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1. VALUES OF FUTURE EMPLOYMENT OPPORTUNITES INC. (F EO) 
 
Ethical Standards 
The conduct of FEO and its staff, volunteers and Board Members complies with all government 
legislation and contractual obligations. 
These include: 

·  Affirmative Action (Equal Employment Opportunity for Women) Act 1986, 
·  Archives Act 1983, 
·  Audit Act 1901, 
·  Crimes Act 1914, 
·  Disability Discrimination Act 1992, 
·  Freedom of Information Act 1982, 
·  Privacy Act 1988, 
·  Racial Discrimination Act 1975, and 
·  Sex Discrimination Act 1984. 

 
Staff are employed to carry out specific tasks.  Ea ch member has special skills that are 
required in the Project.  Staff are encouraged to b e creative, innovative and to display a sense 
of responsibility that they are ‘in-charge’ of thei r particular area of expertise.  New directions 
are given high priority and these will eventuate th rough the building of a team that can share 
and have a commitment to those who are not in paid employment.  
 
FEO is a not for profit organisation and its resources are used to improve the services provided to 
jobseekers, employers and the community.  Resources are only used to achieve the organisations 
goals. 
 
 
Consultation 
Members base their understanding of the community, jobseekers, employers and service purchasers, 
and their needs on consultation.  Consultation helps to ensure that the needs of these groups are 
considered in all the organisation’s operations.  In particular, the availability and quality of existing 
services in the community is always considered before ventures are undertaken. 
 
The organisation understands it is important that the community, particularly employers and 
jobseekers, have an input and influence the way services are provided.  It is also important that the 
community provide a review mechanism on how funds are spent and identify key success factors in 
determining future direction.  The role is paramount as a large proportion of funds come from the 
taxpayer. 
 
FEO sees itself as an integral part of the local social and economic fabric.  It sees its involvement in 
employment services as a means of making a wider contribution to community development (not just 
for jobseekers and employers, but also for their staff, Boards and volunteers); and enterprise 
development (through community and individual enterprise). 
 
 
Customer needs are paramount 
Jobseekers and employers are provided with individualised services and treated in a professional 
manner at all times.  Jobseekers’ needs are served through a holistic approach to service delivery and 
through empowering them as a means of fostering personal development and the fulfilment of 
personal potential.  Jobseekers’ and employers’ needs are serviced through the establishment of good 
relationships with them so as fully to understand their circumstances and requirements.  In all aspects 
of service delivery to jobseekers and employers, the emphasis is on responsiveness, appropriateness, 
flexibility, quality and timeliness. 
 
The Social Security Review (1988) sums up our understanding of work.   
“For most work provides identity, social relationships, a time scale for each day, opportunities to 
develop skills, and sense of purpose, and a source of status as well as income.  Denial of a job 
therefore denies the individual not only income but also the satisfaction of a range of important social 
and personal needs.” 
 
We believe it is the nature of the economic system that does not allow for sufficient jobs for the people 
who require them.  Therefore, in most cases it is not the fault of the individual as to why he/she is out 
of work but rather the system upon which we all live. 
 
All training courses are based on adult learning principles and are very different to secondary school 
learning methods.  Participants make the choice to attend courses to learn new and maintain existing 
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skills and will have the opportunity to help formulate the course.  As adults it is recognised that 
participants already know a lot and have been through many life experiences which are valuable to 
others.  As adults it is up to them to do the work and take responsibility for their learning. 
 
Courses consist of meaningful discussions and practical experiences in an atmosphere where 
everyone has something worthwhile to contribute, in which all seek to know more. 
 
 
 
2. MISSION STATEMENT OF FEO 

 
 

FEO will create opportunities for people who seek employment by providing training and 

support, by establishing self generated work enterprises and by contributing to build a vibrant 

and sustainable community. 

 

FEO’s Vision  
 

Every person who wants to work is employed. 

