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Introduction 
 

Mitchell Shire Council (Council) is a local government authority and acts in accordance with the 
Local Government Act 2020 (Act).  
 

Under the Act, Council’s Chief Executive Officer (CEO) is responsible for all staffing matters, 
including appointing, directing, managing, and dismissing members of Council staff. 

These General Terms and Conditions of Employment at Council must be read in conjunction with: 

• the employee’s Position Description  

• the employee’s letter of offer, and contract of employment1, if applicable 

• the Mitchell Shire Council Enterprise Agreement* or the Early Education Employees Agreement 
(EEEA)*, as applicable (Enterprise Agreement) 

• the Employee Code of Conduct* 

• relevant legislation, and  

• Council’s policies and procedures*.  
* Available on Council’s Intranet. 

All employees are required to adhere to these General Terms and Conditions of Employment, 
and Council’s policies and procedures.  
 

Failure to do so may constitute misconduct and will be dealt with in accordance with 
Council’s Disciplinary Policy and Procedure. 
 

1 NB Managers and Directors are Senior Executive Officers (as defined) and are not covered by an 
Enterprise Agreement. Their terms and conditions of employment are covered by their contract of 
employment and the Victorian Local Government Award 2015. 

 

1. Pre-Employment Requirements 
 

1.1 Health Declaration 
 

All new employees must complete a Pre-employment Health Declaration prior to commencing 
employment. Failure to disclose the information required in the Pre-employment Health Declaration 
or making a false or misleading disclosure, may disqualify an employee from any Workers’ 
Compensation entitlements for any recurrence, aggravation or acceleration of a pre-existing injury, 
illness or disease, if it is sustained in the course of, or due to the nature of employment with Council.  
 

The information in the Pre-employment Health Declaration is for WorkCover purposes only and will 
not impact on an employee’s employment with Council. 
 
1.2 Pre-employment Medical Examination 
Council reserves the right to require any applicant to undertake a Pre-employment Medical 
Examination with a Council appointed Doctor to determine their ability to carry out the inherent 
requirements of the position. Pre-employment medical examinations are required for all outdoor 
positions – Operations and Parks, Resource Recovery Centres etc. 
The medical examination may also determine whether employment in the role may cause a 
recurrence or deterioration of any injury, illness or disease or aggravate, accelerate or exacerbate 
any existing or former injury, illness or disease [see above]. 
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A medical examination and associated documentation will only assess a person’s fitness for the 
particular role and not their general state of health. Council will not refuse to employ any person with 
a disability on the basis of a medical examination that discloses any disability or medical condition 
which does not affect the employee’s ability to safely fulfil the inherent requirements of the job. 
 
1.3  Pre-Employment Checks 
Council may require applicants to undergo one or more of the following checks/tests (as 
appropriate): 
• Visa/Citizenship check 
• Psychometric testing 
• Police records check – all positions 
• Referee checks 
• Other tests appropriate to the position, including specific skills-based tests. 
 
Employees who are not Australian citizens will be required to provide current proof that they are 
eligible to work legally in Australia.  

 
1.4 Working with Children (WWC) Checks 
Employees may be required to undergo a Working with Children (WWC) Check under the Working 
with Children Act 2005.  

Employees working in areas designated by the State Government as requiring a WWC Check, must 
hold and maintain a current and valid WWC Identification card as a condition of their employment. 

Details of the employee’s WWC Identification card will be recorded on the employee’s personal file.   
 

Where a valid Working with Children (WWC) Check is a mandatory requirement of the role, 
employees must immediately report to their Manager and People and Culture any revocation or 
cancellation of their WWCC. Council will consider the circumstances involved and determine the 
appropriate action, which may include termination of employment based on the evidence or issues 
leading to the revocation. 
 

NB It is the employee’s responsibility to ensure that they have and maintain a current and valid  
WWC Check. 

 
1.5 Proof of Identity 
 

Council employees must provide appropriate proof of their identity before they are permitted to gain 
access to Council systems (e.g., computer networks, Intranet, Council systems). This may be 
provided when undertaking the Police Records check. 
The proof of identity can be: 
• Birth certificate, or 
•  Record of immigration status (foreign passport and current visa, travel document and current  

 Australian visa, certificate of evidence of residence status, citizenship certificate), and 
• Australian driver licence (current and original), or 
• Australian passport (current and original), or 
• Firearm licence (current and original), or 
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• Current Commonwealth or state public service ID card with photograph and signature. 
Proof of identity is also required for people who assist or work with or for Council but who are not 
directly employed by Council, for example, external temporary agency staff, work experience 
placements, contractors, consultants, volunteers, cadets, etc. 
If you don’t have access to the forms of identification, listed above, or if the identification you have 
does not provide evidence of your current residential address, please seek further information 
regarding appropriate alternative proof of identification from People and Culture. 
 
