducted at the end of the probation period, staff will receive a performance review at least once a year. This review will take into account all aspects of job performance and behaviours displayed throughout the year. This performance review is designed as a coaching opportunity. This session will allow managers to give constructive feedback and help focus on the staff’s future career with the Supporters Club.
3.3 
Induction

You will undergo an induction process with the Secretary Manager in order to familiarise you with the Supporters Club and your position requirements.

The Induction Checklist will be used by the Secretary Manager at an induction prior to commencing duties to ensure that new employees are familiar with the Supporters Club’s requirements.

[image: image5.wmf]
3.4 
Position Description

You will be given a Position Description by the Secretary Manager who will explain your duties to you and answer any questions that you have in that regard.

3.5 
Flexibility

To facilitate the Supporters Club’s policy of multi-skilling and flexibility, all staff may be rostered to perform various duties and any shifts as required. All staff must be ready and willing to meet these requirements.

All staff are to take an active role in assisting in the development and promotion of the Supporters Club and its activities.

Should another area of the Supporters Club need assistance, staff will be required to be available whenever possible.

[image: image6.wmf]4 
Achieving Service Excellence

Members want to be proud of their Surf and Supporters Club. It is up to you and how you treat the member that governs whether we achieve this goal.
· The patrons are not an interruption to our work, but rather the purpose of our work.

· The patrons are our business – not intruders.

· The patrons are not a cold statistic, but persons with needs and feelings.

· The patrons are deserving of the most courteous and attentive service we can provide.

· The patrons are the reason why the Supporters Club exists so welcome them in a cheerful, pleasant and attentive manner.

5  
Employee Benefits And Obligations
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5.1 
Salaries and Wages

Wages will be paid weekly in arrears directly to a bank, credit union or building society account nominated by each employee. Wages are calculated every Thursday and your pay will be available in your nominated account by the following business day. Each payday you will receive a pay slip outlining the details of your wages, hours worked and any allowances and deductions. Please notify the Secretary Manager immediately of any changes to your bank account details.
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5.2
Annual Leave (Permanent and Permanent Part-Time Employees)

Full-time and Part-time employees are entitled to annual leave as per Award conditions. Currently Full-time Permanent employees are entitled to 20 paid days leave per annum. Permanent Part-time employees accrue annual leave at a pro-rata rate.
To apply for leave you must apply in writing to the Secretary Manager at least 14 days beforehand.
Whilst every endeavour will be made to grant your request, it may not always be possible to grant the period of leave requested. To avoid disappointment and extra costs, do not book and pay for travel prior to receiving confirmation that your leave application has been approved.
5.3 
Personal Leave 
[image: image9.wmf]Full-time and part-time employees are entitled to personal leave (including sick leave) as per Award conditions.

Employees are required to provide a medical certificate for any sick leave greater than 1 day. Should a medical certificate not be provided, any leave for greater than 1 day will be considered unpaid leave.
All employees (including casuals) are required to “phone in” personally to the Duty Manager to report their absence on account of sickness no less than three (3) hours before rostered start time.

If you have to see a doctor, always ask for a medical certificate and make sure it is received by the Secretary Manager immediately upon your return.

You are entitled to all other categories of leave, such as Long Service Leave, Family Leave, Bereavement Leave, etc in accordance with the terms of your Award.

5.4 
Jury Duty

If you are summonsed for Jury Duty, you must show the Secretary Manager the Summons and they will arrange authorised leave of absence. Please check the relevant Award regarding remuneration. 

5.5 
Club Superannuation

Superannuation is currently paid at 9.50% as per legislation. All employees may choose which fund they wish their contributions to be paid to. A Standard Choice form is included in your induction pack.
5.6  
Union Membership

All employees of the Supporters Club have the right to decide if they wish to become a member of the Union.

Your decision to become, or not become a member, is an individual choice and will be respected.

5.7 
Job Security

The Supporters Club aims for stability and low staff turnover. Casual staff will be given priority for appointment to permanent staff subject to having met relevant performance standards.

The Supporters Club supports a non-discriminatory environment. Staff are appointed only on their assessed ability, regardless of gender, race, religion, etc.

Your work performance and progress will be assessed by the Secretary Manager on a regular basis, interviews will be conducted and your personal file reviewed. These performance reviews will be conducted on an annual basis and provide a good opportunity to discuss any future career direction and any problems or difficulties experienced within the previous period.

[image: image10.wmf]5.8 
Working Hours and Meal Breaks

Where possible, we endeavour to prepare weekly rosters at least four days in advance. Employees are required to make themselves available for work at the times displayed on their rosters, and may be rostered to work on any shift on any day, Monday to Sunday, inclusive. 

Rostered hours may be changed at any time to suit operational requirements and staff must check their rosters regularly in case of these changes.
Roster times may be altered at any time during a shift so as to cover an emergency or trading requirements. The start and finish times are guidelines only and staff may be required to work shorter or longer hours and overtime when required. Employees will not receive payment for any overtime worked without the prior authority of the Duty Manager.

Swapping shifts is only permitted by agreement between the members of staff concerned and with the prior written approval of the Secretary Manager.

Any staff member who is not available to be rostered for work on a specific day may make application to be rostered off accordingly. The Secretary Manager must be advised in writing at least 7 days prior to the commencement of the relevant roster week. Any casual staff member who is consistently unavailable for rostering may subject to disciplinary action and / or have their hours reduced (including to nil). 

Where an application has not been approved as aforesaid, and the employee concerned is then absent on the day/s specified, such employee shall be required to provide a medical certificate or such other evidence to the satisfaction of the Secretary Manager to justify such absence or may be subject to disciplinary action.
Unless otherwise directed by the Duty Manager, employees shall not work for more than six hours without taking a meal break. Meal break is a minimum of ½ hour.
Daily time sheets will be completed by all staff and shall also indicate meal breaks and rest pauses (where relevant) taken. These sheets must be initialled by the Duty Manager at finishing times. Any falsification of time sheets to claim payment for time not worked is considered as theft and will be treated as such. This may result in disciplinary action being taken against staff.  
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5.9 
Punctuality

Being late for work increases the workload on other staff so all employees are required to be properly attired and ready to work at their workstation at the rostered commencing time.