 

FEO’s Goals  
 

Employment growth is the central economic and social goal of FEO. By enhancing 

employment opportunities you enable individuals to gain self reliance, personal dignity and 

economic security and in doing so provide a vibrant civic community. FEO, when employing, 

will preference people already out of work 

 

FEO’s Ideals  
 

·  Create Empowerment through Employment  

·  Invigoration through innovation  

·  Sustainability through sales and service. 

 
 
 
It Makes Common Sense 
 
Employment growth and the reduction of unemployment are the most effective means for 
developing a vibrant civic community, reducing poverty and inequity and for increasing 
economic security, self reliance, personal dignity and freedom. 
 
It makes common sense – when employment grows everybody benefits, for not only are 
jobseekers offered the opportunity to support themselves and contribute to the community, 
but net national income improves through increased production, tax revenue increases and 
there is reduced income support payments, so improving living standards for all. 
 
Therefore, employment growth is the central economic and social goal of our organisation. 
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3. EMPLOYMENT POLICY 
 
The following employment policy is to be given to each employee on commencement of duty and is to 
be used as a standard of work practice that it to be exercised by employees.  It is the responsibility of 
each supervisor to ensure that each new employee receives a copy of the document, and is 
conversant with its content, implementation and outcomes.  It is also the responsibility of the 
supervisor to introduce the new employees to each staff member and give him/her a tour of the FEO’s 
total operation. 
 
3.1  Occupational Health and Safety 

Policy: 
The Committee of Management will provide the service with facilities that meet existing health 
and safety regulations.  A Health and Safety Officer will be elected by staff in each unit each 
year. The elected representatives will meet monthly and make recommendations to the FEO 
Board. 
Procedures: 
1.a. Each employee is expected to be conversant with the organisation’s fire safety policy 

which is displayed on a noticeboard in each room.  Each employee is responsible to 
report any health and safety risk to the Health and Safety Officer.  It is the role of the 
Occupational Health and Safety Officer to report the safety risk to the Manager. 

1.b. In the event of an accident or incident when someone is injured, the responsible staff 
member is to immediately assess the situation and gain appropriate medical assistance 
or call an ambulance or take the participant to the Bendigo Hospital, Primary Care Unit, 
to obtain treatment.  If the staff member cannot appoint a group member to take charge 
of the group while he/she is away, then another staff member is to be asked to charge 
of the group.  The incident is to be written up in the Occupational Health and Safety 
book, located with the Occupational Health & Safety Officer.  The incident must be 
reported to the staff member’s supervisor. 

1.c. All premises of FEO are smoke free workplaces. Maps of designated smoke free areas 
and the Smoke Free Policy are displayed at each centre. 
The policy applies to all staff including management, contract and service staff, 
students, customers and visitors while on company premises. 
The responsibility for enforcing the policy rests with managers and supervisors. 
Employees are reminded that they are obliged, under the Occupational Health and 
Safety Act (1985) to protect the health of their fellow workers. 
Members of the public / students who smoke will be asked politely to extinguish their 
cigarettes or to move to outside the designated non-smoking areas. 
Grievance and breaches of policy: A person who has a grievance relating to this policy 
should speak to the Health and Safety Officer or Nominated OH&S Representative. 

 
 
3.2  Staff Training 

Policy: 
The Committee of Management is committed to the on-going training of staff as an integral 
component to the ongoing development of the organisation.  Staff training provides the 
opportunities for employees to enhance their professional skills thereby improving the potential 
outcomes of the organisation. 
Procedures: 
2.a. All employees may avail themselves of training each year which will be negotiated with 

the Manager and a written agreement drawn up and signed by both parties.  Training 
will be primarily organised internally.  However, in some circumstances training can be 
organised externally for specific one-off workshops, if it is considered relevant to the 
employee’s work situation and as approved by the manager. 

2.b. When the training is outside the normal allocated work hours of the employee, only 
course fees will be paid. 

