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2 Introduction 
2.1 The Muscular Dystrophy Association (MDA) has developed and maintained 
a range of client support programs and services since its inception in 1985. The 
MDA’s success, as a not-for-profit organisation is attributed, in part, to the 
quality of the staff, the Committee of Management (CoM), volunteers and other 
interested parties who through their individual and collective input have greatly 
contributed to the positive evolution of the organisation. 
 
2.2 It is essential that all persons involved in assisting MDA in the performance 
of its business: 

a. are provided with a safe environment to undertake their efforts; 
b. have a clear understanding of their respective roles and responsibilities;  
c. understand and comply with guidelines and processes concerning 

recruitment, workplace behaviour and employment departure; and 
d. adhere to the MDA Diversity Policy requirements.  

  

3 Purpose 
3.1 The purpose of this policy is to: 

a. establish the framework for the administration of the personnel aspects for 
the MDA’s operation; and 

b. create and maintain a culture which values and benefits from equity, 
diversity and inclusion. 

 

4 Scope 
4.1 This policy applies to: 

 Recruitment  
 Employment 
 Human Resources 
 Diversity  

 
4.2 The MDA CoM will not be discussed in this document; the CoM is 
addressed in the MDA Constitution and Operational Policy. 
 
4.3 HR concerning external to MDA contractors, funding agencies and other 
interested parties are addressed separately (as required) and will not be 
discussed in this document. 
 

5 Neuromuscular Disorders (NMD) 
5.1 Overview 

a. NMD cover approximately 60 separate diseases, which have in common 
the progressive and irreversible wasting of muscle tissue.  A list of the 60 
NMD represented by the MDA is provided at Appendix 1.  The diseases 
are divided into three main groups: dystrophies, atrophies and 
neuropathies. 

i. Dystrophies are characterised by the wasting of the muscles 
from within themselves; 
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ii. Atrophies are characterised by muscle wasting arising from a 

disorder originating in the nerve system of the spine, which 
influences the ability to use muscles; and 

 
iii. Neuropathies are characterised by muscle wasting arising from 

a disorder originating in the nerve system of the peripheral parts 
of the body, which influences the ability to use muscles. 

 
b. Neuromuscular disorders affect one in every 1000 Australians and the 

symptoms of one disorder do not neatly transpose to others and 
consequently the NMD community reflects varying degrees of 
independence, mobility and attendant carer needs.  The needs of people 
affected by NMD will vary within each disorder and between each 
disorder.    
 

5.2 Treatment and Cure NMD 
a. Each NMD has separate causes, for example, Duchenne Muscular 

Dystrophy (DMD) is caused by a defect in the gene that produces the 
dystrophin protein while Friedreich’s Ataxia is caused by the degeneration 
of nerve tissue in the spinal cord and of nerves that extend to peripheral 
areas such as the arms and legs. 
 

b. A cure for any of the NMD is yet to be discovered.  The discovery of a 
cure for one disorder may not have an application in curing other NMD’s.   

 
5.3 MDA Technical Library on NMD 

MDA has established a technical library of NMD information. This information is 
available in hard copy, electronically (USB and email) and on the MDA website 
(‘The Home of MDA, www.mda.org.au ).  

 
5.4 Muscular Dystrophy and NMD 

Muscular Dystrophy (MD) is one of the NMD subgroups (refer paragraph 6.1) 
and as such is a publically accepted term (be it incorrect) for NMD. 
 

6 Muscular Dystrophy Association Inc. (MDA) 
6.1 Vision Statement 

‘Working towards a world without Muscular Dystrophy’ 
 
6.2 MDA Mission 

The MDA Mission is to provide support and hope as an organisation to the MD 
community whilst being recognised as the pre-eminent agency working with MD 
and Neuromuscular Disorders (NMD). We strive to achieve our ideals to 
provide comfort and hope to those we care about by converting hopes, dreams 
and aspirations into reality. 
 