Where an employee is not ready to commence work as aforesaid, such employee will not be permitted to commence work until fifteen minutes after the rostered starting time.  Where employees are later than fifteen minutes, such employees shall only be permitted to commence work at fifteen-minute intervals thereafter. Payment for time lost shall be forfeited.

An employee who is running late, however, must contact the Duty Manager and seek instructions. Failure to do so could lead to another employee being allocated to the shift.

Employees who are constantly late, or absent, will be required to attend a counselling session with Secretary Manager and where the problems continues to re-occur, termination of employment may result.

5.10
Care of Club and Personal Property

It is expected that you will safeguard all Supporters Club property issued and used by you, as well as the property of your fellow employees, against improper use or damage. It is also expected that you will assist in keeping your workplace and the equipment on which you work clean and safe.

[image: image12.wmf]5.11 Personal Appearance, Dress and Hygiene

A high standard of hygiene is expected, as this is a food and beverage handling industry. Personal appearance and dress is a matter of common sense and personal taste. Important guidelines in determining the appropriate dress and appearance are:

· The work you do;

· The public with whom you are dealing; and

· General standards of neatness, tidiness, cleanliness and safety.

· Jewellery should be kept to a minimum, being conservative and tasteful;

· Nose, eyebrow, lip or other rings are not to be worn whilst on duty;

· Keep hands and fingernails clean at all times; 
· Make up is to be appropriate;

· Hair must be clean, neat and tidy at all times whilst on duty, styles and artificial colours shall be presentable in the context of a Supporters Club environment. Hair past shoulder length must be tied back. Where an employee’s hairstyling is perceived to infringe the foregoing a determination by the Secretary Manager to that effect, or otherwise, shall be final;

· Beards and moustaches are to be trimmed and neat;

· Name badges supplied must be worn at all times whilst on duty; and 

· Staff are to wear appropriate footwear at all times.

Female Staff:

Shirt: Club issued shirt. Size must not show any waist line. Clean and tidy with name badge clearly visible and straight. Staff are permitted to wear a black cotton shirt under their shirt which can be short or long sleeve. Staff can also wear a black cardigan over their shirt that is buttoned at the waist, although it is recommended you wear a cotton undershirt. 

Pants/Skirt: All must be 100% black. Pants must be full length and not scuff along the ground. Hem line must be tidy and unworn. Skirts must be too short and splits not to be higher than half the thigh. Bike pants or tights are not acceptable. Waist line must not be shown at any time even when bending over/kneeling down. Stockings that are neutral colors can be worn.

Shoes: 100% black shoes only. To abide by OH&S guidelines, staff are required to wear closed in shoes. This means that the entire face of your foot up to your ankle must be covered. 100% leather shoes are recommended.

Male Staff:

Shirt: Club issued shirt. Clean, tidy with name badge clearly visible and straight. Male staff can wear a black cotton undershirt during the colder months. 

Pants: All must be 100% black. Pants must be full length and not scuff along the ground. Hem line must be tidy and unworn. Shorts must be knee length. Cargo shorts cannot be worn. A black belt must be warn with both shorts and pants.

Shoes:  100% black shoes only. Shoes must cover the whole face of foot. Leather shoes are recommended.
Staff who attend work not abiding by these policies may be sent home and their pay deducted accordingly
5.12 Uniform Distribution

In an attempt to ensure proper care of uniforms issued by the Supporters Club, staff are required to adhere to the following:
· All front of house staff will initially be issued with 2 shirts. Extra shirts will be issued at management’s discretion, dependent on how many shifts will be worked. 
· This uniform is to be worn correctly for all shifts at the Supporters Club;
· All damaged and worn uniforms remain the property of the Supporters Club. The club will issue replacement uniforms when damaged or worn uniforms are returned.

· All issued uniforms must be returned to the Club upon completion of employment.
[image: image13.wmf]5.13
Personal Details

Records of your home address, contact numbers, bank details, name and address of next of kin, any academic and professional qualification and other personal details are maintained on a confidential basis.[image: image14.jpg]


 Should any changes occur in your personal details please notify of the change as soon as possible to the office.

[image: image15.wmf][image: image16.wmf]
5.14
Consumption of Food and Drink

Consumption of food and soft drink in uniform is prohibited in all non-designated areas whilst on duty. Water and post mix soft drink may be consumed, discretely, at anytime.
In accordance with the Club’s Smoking, Drink & Drugs Policy, no consumption of alcohol is permitted whilst on duty.

Staff are permitted whilst on duty, to a 50% discount on food purchased in the dining room. 
At no stage are staff permitted to chew gum whilst at work.  
Employees are entitled to purchase a maximum of two (2) alcoholic drinks at the Supporters Club upon completion of their shift. Employees must depart the premises thereafter and may return a minimum of 30 minutes later, once they have changed out of their uniform.
Only bar staff that are on duty are permitted to serve beverages and other staff must not enter the bar area. In addition, should a bar staff member wish to consume a beverage (either alcoholic or non alcoholic) upon conclusion of their shift, they must not serve themselves, but be served by a staff member that is currently on duty.
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5.15
Parking

We would like to ask you to consider our members’ and guests’ needs first. You may park in the Supporters Club car park but please leave those parking spaces close to the Club for our patrons. Please consider your parking arrangements if you are locking up at the conclusion of your shift.
5.16 Leaving Work Station

All employees are required to gain approval from their Duty Manager before leaving their workstation. If this is not possible, the Duty Manager or another member of staff must be informed as soon as possible. Work stations should never be left unattended.
Should a staff member leave their work station against direction and/ or walk out during a shift, this will result in disciplinary action, which may include instant dismissal.