2.c. When training is directed by management, payment will be negotiated as per the award. 
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3.3  Access & Equity 

 FEO recognises that systems and structures currently exist in society that can lead to inequality. 
FEO is committed to effecting change that promotes equality of opportunity for all. Access and 
Equity is guided by the following principles: 
·  That all staff and students have a right to equality of opportunity.  
·  That there is recognition of, respect for and promotion of diversity within our community.  
·  That there is encouragement of initiatives to effect change.  
·  That while some people clearly need our advocacy, we support and encourage people on 

the journey of self-determination and empowerment.  
·  That everybody has a right to participate in decisions, and making choices that affect their 

lives.  
·  That everybody has a valuable perspective on any issue. 
·  That we believe in every person's goodwill and desire for justice, fairness, 

integrity and change.  

AIMS  

·  To provide a responsive and proactive service to FEO on matters relating to access and 
equity.  

·  To educate the community about access and equity, in order to assist staff and students 
to uphold and act according to the principles in the access and equity. legislative 
framework.  

·  To operate within a cooperative framework that incorporates the wisdom of all 
relevant parties.  

 

 
3.4 Equal Opportunity 

 Procedures: 
The service will at all times strive to implement a gender balance, maintain employee 
representation on committees and request participant interaction on evaluating activities. 
 
 

3.5  Security 
 

Policy: 
All facilities are able to be securely locked.  The Committee of Management sees the 
employee as being responsible for their personal belongings and makes provision for safe 
keeping of such belongings. 
Procedures 
5.a. Each employee is expected to secure their rooms and equipment at the completion of 

their daily duties. 
5.b. Employees are responsible for their own personal belongings and they are urged not to 

tempt others with casualness.  If inadvertently an employee loses money or property 
after appropriate precaution has been taken, the Management Committee may consider 
claims made against it.  Any suspected incident should be reported to the manager. 

 
 
3.6 Staff Rooms 

 
Policy: 
A rewarding and congenial staff environment is necessary to ensure quality outcomes. 
Procedures: 
6.a. Common rooms are available to be used by all employees 
6.b. Employees are responsible for maintaining rooms in a state that is accepted by all. 

 
 
3.7 Use of Resources 

Policy: 
Use of the organisation’s resources are to be shared by all employees.  The Committee of 
Management however, expects that the employee will not exploit the goodwill extended, 
through the abuse of privilege. 
Procedures: 
7.a. Employees have access to photocopiers, telephones, computers, etc. with the 

understanding personal work is kept to a minimum. 
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7.b. All employees are asked to minimise the overheads of the organisation by turning off 
lights, heaters and equipment when not in use. 

7.c. Employees may use the equipment of the organisation when it does not clash with 
training usage.  The use of equipment must however, be to develop professional skills. 

7.d. All equipment borrowed should be booked out through reception.  If a staff member is 
going to borrow equipment it is expected he/she secure their own insurance for large 
items. 

7.e. Resources such as books, videos and games are to be housed so that staff have 
access. 

 
 
3.8 Payment of Wages 
 

Policy: 
FEO pays employees’ fortnightly on Tuesdays after 1 pm through an employees account at 
the Bendigo Bank. 
Procedures 
8.a. Fortnightly Time Sheets are required to be filled in by all staff. 
8.b. The Manager will check the time sheets, any change or alterations will be shown to the 

employee by photocopying the sheet and placing it in the staff member’s pigeon hole.  
Staff must acknowledge the receipt of the changes by signature and return of the time 
sheet to the Manager. 

 
 
3.9. Job Description  
 

Policy: 
All positions will have a job description which includes key selection criteria. 
Procedures: 
9.a. All people applying for a position will be given a copy of the job description stating 

goals, award or contracted rates of pay, hours of work, a description of the type of work 
expected to be carried out, responsibilities, lines of communication and accountability. 

9.b. The job description will outline the employee’s selection criteria. 
 
 
3.10 Employee Selection and Selection Criteria  
 

Policy: 
Appointment of employees will be open and sufficiently flexible to recognise the practical skills 
and qualities of people’s life experiences as it pertains to the goals of the organisation. 
Procedures: 
10.a. All positions will be advertised except in the case where the Committee of Management 

decides to promote an existing staff member. 
10.b. Applicants will receive a copy of the selection criteria as part of the job description. 
10.c. Equal opportunity and gender balance principles will be implemented when appointing a 

selection panel, and the panel will consist of no less that two people. 
 