1.6 Proof of Qualifications  
Prior to commencing employment, new employees will be required to provide original copies of all 
qualifications or statements of attainment (or other satisfactory proof of qualification which may be 
accepted by the CEO, or nominee) that the employee claims to have achieved or to hold.  
A copy of all such qualifications will be retained on the employee’s personal file.  
 
1.7 Driver Licence 
All employees who drive Council vehicles must have a current valid driver licence, accepted in 
Victoria, and endorsed for the class of vehicle being driven.  

 

On commencement of employment all drivers must provide their current driver licence to the People 
and Culture Department for verification and recording.  
 

A copy of the licence will be retained on the employee’s personal file. 
 

Council may undertake regular or ad hoc checks of driver licences to ensure employees driving 
Council vehicles have a current valid driver licence endorsed for the class of vehicle being driven. 
Employees may be required to provide: 

 

• their current driver licence 
• details of any special conditions attached to the licence 
• a completed “Consent to release information from VicRoads’ records” form (which will be paid 

for by Council).  
 

Failure to provide a copy of the driver licence or complete the “Consent to release information from 
VicRoads’ records” form) within five (5) working days of the request will result in withdrawal 
permission to drive a Council vehicle until a current licence or the completed form is provided and 
may result in disciplinary action in accordance with Council’s Disciplinary Policy and Procedure.  

 

Driver licences will also be checked during the annual Performance Development Plan (PDP) 
process, as far as practicable.  
 

Copies of renewed licences must be provided to the People and Culture department prior to expiry 
date of an existing licence. 
Employees must immediately notify their Manager and the People and Culture Department of any 
changes to the status, endorsements or conditions of their driver licence, or if their licence is 
cancelled or suspended for any reason.  

 

If an employee loses their driver licence, or if the conditions or endorsements of their licence 
change, for any reason, and the employee is unable to lawfully drive the vehicle, the driver must 
immediately cease driving Council vehicles and inform their Manager and Fleet Management as 
soon as possible and make arrangements to return the vehicle to Council as soon as possible.   
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Failure to cease driving or inform Fleet Management could result in disciplinary action in 
accordance with Council’s Disciplinary Policy and Procedure, which may include termination of 
their employment, if justified in the circumstances.  
 

Employees driving Council vehicles without a current, valid driver licence will be subject to 
disciplinary action in accordance with Council’s Disciplinary Policy and Procedure, which may 
include termination of their employment, if justified in the circumstances.  
 
 

2. Letter of Offer 
Successful applicants for positions with Council will be sent a formal Letter of Offer, via our e-recruit 
system (PageUp), setting out the terms and conditions of their appointment and information relating 
to their commencement.  
In accordance with the Enterprise Agreement, the employee’s Letter of Offer or Position Description, 
contains the specified “usual place or places of work” for the position.  
The letter must be accepted by the employee using the online portal before commencing work. 
 
Employees will not be able to commence work until the letter of offer has been accepted 
online, regardless of any commencement details or information in the letter. 
 

3. Position Description 
Employees are provided with a current and accurate Position Description (PD) on appointment 
which must be read, understood and accepted electronically in the Page Up onboarding system by 
the employee before commencing work.  
The PD will be reviewed and amended as required, in consultation with the employee and any 
agreed changes to the PD must be signed by the employee. 
 

The PD must be read in conjunction with the multi-skilling provisions in Council’s Enterprise 
Agreement. 
 
3.1 Customer Service 
Customer Service Excellence is one of Council’s Values. In accordance with Council’s Customer 
Service Procedure staff are required to: 

> Be proactive in the delivery of services ensuring that quality customer service is always 
provided whether delivered personally, electronically, in writing or by telephone to the customer 

> Ensure a high-quality customer focused service at all times 
> Contribute to excellence in service delivery and present a positive image for Council 
> As required, maintain effective and cooperative communication with all customers, community 

groups/organisations, business, Council, and other Government authorities 
> Provide service in accordance with Council’s Customer Service standards 
 
3.2 Emergency management 
As part of their duties all employees may be requested to assist Mitchell Shire Council in responding 
to an emergency, should one arise, affecting the operation of Council and/or the wellbeing of the 
community. 
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4. Induction 
All new permanent employees are required to participate in an Induction Program to ensure they are 
familiar with and understand Mitchell Shire Council and the requirements of Council, their position, 
terms and conditions of employment, entitlements, and relevant Council policies and procedures.  
Casual employees will receive an induction appropriate to their duties in the area in which they are 
employed. 
It is mandatory for all new employees to attend all sessions of the Induction Program. 
New Directors, Managers and Coordinators will undertake and complete the additional requirements 
of the Manager Induction Program. 
 