In addition, access to the office is to be limited to the Secretary Manager, Functions, Duty Manager and staff that have a clear reason. If you are unsure, please speak to the Duty Manager.
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5.17 Telephone Calls

Employees are not permitted to make personal phone calls or send text messages whilst on duty, except during breaks. Similarly, personal phone calls may not be received by employees whilst on duty. If required, a message will be taken and forwarded on as soon as possible.

Club telephones are for business use only and all personal calls are to be made on your own mobile phone.
Emergency calls may be made and received (the Duty Manager must be advised of the problem).

Mobile phone usage is not permitted whilst on duty and mobiles must not be carried by staff members whilst they are on duty (unless it is for business purposes).
5.18
Visitors

Except in cases of emergency or in unique circumstances, staff members are not permitted to receive personal visitors at the Supporters Club during their work-time and in no cases shall such visitors be permitted to enter staff workstations space.

[image: image19.wmf]
5.19
Smoking, Drinking and Drugs

5.19.1
Legislative requirements 

Legislation prohibits smoking by any persons within the Supporters Club. Consequently, smoking is only permitted in areas designated by management for such purposes.  There is no dedicated staff smoking area, so staff are permitted to smoke in the DOSA. 
Staff are not permitted to smoke out the front of the Club, downstairs around the Surf Club entrances or on the ramp.
Smoking breaks may be taken by staff during quiet times, and must be kept to a minimum.

Absolutely no drinking or eating is permitted in any service area.  Water may be consumed at anytime.

All employees are prohibited from consumption of alcohol or illegal substances whilst on duty.  This includes any authorised award break and before commencement or after completion of your shift, if you are attired in your uniform.

No employee shall present for duty or recommence duty adversely affected by alcohol or any other substance. This will result in instant dismissal.

5.19.2
Dealing with Drugs and other Illegal Substances

Working while under the influence of any illegal drug or substance is considered misconduct and as such is grounds for instant dismissal.

Any staff member found to be affected by drugs at work or using, dealing or supplying illegal drugs or substances on the premises may be formally charged and will be prosecuted to the full extent of the law.

Any information provided to the Secretary Manager will be treated with the strictest confidence.
Dealing with drugs at work is a difficult situation. The effects of alcohol consumption are often more obvious or ‘easier to pick’, usually because you have more experience in that area and also because of the smell.  If you suspect that a fellow staff member may be under the influence of alcohol or drugs while they are at work, please notify the Duty Manager immediately. 
If ‘physical’ effects are visible, work performance is impaired and the employee has acknowledged that they are under the influence of an illegal drug or of alcohol, they may be instantly dismissed.
Prescription medication is permitted to be used at any time. Please advise the Secretary Manager of any prescription medication you may be using including how it is administered and where it is stored. This is for the benefit of your health and well being.

All suggestions, questions or information regarding this issue are welcome.

[image: image20.wmf]5.20
Drinking off Duty

Staff are not permitted to drink alcoholic beverages to excess in the Supporters Club whilst off duty. We strongly advise that staff do not attend the Supporters Club after becoming intoxicated elsewhere. Staff are encouraged to lead by example with regards to their social drinking habits whilst at the Supporters Club. Employees that wish to remain on the premises after their shift must only consume a maximum of two alcoholic beverages before departing for a minimum of 30 minutes.

Staff who have completed their shift and wishing to remain on the premises whilst the Supporters Club is still trading, must abide by liquor licensing laws and be signed in either as a member’s guest or a reciprocal member, if not a Supporters Club member themselves. This also applies if socialising in the Supporters Club on a rostered day off.  
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Internet and Computer Use

E-mail and internet access is provided as a business communication tool. The system is the property of the Surf and Supporters Club. Any information in the System including but not limited to emails (both sent and received) is the property of the Surf and Supporters Club.

· The internet is to be used only by approved staff and is to be used for legitimate purposes. The browsing of websites containing offensive material is forbidden.

· Downloading of programs or data from the internet may only be performed with prior approval of the Secretary Manager.

· The Supporters Club reserves the right to modify this policy at any time, with or without prior notification. A violation of this policy will result in disciplinary proceedings that may, depending on the circumstances, result in dismissal.

· The Supporters Club reserves the right to review all electronic records, including e-mail messages. Staff should have no personal expectation that their e-mail messages (both sent and received) are private.  Any personal messages received should be deleted or forwarded to the user’s personal computer without opening.

· E-mail messages deleted by the user may still be present, either in another person's mailbox, or on a file server or back-up file of a user. Care must be taken to ensure the accuracy and professionalism of all e-mail communications. E-mail messages must be able to withstand scrutiny without causing embarrassment to staff, patrons or to the Surf and Supporters Club.

· All policies, including but not limited to policies concerning copyright, confidentiality, harassment and discrimination apply to the use of the system.

· Staff must ensure that internal messages meant only for staff are not sent externally.

· Staff must ensure that usernames and passwords are not disclosed to unauthorised persons (this includes unintentional disclosure).  If an unauthorised person requests confidential information (including username or passwords), Staff should refer the person to the Secretary Manager (even if the request seems legitimate).  Whilst operating the system, staff should be aware of the possibility of exposing the system to a risk of a security breach, harassment or sabotage.

Prohibited Uses of the Internet & E-mail System includes the following:

· Downloading of screen savers and executable files

· Browsing of offensive sites

· Sending copies of documents in violation of copyright laws or licensing agreements

· Sending confidential or proprietary information or data to persons not authorised to receive it

· Content that may constitute sexual harassment or be considered discriminatory, obscene, derogatory or excessively personal, whether intended to be serious or humorous

· Sending, opening and forwarding of chain letters or inappropriate emails
· Illegal activity

· Harassment

· Personal commercial activities

· Promotion of political positions or actions

· Solicitation of any type, except for organisationally-sanctioned activities
Please also refer to the SLSQ Social Media Policy for further information.