Objectives that derive from the MDA Mission are:  

a. providing support, assistance and information for individuals and families; 
b. helping people with MD to develop and maintain independent lifestyles; 
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c. encouraging and funding appropriate research to seek the cause, cure and 
treatment of neuromuscular disorders; 

d. fostering public awareness of these disorders; and 
e. limiting artificial barriers to individuals with disabilities to assist with equal 

opportunity. 
 
6.3 MDA direction 

The MDA focuses on the need to support the MD Community. This is support is 
inclusive of wider society. Support includes: 

a. individuals; 
b. families; 
c. carers; 
d. wider community; 
e. schools and educational facilities. 

 
6.4 Values 
The values the MDA CoM and staff aspire to uphold are: 
a. Compassion; 
b. Integrity; and 
c. Teamwork 

 
6.5 Goals 
MDA’s Goals include:  

a. Financial independence for administrative and non-core activities 
b. Achieve and maintain best practice delivery of services and programs 

to the MD community 
c. Deliver the best service for cost to the MD community 
d. Create and maintain alliances with other MD organisations 

Full details of MDA’s goals are available at 14.2 of the Operational Policy. 
 

6.6 MDA Organisation  
A diagram of the MDA organisational structure is available at Appendix 2. 
 
6.7 MDA Services 
Services provided by the MDA include, but are not limited to the following: 
a. Advocacy; 
b. Case coordination; 
c. Counselling; 
d. Education; 
e. Equipment and Resources; 
f. Publicity and promotion; 

g. Referral; 
h. Respite and recreation; 
i. Support groups; 
j. Training; and 

k. Resourcing of research.  
Full detail of the MDA’s services can be found in the MDA Client Services 
Policy.  
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6.8 MDA Service Delivery Model 
A diagram of the MDA Service Delivery Model is a provided at Appendix 3 
 

7 Governance 
7.1 Overview 

MDA operates within internal and external management controls to ensure that 
operations reflect accountability, transparency and ethics.  
 
7.2 Internal Management Controls 
a. MDA internal management control is exercised through the CoM to the 

Executive Director MDA (ED MDA). The ED MDA exercises executive 
responsibility in the planning and conduct of MDA. 

 
b. The CoM comprises of up to 10 voluntary persons drawn from the MDA’s 

membership and business community. Each member of the CoM 
possesses professional, business or personal attributes which enhance 
the operation of the MDA’s business. 

 
c. The CoM’s responsibilities include: 

i. Ensuring the MDA carries out its mission; 
ii. Ensuring the MDA undertakes delivery of stated services; 
iii. Creating a future for the Organisation; 
iv. Providing political skills and guidance; 
v. Compliance with ISO 9001 quality standards; 
vi. Acting as trustee of the Organisation; 
vii. Meeting the challenges the MDA may face; 
viii. Accountability for MDA’s successes and failures; 
ix. Ensuring the Organisation acts legally, ethically and morally; and 
x. Assisting the ED MDA to achieve MDA’s goals. 

 
d. The Constitution of the Muscular Dystrophy Association Inc. guides all 

activities undertaken by the MDA. Compliance with the Constitution 
primarily rests with both the President MDA and ED MDA. A copy of the 
MDA Constitution is available on request. 

 
e. The ED MDA exercises control of the daily operation of MDA via: 

i. Endorsement of budgets, ratification of expenditure incurred by 
MDA activities; 

ii. The conduct and chairing of staff meetings, conferences and 
interviews; 

iii. The endorsement of these and other related SOPs and policy 
documented information; and 

iv. Review of scheduled activity reports provided by MDA staff. 
 
7.3 External Management Controls 

a. Imposed external management controls guide the MDA in its operation 
and the formulation of some of its internal management policies.  Some 
significant imposed external management controls are: 
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i. Federal Government Legislation: 
 Workplace Health and Safety (H&S); 
 Equal Employment Opportunity (EEO); and 
 Taxation. 

ii. State Government legislation: 
 Corporation Law; 
 State Police Regulations concerning traffic intersection 

collections; 
 Recurrent and non-recurrent funding for specific activities; 

and 
 Gaming and raffle ventures. 

iii. Local Government Legislation: 
 Disabled certification for motor vehicles; and 
 Access to sites for fundraising ventures. 

 
b. Other external management controls that may not be imposed but 

guide MDA activities include: 
i. Accountability to trusts and foundations for grants received; 
ii. Accountability to the corporate sector for donations received; and 
iii. Accountability to the public for donations received. 