5. Qualifying period 
In accordance with the Fair Work Act 2009 (Cth), all employees are subject to a six-month qualifying 
period, during which their employment may be terminated with one (1) weeks’ notice or pay in lieu of 
notice. 
Management will determine, during the qualifying period, whether the employee is successfully 
achieving the requirements of the role. Where concerns are identified within this period in relation to 
performance, behaviour or cultural fit for the position or organisation, Council may terminate the 
employment relationship during the qualifying period. 
 

6. Payment of Salaries 
 

Salaries are paid fortnightly by Electronic Funds Transfer (EFT) into a bank or other account(s) 
nominated by the employee. 
 

 

6.1 Recovery of overpayments 
Under the Enterprise Agreement, employees agree to reimburse Council for any overpayment of 
wages, including allowances and expenses, made to the employee in error by Council. The Enterprise 
Agreement sets out a process for establishing an agreed “pay back” period.  
 

Any agreed repayment arrangement may be reviewed in cases of financial hardship, by the employee 
applying, in writing, for a review and providing satisfactory evidence to the Manager People and 
Culture. 
 

Council may deduct any balance of outstanding monies owing to Council from an employee’s 
termination payment.  

 
6.2 Superannuation 
Council’s compulsory superannuation contribution (Superannuation Guarantee) is paid to Vision 
Super, or the superannuation fund nominated by the employee on commencement of employment. 
If no fund is nominated the default fund is Vision Super.  
Employee salary sacrifice options are also available – contact the Payroll team for further 
information:  payroll@mitchellshire.vic.gov.au  
 
 

http://payroll@mitchellshire.vic.gov.au
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6.3 Recognition of Prior Service 
 
Recognition of Prior Service (RPS) can be made in accordance with the Local Government (Long 
Service Leave) Regulations 2021. 

An application for RPS must be made to the payroll team on your Employee Registration Form upon 
commencement (and no later than two [2] months after commencement). 

 

7. Hours of Duty 
The ordinary hours of duty of full-time employees are 38 hours per week (or 35 hours per week for 
Customer and Library Services employees) worked in accordance with and subject to the Enterprise 
Agreement, and the operational requirements of the work area.  
Flexible work arrangements may be available to employees in accordance with relevant legislation, 
the Enterprise Agreement and Council’s policies and procedures. Flexible work arrangements are 
supported where they: 
• Enhance service delivery to the community and clients 
• Meet the needs of the organisation 
• Provide benefits to employees. 
Information relating to Flexible Work Arrangements can be located on the intranet.  
 

8. Leave Entitlements 
Leave entitlements are provided in accordance with the Enterprise Agreement, and relevant Council 
policies and procedures. Leave provided under the Enterprise Agreement includes: 
• Annual leave 
• Personal Leave (Sick and Carer’s Leave) 
• Long service leave 
• Parental leave 
• Compassionate leave 
• Purchased leave 
• Jury service leave 
• Defence reserve leave 
• Infectious diseases/dangerous medical 

conditions (e.g., Special COVID-19 
Leave) 

• Cultural and ceremonial leave 
• Family Violence leave  
• Leave to engage in service with 

emergency service organisations 
• Leave without pay/Extended leave 
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Other leave is available in accordance with Council’s policies and procedures, including: 
• Study leave 
• Leave for blood donations. 
Evidence of the requirement to participate in activities and proof of actual participation may be 
required in certain circumstances.  
Part-time employees are entitled to paid leave on a pro-rata basis if they are rostered to work on a 
day on which the leave occurs, up to their total rostered hours on the day. 
Contact the People and Culture Department for information on all forms of leave. 
 

9. Benefits 
Council employees have access to a number of employee benefits, including: 
• Access to the Local Government Health Plan (health insurance) 
• Social club 
• Fortnightly Council rates deduction 
• Discounted Council Leisure Centre membership 
• Salary sacrifice 
• Employee Assistance Program 
• Flexible Work Arrangements 
Information is available on the Intranet or contact the People and Culture Department for 
information on these employee benefits. 
 