Completing any of the above mentioned prohibited uses of the internet and email system will result in instant dismissal.
5.22
Receipts

All monies received from memberships, ticket sales, etc, shall be receipted immediately in correct book.
5.23
Loyalty

Staff members are not to engage in any negative conversations about the Surf Club, Supporters Club, members of the committee or any other staff member. 
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Staff Meals

Staff entitled to a meal break during their shift may order from the menu to receive a 50% discount on all meals whilst on duty only. Staff will not be permitted to the 50% discount on meals on days off or prior to working hours.  Staff must pay for these meals at the time of purchase. Staff meal orders will not be placed in front of customer orders therefore staff should place order before taking a break, whenever possible.
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Personal Property

The responsibility for security of your personal property rests with you.  Unfortunately, the Supporters Club cannot accept any responsibility for any loss or damage.  We recommend that valuables are not left in secure areas. 
No personal bags, mobile phones or music devices (i.e. iPod, mp3, etc) are permitted in the work area. All personal items must be kept in storeroom or office.  
5.26
Lost and Found
All employees must hand in any property (staff or patrons) found in the Supporters Club to the Duty Manager – this includes any coins left in the poker machine trays.

5.27
Borrowing Money
It is prohibited for a staff member to solicit a loan from a patron and any breach of this rule will be treated as a serious disciplinary offence.  

Staff must not borrow money from the Supporters or Surf Club, even if the money is paid back or there is an intention to repay the money. These behaviours are unacceptable and will constitute misconduct. These behaviours may result in instant dismissal.

5.28
Staff Gambling

[image: image24.wmf]It is the Supporters Club’s policy that bar employees are not allowed to gamble, or be a party to gambling, in the Club, whether on or off duty. This policy shall apply to KENO and gaming/ poker machines. 
Staff members are not permitted in the Gaming Room while off duty.
Staff members are not eligible to enter any member’s draws, prize giveaways, promotions or bonuses unless prior written approval from Secretary Manager is received.
Breaches of this nature will be treated very seriously and may result in instant dismissal.

5.28.1
Legislative provisions

The Gaming Machine Act 1991 prohibits staff who hold a gaming licence or are a gaming employee, from playing the gaming/ poker machines within that establishment. No employee shall play a gaming/ poker machine whilst on or off duty. Employees must not allow a person under the age of 18 to play a poker/ gaming machine.  
The Keno Act 1996 prohibits staff who participate in a function, relating to the conduct of a Keno game, from playing Keno within that establishment. No employee shall play Keno whilst on or off duty.
5.28.2
Promotions, Member Draws and/or Raffles
Staff are not permitted to claim any prize or win any benefit whilst in their Supporters Club uniform unless prior approval is received in writing from the Secretary Manager.

Staff are not permitted to enter any other Surf or Supporters Club draws, promotion or chance lottery or partake of any game whereby prizes are provided unless prior written approval is received from the Secretary Manager.
Staff are NOT eligible to take part in any promotions, member draws and/ or raffles whilst on duty and/ or in uniform unless prior written approval is received from the Secretary Manager. 

5.28.3
Betting

Betting is prohibited on licensed premises. Card games are permitted, however, if you observe members or guests playing cards for money the matter must be reported to the Duty Manager immediately. 

5.28.4
Miscellaneous

Any monies found in the poker machine area shall remain the property of the Supporters Club and must be reported to the Duty Manager immediately.  

Breaches of this section will constitute misconduct and may result in instant dismissal.
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5.29 
Theft

You may have worked in other establishments where the custom and practice was to “look after your mates” with free or discounted drinks to off duty Staff members.  This is not the custom and practice here.

Any acts of undercharging, over nipping or giving away drinks is theft. This practice will constitute misconduct and may result in instant dismissal and charges will be laid against you and the person receiving the drink.

Should you be witness to this, you must report it to the Duty Manager.  This is not “dobbing in a mate”, but more like protecting your own back. Theft becomes apparent after deficiencies in stock take - and everyone is under suspicion. Should you witness an act of theft and not report it, you are condoning the action and are no better than the thief yourself.

Remember - there is no honour among thieves.
Staff are responsible for the security of all tills, change floats and cash machines during their shift and all administration functions in relation to the recording of cash. Any discrepancy in balances must be accounted for to the satisfaction of the Duty Manager. Theft of any kind will not be tolerated and will result in instant dismissal. In the case of an armed robbery, staff are required to co-operate fully. 
Also remember that promotional materials are supplied to the Supporters Club for the benefit of members, not for staff to take home. Again this is theft as is any falsification of time sheets to claim payment for time not worked.
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5.30
Confidentiality

As a result of the Supporters Club activities and of holding a particular position, you may acquire information which may be strategically, or commercially sensitive. All such information must be treated as confidential, unless authorised for public release by the Management Committee.

Confidential information must only be used for activities relating to the pursuit of the Supporters Club’s objectives and not for personal reasons. In particular, employees must not unnecessarily acquire, investigate or divulge information pertaining to the commercial or operational interests of the Supporters Club nor information regarding our members.

For reasons of privacy and security for the patron, you are not to discuss what anyone has won on poker machines, Keno, TAB, promotions or any form of gambling legally conducted within the Supporters Club.  Neither are staff permitted to make comments to, or about patrons gambling activities. All staff must also maintain confidentiality in regard to all management decisions and meetings.

Under no circumstances are staff members permitted to make comment to any media source regarding the Supporters Club. If approached by any media organisation for information, you must refer that organisation to the Secretary Manager immediately.

