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	Administration



Policy:

The efficient and cost-effective management of administrative processes and equipment is critical to the timely and continuing delivery of quality services to all service users, their families, carers and advocates.

As the governing body of Burnett Respite Services Inc. the Board of Management is responsible for the management and control of the organisation and its assets. Responsibility for the day-to-day running of the organisation is delegated to the General Manager and is reported on through the processes of the association.

Aims:

This policy aims to:

· Ensure all staff both paid and unpaid carry out administrative duties to the appropriate standard;

· Ensure all tasks and duties are carried out in the most cost effective and timely manner.
Responsibilities:

The Board of Management will:

· monitor and review all organisational policies and procedures; and

audit compliance with policy provisions, record keeping and training.

The General Manager is responsible for:

· the development, review and amendment of this policy;

· the development and review of all administrative procedures;

· providing advice to staff where necessary: and

· investigating and responding to complaints about the organisation’s administrative processes.

All employees are responsible for:

· adhering to all policies and procedures;

· ensuring all tasks are carried out in a timely, cost-effective manner and promote a positive image of the association.

	Office Procedures



Hours

· The office will be open and staffed from 8:30 am to 5.00 pm Monday to Friday and should be staffed by at least one person during these hours.

· The first person entering the office each morning will carry out the housekeeping duties. (turning on of air conditioners, photocopier etc)

Hours Over the Christmas Period
· The office will close down for approximately one week over Christmas and New Year and the Public Holiday period of Easter.  All office staff will be required to take as annual leave, leave over and above the public holidays for these periods. 

Keys

· Keys are not to be lent to any person other then those authorised to posses them;

· Masters of all keys are to be kept in the Locked Key Box in the office;

· Key register to be maintained and regularly checked for any keys that are issued; and 

· Register is to be signed and witnessed when keys are issued and returned.

Confidentiality
To ensure the confidential treatment of all service user and staff information, the following procedures are to be followed:

· Information on desks and computer screens about staff or service users is not to be left in a position where it can be viewed by a person entering the office;

· The door to the General Manager’s office will be shut when private information is displayed or conversations may be overheard; 

· Screensavers that are activated within four minutes are to be set on each computer in the office area;

· Staff are to observe telephone protocols at all times and ensure any call is placed on hold, do not simply cover the mouthpiece with a hand to hold a conversation or wait on another person;

· All faxes are to be sent with a cover sheet displaying a disclaimer due to the possibility it may be received by an unintended recipient;

· All emails are to contain a disclaimer in the event of an unintended recipient receiving the message; 

· All staff have the same confidentiality rights as those accessing services. Therefore, personal details including phone numbers not work related are not to be given to any person. 
Filing Management/Correspondence

· The Administration staff are responsible for maintaining the filing system up-to-date and for keeping track of all files:

· The client and staff records must be maintained in a secure fashion at all times: 

· Files for service users are not to be removed from the premises without the authorisation of the General Manager: 

· Any copies of files required are to be authorised by the General Manager: and

· All files and information obtained, retained and released by the organisation will be handled in line with the Privacy Amendment (Private Sector) Act 200 and the Privacy Policy of the organisation.
· The administrative support officer is responsible for the collection, recording and distributing of all mail;
· Any correspondence labelled personal or confidential will be delivered unopened; and
· The General Manager will view all inwards correspondence prior to it being dealt with. All relevant correspondence is to be recorded in a format appropriate for reporting to Management. 
Telephone

· Private calls are to be kept to an absolute minimum. Trunk calls to be made only with prior permission. Reverse charge calls are not to be accepted. 

·     The phone is to be answered promptly with a standard greeting of “Good                    morning/afternoon, Carinbundi , Jane (name) speaking” 

· The phone is often the first point of contact for people wishing to access a service. It is essential that we all observe the highest standard of phone etiquette at all times;

· The answering service is to be checked at the beginning of each day and regularly during each day to ensure all messages are received promptly and dealt with appropriately; and

· Staff will be reimbursed for work related calls incurred on their private phone. A copy of the phone account is to be taken and retained for audit purposes.

Office Cleaning

· All staff will make sure their desks are kept clean. 

· The office will be cleaned once a week. The staff are required to empty their own bin. 

Stationery

· The Administrative Support Officer is responsible for maintaining adequate stationery supplies.  Staff should let this person know of any stationery they require.

	Equipment Usage



The following applies to all staff (paid and unpaid) who are required to use equipment in carrying out their duties:

· The occupational health and safety policy must be followed.  (See Section Occupational health and Safety.);

· If the staff member is inexperienced in using a piece of equipment, appropriate training must be provided;

· Any hazards/faults must be reported to the appropriate staff member immediately.
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