10. Career, Performance and Progression  
A formal annual performance review will be undertaken, and an individual development plan 
prepared for each employee, including training requirements and specific performance objectives. 
This is the annual Performance Development Plan (PDP) which is comprised of: 

• Performance review and development planning (July – September) 

• Mid-cycle review (January – March) - to review progress and amend plans or objectives, as 
required. 

The outcomes of the PDP process may be an increment increase within the employee’s 
classification, if the employee is eligible, and a development plan for the following year (including 
training).  
Eligibility for salary progression is set out in the Enterprise Agreement. 
 
10.1 Council’s Values and Behaviours 
All employees must ensure that their personal behaviour is consistent with Council’s Values and the 
Code of Conduct, at all times.  
Council’s Values are:  
• Working together 
• Respect 
• Customer service excellence 
• Accountability 
• Continuous improvement 
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Council’s Values and the Employee Code of Conduct set the standards of behaviour and conduct 
for and expected of all Council employees.  
 
10.2 Employee Code of Conduct  
The Employee Code of Conduct (Code of Conduct) is a requirement of the Local Government Act 
2020. The purpose of the Code of Conduct is to promote adherence to Council’s Staff Gift and 
Benefit Policy (see clause 10.3) and Values and behaviours (see clause 10.3).  
The Code of Conduct prescribes required standards of behaviour and is designed to help 
employees understand the responsibilities and obligations of working at Council.  
The Code of Conduct applies to, and is binding on all Council employees, agency staff, contractors 
and volunteers. A breach of the Code of Conduct may constitute misconduct and be dealt with as a 
disciplinary matter, in accordance with Council’s Disciplinary Policy and Procedure.  
 
Employees should read the Code of Conduct and familiarise themselves with its provisions 
and obligations. 
All staff must act in a way which avoids any “real or apparent” conflict of interest between their role 
as a Council employee and their activities and involvement in the community, in business or 
external employment, in political activities or in other activities which could impinge on or influence 
their role as a Council employee. 
 
10.3 Gifts and Benefits  
The Staff Gift and Benefit Policy establishes guidelines for circumstances in which employees are 
offered gifts, benefits or awards or prizes as part of their official duties as a Council employee. 
Employees must: 
• Not solicit gifts, benefits or hospitality 
• Decline all offers of gifts, benefits or hospitality 
• Refuse bribes or offers of money 
If unsure about how to respond to an offer of a gift, benefit or hospitality, employees should seek 
advice from their Manager, Director or the Governance and Risk team 
The Staff Gift and Benefit Policy is available on the Intranet. 
 
10.4 People and Culture Policies and Procedures 
Council’s People and Culture policies and procedures apply to all employees and are available on 
the Intranet. Information on relevant policies and procedures and requirements is provided during 
the Induction Program. 
 
10.5 Bullying and harassment 
All employees are expected to model Council’s Values and behaviours. Bullying, harassment, 
sexual harassment, discrimination, and violence in the workplace, will not be tolerated.  
 

Any allegations of such behaviour are treated seriously and investigated in a thorough and 
confidential manner. 
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Council has Contact Officers in the workplace to provide support for and assist employees who may 
experience discrimination, sexual or other harassment, bullying, vilification or victimisation, and 
provide information explaining the options available to them to resolve issues. 

The role of the Contact Officer is to enable, encourage and empower employees to address and try 
to resolve these matters themselves, or with the assistance of their supervisor/manager or the 
People and Culture Department.   

Substantiated allegations of bullying, harassment, sexual harassment, discrimination, and violence 
in the workplace will be dealt with in accordance with Council’s Disciplinary Policy and Procedure. 

 

10.6 Public Image 
How we present and conduct ourselves in our workplace is very important to the public, our clients, 
and our work colleagues. Employees must keep in mind that they are under the scrutiny of the 
general public and must not engage in any activities that may leave Council open to criticism or 
bring Council or any Council officers into disrepute. 
When dealing with the public either face to face, over the telephone, or in writing, courtesy and 
respect are paramount. All employees are expected and required to provide friendly and courteous 
service at all times and to all customers and clients.  
When employees come into contact with irate members of the public, clients or customers, they 
must behave in a responsible and professional manner and uphold Council’s public image and 
professional standards of behaviour at all times. 
 
10.7 Public Comment 
If contacted by a journalist or representative of the media and asked to comment on Council 
business or issues, employees must immediately refer the enquiry to the Communications unit and 
not make comment or provide advice to the media. 
No information concerning Council business should be given directly or indirectly to the media by 
any employee without the prior approval and authorisation of the Communications unit. 
Only the CEO and Mayor are authorised to make public comments unless delegated authority has 
been given to a Director and/or Manager. 
 