Breaches of this section will be treated very seriously and will constitute misconduct if proven.  
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5.31
Public Liability 

In the event of an accident or injury of a Supporters Club member or guest, it is advised that you:

· Assist the member or guest in any way possible;

· Advise Duty Manager, First Aid Officer or other qualified person immediately;

· Do not admit liability under any circumstances; and
· Never infer that it “was our fault” or “we should have been more careful”.
5.32
Professional Indemnity

All employees should be aware that to be entitled to indemnity protection it is imperative that all incidents that may give rise to a claim against you, be reported to the Duty Manager without delay and recorded on the appropriate incident report.
[image: image28.wmf]5.33 Greeting a Customer - Correctly

The three essential steps to greeting a customer are:

1.  Establish eye contact;

2.  Smile
3.  Make our customers feel welcome with genuine service and ensure that they are always #1 priority.  If you don’t know our customer’s name don’t call them by mate, buddy, etc.
5.34 
Busy Staff

During any quieter periods staff are required to busy themselves doing cleaning and any other relevant maintenance work. Under no circumstances are staff to read papers, magazines or books or use internet for personal use whilst on duty. If there is nothing else to do, staff are required to move out from behind the work area to greet and serve patrons.

5.35 
If you have Problems - Tell Somebody!

When working behind the bar, you may find that the beer may be too heady, a spirit measure may be leaking or you may be running low on stock. These problems, and many like them, cost us lots of money in waste or lost revenue if left unattended. In fact, if any staff experience problems with equipment malfunction, bring it to the attention of the Secretary Manager immediately.
[image: image29.wmf]
5.36 
Security

· All systems for controlling monies must be adhered to at all times.

· All floats are to be signed by the person making the count.

· The safe is to be kept locked at all times where possible.

· Closing procedure at the end of the late shift shall be carried out by checking that all doors and windows are secured, that the safe is locked and security the security system has been activated.

[image: image30.wmf]5.37 
Bar/ Gaming Machine Area

Bar to be kept presentable at all times:

· Fridges to be full and labels facing the front;

· Fridge doors to be free of all finger prints and smudges;

· Bar top to be tidy at all times;

· Have a clean hand towel on hand at all times;

· All over-rings are to be reported to a Duty Manager as soon as they occur;
· All systems for the distribution and sale of beverages are to be adhered to;

· All staff to have an understanding of the procedures involved with beer reticulation;
· All staff to have a good working knowledge of the traditional ways of serving different beverages including correct glassware, serving measurements and garnishes;

· All staff to have a knowledge of wines, as current as possible, and be able to make suggestions for guests;
· All staff to regularly wait on patrons in the dining and bar areas;
· The procedures for stock ordering and transfers are to be carried out properly;
· Tables in the bar and dining areas are to be cleared and cleaned by staff as soon as practical;
· Coffee/tea bar to be cleaned and fully stocked with cups and coffee/tea supplies on a regular basis during each shift;
· Poker machine area to be kept clean and tidy at all times, making sure machines are wiped clean regularly and the chairs are neat and tidy;
· Keep on top of general cleaning at all times, and start to do final cleaning well before closing time;
· Please let the Duty Manager know of any machine errors so they can be fixed immediately; and
· Ensure that all poker machines are fully operational at all times.
5.38
Handling Complaints

There will be times during which you may be confronted by a member/guest/visitor with a complaint. It is essential that you handle these situations carefully - the image of the Supporters Club is at stake.  Here is a list of steps to help deal with such a situation.

· Listen without interruption;

· Don’t get defensive;

· Express sympathy about their situation, but tell them you are glad that they brought it to your attention;

· Express empathy - put yourself in their shoes;

· [image: image31.wmf]Ask questions to understand the problem;

· Find out what they want you to do about the problem;

· Explain what you can and cannot do;

· Fully discuss the alternatives with the customer;

· Take action; 
· If you can not fix the problem report the complaint to your Duty Manager; and
· Follow up to ensure a resolution is achieved (noting the person making the complaint may never be satisfied).

Never:

· Argue with the customer;

· Avoid the complaint;

· Use sarcasm;

· Compete with the customer; or

· Be defensive - a complaint is not a personal attack.

[image: image32.wmf]If you believe you are unable to assist the member with their complaint, inform the member you will locate the Duty Manager to assist. If the Duty Manager is unable to manage the compliant, please refer it to the Secretary Manager as possible. The matter can be escalated to the Management Committee if necessary.
5.39 Responsible Service of Alcohol

The Liquor Act states that it is an offence to serve or supply alcohol to:

· Unduly Intoxicated Patrons

· Disorderly Patrons

· Minors 

The phrase “supply” indicates that it is an offence for the venue and possibly for Club Staff if these patrons are allowed to consume alcohol while on our premises.  All staff must be vigilant in this regard.  

Maximum penalties that can apply under the Act:

Unduly Intoxicated Patrons
· Licensee or Manager






                       $56,925
· Any other person (bar staff, friend who buys it for them, security etc)

$9,108
Disorderly Patrons

· Licensee 







                       $56,925
· Any other person (bar staff, friend who buys it for them, security etc)

$9,108
Minors

· Licensee 







                       $28,462
· Any other person (bar staff, friend who buys it for them, security etc)

$9,108
You can be held to be personally liable but how do you know when to stop serving someone?  We have introduced the “No More its the Law” system to assist you in recognising an intoxicated person.

Refusing service of alcohol to an intoxicated person can be very difficult.  Never do it alone.  Always have a senior staff member or Duty Manager with you.  We can then offer to call a taxi or ask their friends to make certain they get home safely.
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5.40
Responsible Service of Gaming

The Supporters Club is committed to ethical and responsible practices that recognise the importance of our members’ and patrons’ wellbeing with a focus of minimising the potential harm of gambling.
If you believe a member is gambling above their means, please consult the Duty Manager or Secretary Manager.
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5.41 
Injury

In the event of injury to yourself whilst on duty, notify your Duty Manager immediately.

Upon receiving appropriate first aid treatment, you are to complete a Worker’s Compensation Form before your shift is completed.  This form must be completed for any injury, even if it does not appear serious.  These forms can be obtained from the Office or the Duty Manager.

You may also be required to complete an injury notification form.

5.42 
Grievances/Complaints

What to do if you have a grievance/complaint:

· Talk to the Duty Manager or Secretary Manager, if the complaint is about this person or not resolved, proceed to the next step;

· If you cannot resolve the situation, you may write to the Management Committee who will arrange a meeting with you in an attempt to resolve the conflict.