 
3.11 Grievance and Disciplinary Procedures and Term inations 
 

Policy: 
All employees have the right to be informed of the appropriate procedure to adopt if they wish 
to lodge a complaint to the Manager or the Committee of Management.  If disciplinary and/or 
termination procedures are to be considered, employees have the right to be treated with 
dignity and informed of their rights. 
Procedures: 
11.a. In compliance with the Community Employment, Training and Support Services Award 

(1996) Section 13. 
 
3.12 Staff Reviews 
 

Policy: 
Staff Reviews, known as the Employee Development Program, are considered an integral part 
in assisting the employee and management to achieve high quality organisational outcomes.  
The employee’s aim for future development will need to be congruent with the future strategic 
plans of the organisation. 
Procedures: 
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12.a. They will be held every twelve months, the Manager or a person appointed by him/her 
and the supervisor will be present at the interview.  A gender balance is preferred to 
these interviews. 

12.b. Prior to the review discussions, employees will complete a questionnaire to assess their 
performance objectives, recommend objective change and develop future goals 
congruent with the organisation’s philosophy and strategic plans. 

12.c. A copy of the review outcomes will be completed by signatures of all parties concerned 
and will be kept on file and a copy be given to the employee.  All documentation will be 
kept confidential. 

12.d. A staff review will take place one week before completion of employment, to allow the 
organisation and the employee to fully achieve the optimum outcomes from their 
association. 

 
 

3.13 Expectation of the Committee of Management.  (The Employer) 
 

Policy: 
Employee participation and attendance at functions and meetings of the organisation is 
encouraged and considered essential for a meaningful contribution to be made by all and for 
all to be fully informed of the organisation’s operations and future plans. 
Procedures: 
13.a. Staff meetings, including Extra Ordinary Meetings are compulsory for all staff other than 

in exceptional circumstances and by prior arrangements with their supervisor. 
13.b. Items for the staff meeting agenda are to be given to the Manager by 1 pm on the 

Monday preceding the staff meeting.  The agenda will then be circulated by 5 pm 
Monday for staff to prepare for the meeting. 

 
 
3.14 Code of Behaviour 

Policy: 
High expectations exist in the service aligned to a code of work behaviour, work ethics, 
confidentiality and professional trust. 
Procedures: 
Staff are expected to:- 
14.a. Dress neatly and hygienically, appropriate to their area of expertise. 
14.b. Demonstrate support for the organisation and other employees. 
14.c. Be punctual and work their allotted hours. 
14.d. Realise a unique relationship exists between staff and participants.  Because of the 

nature of activity within the organisation, the staff may be privy to private information 
and confidences that would not normally occur between adults of such short 
acquaintances.  It is obligatory that staff do not take advantage of participants or use 
confidential information to their advantage.  If a questionable situation arises the 
supervisor or Manager should be consulted immediately.  Staff are required to sign a 
Privacy Undertaking when commencing employment with  the organisation. 

14.e. Adhere to policies and procedures as documented within the organisation. 
14.f. Foster an environment free of sex-based harassment. 
14.g FEO provides bullying free workplaces.  Future Employment Opportunities Inc. is 

committed to providing all employees with a healthy and safe workplace free from 
bullying and intimidation.  Bullying is not an acceptable part of our work culture.  
Bullying can harm a person’s health and well being. 

 
 Bullying is repeated and unreasonable behaviour directed towards an employee or 

group of employees that creates a risk to health and safety.  It can include behaviour 
such as:  deliberately changing work rosters to victimise particular employees, verbal 
abuse, initiation practices, sabotaging someone’s work and ridiculing someone’s 
opinions. 

 
 Anyone who experiences or witnesses bullying should report it as soon as possible.  