10.8 Social Media and Networking 
Social Media encompasses, but is not limited to, blogs bulletin boards, wikis, instant messaging, 
social networking sites (e.g., Facebook, LinkedIn), video sharing sites (e.g., YouTube, Vimeo).  
Access to social media at work is provided to assist staff in their work (for example, research, 
monitoring issues, marketing, and promotion).  
 

Council’s Social Media Policy provides clarity and guidance for the appropriate use of a social 
media platform. The Code of Conduct and the Social Media Policy are applicable to employees at 
any time when interacting with, or representing Council, or any of its employees at any location 
virtual or physical.  

 

The Policy should be read and understood by all employees. Any questions regarding the Policy 
should be directed to the Communications Coordinator. 



  

14 
 

Employees must take care that their personal use of social media does not in any way damage the 
reputation of Council or breach the Social Media Policy or Code of Conduct. 

Internet access to social media web services is not permitted unless required as part of the job role. 

When using social media for Council-related purposes, Council staff, volunteers and contractors are 
expected to:  

a. Seek prior authorisation from their Director and notify Council’s Communications team of the 
page or group pages being set up or used 

b. Adhere to Council’s Employee Code of Conduct, policies, and procedures 
c. Behave with caution, courtesy, honesty, and respect 
d. Comply with relevant laws and regulations 
e. Reinforce and maintain the integrity, reputation, and Values of Council. 
 

10.9 Dress 
To ensure Council presents a professional image to the community and our clients, employees are 
required to present themselves for work in neat, practical, and acceptable attire, which is safe, 
appropriate to and suitable for the work being undertaken and regardless of where they may be 
working.  
 

Attention should always be paid to day-to-day personal appearance, hygiene, and presentation. 

To ensure safety in all workplaces and sites, Council provides protective clothing and equipment 
(PPE), appropriate to the roles undertaken. Where PPE is provided it must be worn and/or used 
correctly at all times while working. 

The Corporate Dress Image Policy is available on the Intranet. 
 

10.10 Use of Council Property and Equipment 
Council equipment is issued for Council work related purposes and should only be used for such 
purposes. Care and attention must be taken in the use, operation, maintenance and storage of such 
equipment and employees must not abuse, misuse or inappropriately interfere with Council 
equipment or property.  
Employees issued with or using any Council property or equipment, are required to: 
• ensure that it is used in a safe and proper manner at all times 
• ensure that it is properly maintained, cared for, and securely and appropriately stored when not 

in use 
• ensure that it is only used for the purposes for which it was issued  
• ensure that it is not used for any unauthorised purposes or by any unauthorised person 
• immediately inform their Manager of the loss or theft of, or damage to any Council property and 

equipment. 
In accordance with the Code of Conduct, Council employees are required to use work resources 
and equipment efficiently and only for appropriate purposes as authorised by Council.  
Council employees seek to achieve value for money and use resources in the most effective way 
possible and are encouraged to identify opportunities for improvement to achieve best possible 
efficiency and responsiveness. Work resources include physical, financial, technological and 
intellectual property (see clause 15).  
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Council stationery must not be used for personal correspondence or communication and private or 
personal mail must not be sent using Council’s Australia Post mailing system. 
 

10.11 Asset management 
Employees are expected to familiarise themselves with and abide by the Council’s Asset 
Management policies, plans and strategies. 

 

10.12 Mobile Telephones 
 

Employees may be provided with mobile telephones and similar devices for business use as 
required, relevant to their position, at the discretion of Council.  
Council owned mobile telephones are issued to Council employees for work related purposes.  
Unauthorised use and/or use of Council mobile telephones by unauthorised users are prohibited. 
Employees issued with a Council mobile telephone should read and familiarise themselves with the 
Communication and Mobile Devices Policy. 
 

10.13 Child Safe Standards 
Council is committed to implementing Child Safe Standards within our organisation. This means: 

• All children, regardless of their gender, race, religious beliefs, age, disability, sexual orientation, 
or family or social background, have equal rights to protection from abuse and neglect 

• There is zero tolerance for all forms of abuse and neglect towards children 
• All allegations, concerns and complaints brought to the attention of Council will be taken 

seriously and acted upon in a timely manner and reported to the relevant authority 
• Best practice standards will apply in the recruitment of staff, volunteers, and contractors 
• People engaged in child-related work, including volunteers and contractors, are required to hold 

the applicable WWC Check and to provide evidence of this check (see clause 1.4) 
• A statement of our commitment to child safety requirements is included in induction 
• Council has risk management strategies in place to identify, assess, and take steps to minimise 

risks to children 
• Allegations of abuse, neglect and safety concerns will be recorded using incident reporting 

systems, including investigation updates 
• All personal information considered or recorded will respect the privacy of the individuals 

involved under the Privacy and Data Protection Act 2014, and  
• The best interests of the child will be considered when sharing information with relevant 

authorities and agencies. 
 