At any point when dealing with Management, you may invite a fellow worker to accompany you or choose to be represented by your Union.  It is our policy to treat all employees with respect and fairness.

This policy must be two-way.

The Secretary Manager has an open door policy and will listen to and assist all employees with any matter you feel requires attention.

At this point you may wish to seek independent advice from your Union and/or representative.  

Whilst the above procedure is being followed, normal work shall continue except in the case of a genuine safety issue.

All complaints/ grievances will be responded to in a timely manner. Complaints/ grievances will be responded to within 24 - 48 hours. Where this is not possible the complainant will be advised of a reasonable time frame. 
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5.43
Disciplinary Action

The violation by staff of Supporters Club policies, procedures, staff manual, a lawful direction or unsatisfactory performance may result in disciplinary action.  Investigation and counselling will always be conducted first.  Disciplinary action may include, but is not limited to: retraining, review of duties, reprimands, warnings, demotion and dismissal.

Where disciplinary action is necessary, the following tier system may apply, depending on the gravity of the indiscretion or offence.

Warnings 

Verbal Warning


· Served for minor offences and records kept on employee’s personnel file. Prior to issuing the warning, counselling will be provided and the employee will be given the opportunity to respond to the allegations. The employer will consider all information and mitigating circumstances before issuing the warning.

Written Warning

· Served for a repeat of the minor offence for which the verbal warning was issued, or for minor offences. Prior to issuing the warning, counselling will be provided and the employee will be given the opportunity to respond to the allegations. The employer will consider all information and mitigating circumstances before issuing the warning.

Final Written Warning

· For failure to attain a satisfactory standard of performance or continuation of offences or a severe offence. Prior to issuing the warning, counselling will be provided and the employee will be given the opportunity to respond to the allegations. The employer will consider all information and mitigating circumstances before issuing the warning.

Committing an offence after receiving a final warning may, in most cases, result in dismissal.

Proven instances of serious misconduct may result in instant dismissal without notice.  Instant dismissal may occur where a person commits:

· Theft;

· Assault;

· Fraud; or

· Other such acts of misconduct that would preclude the giving of notice.
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5.44 
Worker Safety - General
Safety in each work location is the important responsibility of every one of us.

We believe that no job is so important or so urgent, that we cannot take time to perform it safely. If you should become aware of any concerns with Workplace Health & Safety report it to the Duty Manager or Secretary Manager immediately.
5.44.1
Responsibilities

To achieve the objective of a safe and healthy environment, it is necessary for all staff to play our part and accept our share of responsibilities. In line with this, we expect our managers, to be responsible for maintaining safe working conditions and practices in accordance with the Queensland Workplace Health and Safety Act 1995 and the Queensland Workplace Health & Safety Regulation 1997, Codes of Practice and Australian Standards.
If we all use maximum care and good judgement, most accidents on the job will be prevented. All employees have a responsibility to keep the work area safe and must follow safety policies, procedures and rules, which will be explained by the Duty Manager.  The Duty Manager will receive instruction in these matters.

5.44.2
Safety Rules and Regulations

Most importantly, get to know all safety rules and procedures and the Occupational Health and Safety policies set out herein that apply to you.  If there is anything you are not sure about, talk to the Secretary Manager.

If you believe that you have been asked to do something that you consider unsafe, you may ask for clarification, or ask to see the Duty Manager.

Know your Emergency Services and Evacuation Procedures. Check with your Duty Manager if you are unfamiliar with these procedures.

5.44.3
Basic Safety Rules Summary

· Always use correct materials handling and lifting techniques;
· Protective clothing must be worn where required;
· Observe “No Smoking” Policy;
· Observe all maintenance and safety tags;
· Keep your work place clean and tidy;
· Ensure all your protective equipment is in good order, if in doubt see your Duty Manager;
· Use all protective equipment prescribed or as directed by your Duty Manager;
· Report all incidents or near misses to your Duty Manager;
· Do not tamper with electrical installations;
· Running, horseplay or skylarking are prohibited throughout the workplace; and 
· Do not use faulty equipment; report them to your Duty Manager.

5.45
Sexual Harassment and Discrimination

The Supporters Club is committed to ensuring that the working environment is free from sexual harassment and other forms of harmful discrimination. Sexual harassment and other discriminatory activities will not be tolerated under any circumstances and disciplinary action will be taken against any employee (or agent) who breaches this policy.

Any employee of the Supporters Club who feels that they are being sexually harassed and/ or discriminated against should not ignore the behaviour and hope that it will go away. Silence may give the impression that sexual harassment and/or discrimination is acceptable - it is not.

All employees should ensure that they contribute to promoting positive behaviours within the workplace, and take appropriate actions in accordance with guidelines prescribed below to prevent, and to stop sexual harassment and discrimination occurring.

The Supporters Club aims to:

· Create a working environment which is free from sexual harassment and discrimination;
· Create a workplace where all members of staff are treated with dignity, courtesy and respect;
· Implement training and awareness raising strategies to ensure that all employees know their rights and responsibilities;
· Provide an effective procedure for complaints based on the principles of natural justice;
· Treat all complaints in a sensitive, fair, timely and confidential manner;
· Guarantee protection from any victimisation or reprisals;
· Encourage the reporting of behaviour which breaches this policy; and 
· Promote appropriate standards of conduct at all times within the Surf and Supporters Club.
Discrimination and sexual harassment are against the law.  Reference should be made to the Anti-Discrimination Act 1991(Qld). Staff should understand that if they (or any other staff, committee or member) enact any of the above mentioned or other discriminative behaviours, disciplinary and/or legal action will be taken against them for discrimination and/or sexual harassment. They could also be exposing the Supporters Club to liability.