When bullying is reported, it will be investigated quickly and in accordance with our 
procedures.  Where necessary, a formal investigation will be undertaken and 
disciplinary action may result. 

 
 Every manager and employee has a responsibility to comply with this policy and to treat 

everyone who works here with dignity and respect. 
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3.15 Professionalism 
 

Policy: 
The Committee of Management maintains the belief that if the organisation is to succeed it 
can only do so in co-operation with employees.  Consequently, it is essential for a respectful 
working relationship to exist between employees and management. 
Procedures: 
15.a. Management will treat employees with respect as professionals and valued members of 

the organisation. 
15.b. In a reciprocal way, the Management Committee expects employees will value the skills 

and commitment of the organisation’s managing staff. 
15.c. All employees are to read the following manuals which are applicable to their position as 

part of their induction.  These manuals explain the Policies and Procedures of FEO. 
·  Staff Induction Handbook 
·  Policy & Procedures which are displayed on the staff home page on FEO’s Website 

– www.feo.net.au  
·  Employment Placement Procedures Manual 
·  Employment Training Procedures Manual 

15.d. Management regards employees as its greatest asset.  As stated you are encouraged 
to use your initiative and come up with processes that will make the organisation more 
effective.  I invite you to discuss your ideas at all times either in meetings or make a 
time so that we could discuss your idea. 

 
Peter Cox 
CEO 



 

 
 
 
 
 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Structure of Future Employment Opportunities Inc  
 

REPRESENTATIVES 
FROM EACH 

WORKPLACE & 
BOARD MEMBER 

 

OH & S 
COMMITTEE 

Minutes from all meetings (FEO Board and Advisory C ommittee) are considered public documents. Outcomes  of all 
suggestions and comments are recorded in these docu ments. It is the responsibility of department manag ers to 
distribute Advisory committee minutes to the FEO Bo ard and to read FEO Board minutes.  

    OCTOBER EACH YEAR 

ANNUAL GENERAL 
MEETING 

LAST TUESDAY OF JAN. 
MAR.MAY.JUL.SEP.NOV. 

FEO BOARD 
 

POLICY, PLANNING 
ACCOUNTABILITY 

PROCEDURES 

CEO 
DAY TO DAY OPERATIONS 

 
REPORTS ACTION AND 
GUIDANCE ADVICETO 

BOARD 

 

·  BUSINESS PARTNERS 

·  SPONSORS 

·  FUNDING BODIES 

TRAINING & 
EMPLOYMENT 

ADVISORY 
COMMITTEE 

 

MARKETING 
ADVISORY 

COMMITTEE 

ENTERPRISE 
DEVELOPMENT

ADVISORY 
COMMITTEE 

 

CEO 
 

ACCOUNTANT 

 
MANAGER 
ON TRACK 

 

MANAGER 
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SERVICES 

 

MANAGER 
WORKSPACE 

AUSTRALIA LTD 

 
MANAGER 

MARKETING 

 

MANAGER 
ENTERPRISE 

DEVELOPMENT 

 

TRANSFER 
STATION 

CONTRACT 

Election of Board 

Appoint and direct CEO 

Guidance advice 

FEO Senior management Group discuss all items before items go to Advisory Committees 

Relationship Development 

Future action and outcome 

 

RECYCLING 
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MANAGE 
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EXECUTIVE 
& 

FINANCE 
COMMITTEE 

Reports to Board 
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Responsibilities at FEO for Performance Improvement  

 
 
 
 
Staff 

• Provide feedback to Managers from participants / customers and their own insights at team meetings 
Managers 

• Responsible for execution of plans approved by the Board 
• Responsible for generating ideas to discuss with first the Senior Managers Group and subsequently their Advisory Committee 

CEO 
• Provide guidance and advice to managers for day-day operations and new ideas 
• Provide guidance and advice to the Board for planning 

Advisory Committee 
• Responsible for advising on future plans to improve performance in their specified area 

Board 
• Appoints and directs CEO and Advisory Committees 
• Responsible for policy, planning and accountability procedures 

 