10.14 Theft in the Workplace 
Any theft of Council property or theft of any property by a Council employee while at work (or in any 
situation in which the employee can be linked directly to Council), including theft from another 
employee, client, contractor, supplier etc will, if proven, constitute serious misconduct and will be 
dealt with in accordance with the Enterprise Agreement and Council’s Disciplinary Policy and 
Procedure. 
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Council has a ‘zero tolerance’ approach to theft in the workplace. 
 

11. Equal Opportunity and Gender Equality 
Council provides a work environment free of discrimination, sexual or other harassment, 
victimisation, vilification and bullying and which respects and protects the human rights of all 
employees.  

Council is committed to ensuring that everyone, regardless of their gender identity has access to 
equal rights, responsibilities, and opportunities, and is treated with dignity, respect, and fairness. 
Gender equality prevents violence against women and girls. 

 

11.1 Employee responsibilities 
All employees are required to: 
• respect and protect the human rights of all other employees, customers and clients of Council 
• be familiar with and adhere to Council’s Values and the Code of Conduct  
• not get involved in, support, assist or encourage any form of discrimination, harassment, sexual 

harassment, bullying, vilification or victimisation by any other employees, customers or clients. 
 

11.2 Responsibilities of Managers  
All managers have a specific responsibility to be familiar with, implement and ensure adherence to 
Council’s policies and procedures and, in particular, to: 
• take appropriate action to prevent discrimination, harassment, sexual harassment, bullying, 

vilification or victimisation from occurring in their work area or in the workplace  
• take appropriate steps to remedy the situation if harassment, sexual harassment, bullying or 

vilification has occurred  
• report all breaches of Council’s policies and procedures, grievances or complaints to the 

Manager People and Culture. 
 

11.3 Charter of Human Rights and Responsibilities (Charter) 
Under the Charter of Human Rights and Responsibilities Act 2006: 
“It is unlawful for a public authority to act in a way that is incompatible with a human right or failing to 
give proper consideration to a relevant human right in making a decision.” 

 

As a “public authority”, employees of Council must: 
 

• understand human rights as they apply to their work 
• ensure their own decisions, advice and policy development properly consider the human rights 

set out in the Charter and respect the human rights of others. 
• deliver services and programs and act in a manner that is consistent with the Charter. 
• seek to protect the human rights of other Council employees and members of the community by 

raising concerns regarding circumstances that could breach these rights, and reporting any 
suspected breaches in accordance with procedures established by Council 

• respect and promote the human rights set out in the Charter by: 
 

i. making decisions and providing advice consistent with human rights; and 
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ii. actively implementing, promoting, and supporting human rights. 

Council places particular emphasis on ensuring its workplaces respect the diversity of all employees 
and users, and its facilities and resources are not used to discriminate against, harass, sexually 
harass, bully or vilify any person, or unreasonably deny any person their human rights. 
 

12. Occupational Health and Safety (OHS) 
All employees have an obligation under the Occupational Health and Safety Act 2004 to take 
reasonable care of their own health and safety and that of anyone else that may be affected by their 
work practices, and to cooperate in actions taken by Council to improve workplace and employee 
health and safety.  
 

12.1  Employee responsibilities 
All employees are required to: 
 

• Demonstrate a commitment to OHS and workplace safety 
• Actively participate in the development and implementation of hazard elimination or minimisation 

strategies 
• Immediately report any accidents and hazards, including “near misses” in the RMSS system 

available on the intranet.  
• Attend and participate in all required OHS training 
• Ensure all appropriate actions are taken to implement Council’s OHS policies and procedures, 

and relevant legislative requirements 
• Properly use and maintain all PPE 
• Participate in workplace safety inspections and audits. 
Workplace safety is the responsibility of every employee. 
 

12.2  Manager responsibilities: 
 

All managers are required to: 
 

• Perform duties in accordance with the Occupational Health and Safety Act 2004, Regulations, 
relevant Codes of Practice, and Council policies and procedures 

• Ensure staff attend required OHS training 
• Monitor workplace health and safety within their area of responsibility 
• Participate in and/or conduct workplace inspections and audits, as required 
• Develop strategies to ensure safe working procedures and practices in their work area 
• Include safety issues on the agenda of all team meetings 

• Implement departmental safety action plans. 
 