5.45.1
Consequences That Can Be Imposed If the Policy Is Breached
Depending on the severity of the case, consequences can include an apology, counselling, transfer, dismissal, demotion, cancellation of membership (for Surf and Supporters Club members) or other forms of disciplinary action. Immediate disciplinary action will be taken against anyone who victimises or retaliates against a person who has complained of sexual harassment or discrimination.

5.45.2
Responsibilities of Management and Staff
This Supporters Club has a legal responsibility to prevent discrimination and sexual harassment; otherwise it can be liable for the behaviour of its employees. This means that committee, managers and supervisors have a responsibility to:

· Monitor the working environment within the Surf and Supporters Club to ensure that acceptable standards of conduct are observed at all times;

· Model appropriate behaviour themselves;

· Promote this policy within their work area;

· Treat all complaints seriously and take immediate action to investigate and resolve the matter initially through the utilisation of informal mechanisms and beyond this, through formal mechanisms; and 
· The Supporters Club provides all employees with an undertaking that all issues raised shall be resolved within 48 hours. If the problematic discriminative behaviours, which were previously reported, are not resolved in this time, or persist, management gives an undertaking to take further steps to investigate the matter and take any disciplinary action deemed necessary.

5.45.3
Staff Responsibilities
· Comply with the above discrimination and sexual harassment policy;
· Offer support to anyone who is being discriminated against or harassed, and let them know where they can get help and advice; and 
· Maintain complete confidentiality if they provide information during the investigation of a complaint.  Spreading gossip or rumours may expose you to a defamation action. 
All employees have the right to bring complaints to the Supporters Club about sexual harassment or discrimination pursuant to the correct procedures detailed below.

As your employer, we will treat harassment and discrimination complaints seriously and sympathetically.  We will attend to all complaints in a private and confidential manner.

All complaints will be investigated impartially and action will be taken by management to ensure that the conduct does not continue. Every endeavour will be taken to ensure that no complainant or witness is victimised in any way as a result of a complaint having been make, regardless of the outcome of the complaint.
If it is not resolved at this stage you are advised to make a formal complaint to the Management Committee.

The Surf and Supporters Club is committed to providing an environment that is safe for all employees. You will not be disadvantaged in your employment conditions or opportunities as a result of lodging a complaint.
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5.46
Armed Hold Up

· No amount of money is worth a life.

· Obey the bandit’s instructions, but do only what you are told and nothing more.

· If you are out of danger then stay out of danger.

· If, with safety, you can leave the building, do so and raise the alarm.

· Do not be tidy when handing money to the bandits.  Place money in the bag in the following manner - as much coin as possible followed by smaller denomination notes (do this with only safety to yourself).
· A staff member should phone police as soon as possible and keep the line open.

· Another member of staff should, if possible, try to observe any vehicle used in the robbery.

· After the bandits have left, please leave the area and anything they have touched completely alone until Police arrive.

· Any witnesses present should observe as much as possible - speech, mannerisms, clothing, tattoos, scars, height, etc.

· Note any observations in writing without conferring with fellow employees so your impressions are not influenced by others.

· Your safety and that of your fellow workers and visitors to the Supporters Club must be the first consideration at all times.

· Do not try to follow the bandits when they leave the premises but endeavour to observe the direction of their getaway.

5.47
Workplace Harassment 

Workplace harassment is unwelcome and unsolicited behaviour that the harassed person finds to be offensive, intimidating, humiliating or threatening, and would be considered as such by a reasonable person. The behaviour must be repeated; that is, where an established pattern of behaviour can be identified. The term repeated also refers to the constant nature of the behaviour; hence the behaviour may consist of a series of different incidents, rather than merely the repetition of a single type of harassing behaviour.

It can cross any level of the organisation, for example a co-worker harassing another co-worker, a worker harassing a manager/supervisor or vice versa.  Interestingly, workplace harassment often stems from poor people-management practices or character traits; for example, a lack of self-confidence, jealousy or poor interpersonal skills.  

Any reports of workplace harassment will be treated seriously and investigated promptly, confidentially and impartially.

The Supporters Club encourages all employees to report workplace bullying. Managers, duty managers and supervisors will ensure employees who make complaints, or witnesses, are not victimised in any way.

Disciplinary action will be taken against anyone who bullies or harasses a co-worker. Discipline may involve a warning, retraining or instant dismissal, depending on the circumstances.

5.48
Evacuation for Fire and Other Emergencies
In the case of an Emergency Evacuation, staff members must follow the instructions of the Duty Manager. The safety of our staff, members and guests is paramount. If advised to evacuate the building, leave immediately and assemble in the designated areas outside.  Once outside, please do not leave the assembly area until advised by the Manager that it is safe to do so.
5.49
Other Conditions

All other conditions of employment shall be so prescribed by the relevant Award.  

Staff must not fundraise for external organisations nor lobby members, whilst on duty, without the express prior consent of management.

Employees are required to comply with this staff manual, Club policies, all workplace procedures and all lawful directions. Breaches may result in disciplinary action.

5.50
Gifts, Rewards, Gratuities and Promotional Items

The Supporters Club has a firm policy that no gift, reward, gratuity or promotional item shall be solicited in consideration of services and/ or products rendered. If a gift, reward, gratuity or promotional item is offered by companies or their representatives they are to be retained by the Supporters Club for use in member’s promotions etc.  All items of this nature must be reported to the Duty Manager or Secretary Manager.  A breach of this policy will be treated very seriously.

5.51 
Critical Incident Policy

In the unlikely event of a critical incident, which may include, but is not limited to: a hold up, fire, acts of violence or an emergency situation, the Supporters Club may provide counselling to an employee.
5.52
Dress Standards
Dress regulations apply from when the Supporters Club opens for trading. Footwear must be worn at all times when in the Surf and Supporters Club.  Members, guests and visitors must be neatly and modestly dressed at all times. The Supporters Club welcomes patrons whose attire is smart, clean, inoffensive, pressed and well presented. No bikini tops are permitted at any time. Any clothing with inappropriate signage or slogans is not permitted. As an employee you need to be familiar with these entry conditions.
The Supporters Club reserves the right to deny entry to any member, guest or visitor not meeting these requirements. Denial of entry can be embarrassing, ensure you maintain consistency, and if in doubt please seek the assistance of the Duty Manager.