12.3  Consumption of alcohol and drugs  
All employees must ensure that they are not affected by alcohol or any drug (prescription or illicit) or 
in a condition which endangers their safety or the safety of any other person, at a workplace.  
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Employees who are taking any medication that could affect their work performance or the safety of 
themselves or others, are required to inform their manager or supervisor to implement any 
necessary precautions or adjustments to work can be put in place. 
All employees are required to be in a fit and proper condition to safely perform their duties 
and responsibilities at all times.  
Random drug and alcohol testing is conducted in accordance with Council’s Fitness to Work Policy 
(available on the Intranet). 
 

12.4 Smoke Free Work Environment 
 

In accordance with the Tobacco Act 1987, Council provides a smoke free work environment and 
smoking is banned in all Council buildings and vehicles, and in areas near buildings which would 
allow the entry of tobacco smoke into the building. 
 

13. Risk Management 
 

All employees are responsible for effective risk management practices in accordance with Council’s 
Risk Management policy and procedures. All employees must contribute to a positive risk 
management culture by complying with the Risk Management policy, assisting with the 
implementation of the Risk Management Strategy and reporting risk management concerns and 
improvements to managers and supervisors. 
 

14. Information Management and Privacy 
All employees should demonstrate the following: 

• Understanding of records management obligations and responsibilities 
• Making and keeping accurate and complete records of business activities and decision making 
• Creating records proactively including those resulting from telephone conversations, verbal 

decisions, meetings, emails, and letters 
• Ensuring the quality and accuracy of the data used or entered on Council databases and 

systems 

Destruction of Council records must not occur without authority from the Governance and Risk 
Department. 

14.1 Information security 
Employees must adhere to and abide by Council’s Records and Information Management Policy 
and Procedure, a copy of which is available on the Intranet. 

14.2 Confidentiality  
Employees must not, either during or after their employment with Council, make any improper 
disclosure or use of: 
• any information of Council; or  
• the position of the Council or any Council Officer on any confidential matter; or 
• any other information the disclosure or use of which may be detrimental to the interests of the 

Council or of any person who has provided such information to the Council on a confidential 
basis, 
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other than where disclosure is required by law.   
It is an offence to disclose any trade secret, or information about another person's method of 
operation, manufacturing process, profits or financial position, or any other commercially sensitive 
information, obtained during the course of a person's employment with Council.  
A person must not use any such information or trade secret to obtain directly or indirectly any 
pecuniary or other advantage for themselves, or for any other person. 

14.3 Employees’ Right to Privacy 
Council handles all employee information in accordance with the standards set out by Office of the 
Victorian Information Commissioner Privacy Victoria, the Privacy and Data Protection Act 2014 and 
the Public Records Act 1973.  
Employee information held within the People and Culture Department may only be accessed by the 
employee, People and Culture staff, their Manager, Director or the CEO. An employee can access 
their own information by contacting People and Culture. 

14.4 Freedom of Information 
The Freedom of Information Act 1982 (FOI Act) gives individuals the right to request access to 
information held by Council.  
Council employees have a responsibility, if requested by Council’s FOI Officer, to provide documents 
relevant to any request made for information. These documents are then assessed in accordance 
with the FOI Act and may be either released or withheld in part or full. 
Employees should note that any information stored on Council equipment is the property of Council 
and not the employee, and is, therefore, subject to discovery, review and disclosure. 

Further information regarding Freedom of Information can be found on the Intranet. 

14.5 Public Interest Disclosures  
The purpose of the Public Interest Disclosures Act 2012 (the Act) is to encourage and facilitate the 
disclosure of improper conduct by public officers. Anyone who has reasonable grounds for believing 
that a Council employee (or Councillor) may have engaged in improper conduct regarding Council 
business, may make a protected disclosure. 
All queries in relation to the operation of the Act should be addressed to Council’s Protected 
Disclosure Coordinator.  
Council’s Protected Disclosure policy and procedure are available on the Intranet. 
 

15. Intellectual Property (Moral Rights) 
Council retains ownership of any intellectual property* created by employees in the course of their 
employment with Council and employees relinquish all interest in such intellectual property. Council 
may also use any material produced by an employee in the course of their employment with Council 
in any manner considered appropriate by Council without acknowledging the employee’s role in the 
production or preparation of the material.  
Employees must not, without the prior written approval of the CEO, claim to be or represent 
themselves as the author or producer of any material which remains the property of Council. 
 

Further, employees consent to all or any acts or omissions in relation to works they create in the 
course of their employment which may otherwise be an infringement of Moral Rights. 

 

* Intellectual property includes, but is not limited to copyright, trademarks, registered designs, patents 
(including patented business systems), semiconductors, circuit layout rights, and trade, business or company 
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names, and all other proprietary rights, and any rights to the registration of such rights, including proprietary 
rights developed or created by employees in the course of their employment. Council retains ownership of all 
these work resources. 
 

16. Dealings with Councillors  
The Councillor and Officer Charter sets out agreed behaviours and commitments between 
Councillors and staff, recognises the current positive working relationship and shared values that 
Councillors and Officers have, and confirms and seeks to continue the behaviours that have led to 
this positive relationship.  
 

The Charter sets out mutual behaviours, the Councillors’ expectations of staff and the Officers 
‘expectations of Councillors to establish the best way of working together to achieve positive results 
for the community. 

 

Councillors may have some contact with employees at an operational level including customer 
requests for service and in relation to Councillor support and facilities.  
 

However, Councillors do not have any authority to direct any employee to undertake any 
action or activity.  

 

If an employee has concerns or questions regarding a request from a Councillor, they should 
discuss this with their Manager. 

The Councillor and Officer Charter is available on the intranet. 

 

17. External or Other Employment 
In accordance with the Code of Conduct, employees may only engage in other employment with the 
CEO’s written consent and where the activity does not conflict with their role as a Council employee.  
Other employment includes, but is not limited to: 
• a second job 
• conducting a business, trade or profession 
• involvement with other organisations (either paid employment or voluntary work).  
Safety considerations must be taken into consideration when assessing whether other employment 
conflicts with the employee’s ability to safely perform their role as a Council employee. This includes 
factors such as fatigue and the hours of work of the other employment, and the employee’s ability to 
take appropriate rest breaks before commencing work in their Council position. 
Managers can assist employees to determine if such activities will cause an actual or perceived 
conflict of interest. If there is a risk that external employment may breach these requirements, the 
employee must immediately notify their Manager or People and Culture. 
Employees must not use any Council resources, including a Council vehicle, or information obtained 
in their role as a Council employee in conducting or being involved in any external employment 
(Note also clause 15). 
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All employees must act in a way which avoids any real or apparent conflict of interest between their 
role as a Council employee and their activities and involvement in business or external employment 
which could impinge on or influence their role as a Council employee. 
 

18. Variations to Conditions of Employment 
The terms and conditions of employment, duties and work location may be varied by Council during 
the period of employment. 
 

19. Other conditions 
 Under the Local Government Act 2020, Council must not employ a former Councillor (of Mitchell 

Shire) within two (2) years of the person being a Councillor with Mitchell Shire.  
 

20. Council Property 
By accepting your letter of appointment, you agree that Council may: 

 

• withhold your termination payment until all Council property in your possession at the time has 
been returned and fully acquitted, or  

• withhold an amount from your termination payment, which is considered, by Council, to be a fair 
and reasonable value of the property remaining in your possession (including replacement and 
processing costs, where appropriate), and/or 

• deduct from your termination payment any money owing to Council of which you have been 
given advice in writing of the amount owing and the reasons for the debt, subject to Council 
providing (where practicable) details of the amount to be deducted at least two (2) weeks before 
the termination date, and/or 

• deduct from your termination payment (i.e., leave balances) any leave which has been taken 
and which has not been reconciled with an approved leave application. 

 

By approval from the CEO, other suitable arrangements may be made to recoup any money owing 
to Council.  
 

21. Agreement 
 

I have read and I understand, accept and agree to the Council’s General Terms and Conditions of 
Employment. 

 

Name  

Signature  

Position  

Date  
 

NB Failure to sign this document does not in any way absolve you from being required to adhere 
to the terms and conditions contained in these General Terms and Conditions of Employment. 
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Document Revision History 
 

Version Revision Date Revised by Changes 
1 November 2021 Russell Joiner First approved version 
    
    

 

Legislation 
Council and all Council employees are covered by and must adhere to the provisions of the 
following legislation: 
 
• Local Government Act 2020 
• Public Records Act 1973 
• Freedom of Information Act 1982 
• Accident Compensation Act 1985 
• Equal Opportunity Act 2010 
• Privacy and Data Protection Act 2014 
• Health Records Act 2001 
• Public Interest Disclosures Act 2012 
• Occupational Health and Safety Act 2004 
• Charter of Human Rights and Responsibilities Act 2006 
• Disability Act 2006 
• Fair Work Act 2009 (Cth) and Regulations – National Employment Standards 
• Tobacco Act 1987 
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