Complying with these dress standards will assist in contributing to the overall relaxation, enjoyment and comfort of the many members of our great club.
5.53
Anti Money Laundering (AML) / Counter Terrorism Financing (CTF)
Given that the Supporters Club operates Keno and Poker Machines, it is vital that we comply with the law and prevent the use of these services for money laundering and terrorist financing. Doing otherwise would damage the integrity of the financial system and the reputation of the Supporters Club, as well as its staff, members and community.

Money Laundering is the processing of criminal proceeds to disguise their illegal origin. To avoid criminal activity being detected, criminals break the connection between the illegal activity and the proceeds of their crime, with the intent to give them the appearance of legitimacy. The illegal proceeds may be generated for example from drug trafficking, fraud, tax evasion, people smuggling, theft or corruption.

Terrorism Financing is the financial support in any form of those who engage in terrorism. This includes funding the cost of conducting an actual terrorist attack, the cost of explosive materials, firearms, communications equipment, vehicles, travel and accommodation. It also includes those who plan or encourage terrorism, those to provide funding to support groups or individuals who may plan a terrorist attack and those who provide training to terrorist groups. The funding may also be used to maintain terrorist infrastructure such as training camps.
In order to prevent Money Laundering and Terrorism Financing, staff are to generally monitor customer’s use of Keno and poker machines and immediately advise the Duty Manager or Secretary Manager should it be reasonably considered that a customer/s gambling habits do not match their likely income. For example, a customer is known to work locally as a receptionist for a real estate agent, however often bets $5,000 per week on Keno. In addition, regular customers must join as a member of the Supporters Club. Should the Duty Manager / Secretary Manager concur with these concerns, the matter is to be immediately referred on to the Management Committee and reported to the local police (confidentially).
6.
General Club Information

6.1
Hours of Operation
The Supporters Club is open to the public Monday to Saturday from 10:00am to 12:00am and Sunday from 8.00am to 12:00am, with the following exceptions:
1. Christmas Day – closed 

2. Anzac Day – Full trading commences at 1:00pm 
3. Good Friday – closed

*
All closing times are at the discretion of Management and based on the operational needs of the business.
6.2
Dining Room Hours of Operation
Monday to Saturday

Lunch – 11:30am to 2:30pm

Dinner – 5:30pm to 8.30pm
Sunday


Breakfast – 8:00am to 10:30am
Lunch – 11:30pm to 2:30pm

Dinner – 5:30pm to 8.30pm
These hours may vary according to the season.
6.3
Entertainment & Promotions
There is live entertainment on Sunday afternoons.
The members draw is on Friday evening
Staff are expected to familiarise themselves with all Club activities.  Information about entertainment and promotions are available the Secretary Manager. These promotions may vary from time to time it is your responsibilities to stay informed.
6.4
Areas of the Club

Bar
Kitchen

Dining
Outside Dining Balcony

Gaming and TAB
Office
6.5 
Role of the Committee

The committee members have the ultimate responsibility for the Supporters Club’s affairs and business, subject to the Associations Incorporation Act.  All staff direction will come through the proper chain of command. Committee members requests are to be treated the same as any other customer requests.

The committee’s responsibilities are to make and set the general business strategy of the Supporters Club and to ensure that the Supporters Club is managed properly.  Any concerns committee members have are addressed with the Secretary Manager who then raises it with the appropriate staff member.  If a committee member asks you to do something check with a Duty Manager first.
This general business strategy is developed in liaison with the Supporters Club management who ensure the finer operational requirements are adjusted and maintained to ensure the business strategy goals set by the Committee are achieved.

The Committee meet monthly to assess the Supporters Club’s business progress and determine business strategy.  
6.6
Club Organisational Structure

6.7
[SLS CLUB] Surf Life Saving Club 
The [SLS CLUB] Surf Life Saving Club Inc and the [SLS CLUB] Surf Lifesaving Supporters Club Inc are two separate entities. 

The Surf Life Saving Club is the organisation responsible for patrols of beaches and surf life saving activity.  

The Supporters Club is the licensed social club by whom you are employed.  

There is a strong relationship between the two with the Supporters Club making donations to the Surf Club to help fund its valuable activities.  

7
Termination of Employment

If for whatever reason you feel you have to leave the Supporters Club, it is important that you give as much notice as possible. It would be particularly appreciated if you could work the shifts where rosters have already been posted to avoid a sudden overload of work to your colleagues. Otherwise, the period of notice required shall be in accordance with the relevant Award, provided that all amounts of money owing to the Supporters Club shall be paid up in full prior to receipt of your final pay.

8.
Declaration 
[SLS CLUB] Surf Lifesaving Supporters Club Inc

Staff Manual

DECLARATION
Please read this Staff Manual.

You are required to sign this sheet and return it to the office.  

I have received a copy of the Staff Manual.  

I have carefully read the manual and it has been explained to me by the Duty Manager during my induction.  I understand all rules and information contained therein, including the benefits and privileges to which I am entitled. 

I understand that the Supporters Club may, from time to time, change, modify, alter, add or substitute new procedures, policies, rules or regulations concerning working conditions at [SLS CLUB] Surf Lifesaving Supporters Club.  In turn, reasonable notification will be provided by the Supporters Club of such changes.  

I understand that this Manual remains the property of the Supporters Club and must be returned on termination of my employment.  

It is expressly understood and agreed by me that nothing contained in this Manual or any subsequent changes or modifications thereto shall act as a contract or guarantee of employment.  
Employee’s Name:  _____________________________________________________________________

Employee’s Signature:  __________________________________________________________________

Date:  ________________________________________________________________________________

Secretary Manager Signature:  ____________________________________________________________