 
8 Personnel 

8.1 Staff and the MDA 
Staffing the MDA is the most significant factor in achieving the Organisations 
vision, mission and objectives. MDA core business is about people so it 
benefits MDA to recruit and retention of the right personnel is essential. 
Personnel processes focus on recruitment; induction; training; employment 
within MDA and departure from the MDA. 
 
8.2 Recruitment 

a. The ED MDA will undertake to source potential applicants for both paid 
and volunteer positions. Applicants can be sourced: 

i. Advertisements; 
ii. Tertiary institutions; 
iii. Referrals from peers and / or peer organisations; 
iv. Referrals from MDA staff; 
v. Local knowledge of potential applicants, and 
vi. Self-initiated contact with MDA by potential volunteers 

 
b. Media advertisements for vacancies need to be succinct in 

description, conditions of employment and point of contact. Such 
advertisements are to be cleared by ED MDA prior to lodgment. 
 

c. When sourcing an application through referrals from existing MDA 
staff, clients or the CoM, care should be taken not to give the 
applicant any expectations concerning the potential position. 

 
d. Applicants will normally be required to complete an MDA 

Employment Application (refer Appendix 4) and provide a Curriculum 
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Vitae. The Employment Application Form must contain work and 
education history as well as referees 

 
e. Regardless of the sourcing method, all applicants seeking 

employment with MDA require to undergo an interview process. The 
ED MDA will usually undertake to conduct employment interviews 
but may delegate that task. 

 
f. Acknowledgement of MDA conditions of employment are part of the 

application procedure. 
 
g. During the interview applicants are to be advised of MDA’s policy 

and attitudes relating to: 
i. Safety; 
ii. Confidentiality; 
iii. Standards of dress and grooming, 
iv. Punctuality; 
v. Drugs and alcohol. 

 
h. Prior to confirmation of employment, the applicant may be required 

to undergo and provide any or all of the following: 
i. National Police Check (Appendix 5); 
ii. An Australian Taxation Office Tax Declaration (Appendix 6); 
iii. A banking advice for lodgment of wages ( Appendix 7); 
iv. An application for Working with Children Check (WWCC) 

(Appendix 8) if the scope of employment requires direct and/ or 
indirect contact with minors; 

v. Sign the respective Workplace Employment Contract. 
vi. Superannuation notification; 
vii. A Disability Worker Exclusion Scheme (DWES) check. 

 
i. Applicants in MDA Client Services must provide the following:   

i. National Police Check (Appendix 5); 
i. A Working with Children Check (WWCC); 
ii. A Disability Worker Exclusion Scheme (DWES) check. 

  
j. If you have lived in a country other than Australia for 12 months or 

more in the last ten years, you are required to submit  
i. an international police check; and 
ii. the relevant equivalent of a Working with Children Check; 
iii. The ED MDA is to be informed if there are any difficulties.  

Applicants may be denied an opportunity to work for or assist 
MDA if they are unable to satisfy the requirement for WWCC and 
police checks. 

 
k. Prospective employees of MDA are not afforded an opportunity to 

work with minors unless they have a current WWCC. Employees 
waiting processing and production of a WWCC may be afforded 
opportunity to work in MDA functions where there is no direct or 
indirect contact with minors. 
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l. The MDA Executive is the only entity or agent that can make an offer 

of employment at MDA. Individual members of the MDA staff are not 
recognised as agents of MDA for the purposes of offering MDA 
employment opportunities. 

 
m. Unsuccessful applicants will be formally advised of such and the 

reason why they were not successful 
 

8.3 Induction and Training 
Employees joining MDA will be provided with induction and specific-to-job-
training. 

a. Induction training is designed to ensure a smooth transition into the 
workplace and to maximize opportunities for the new staff to 
acquaint themselves with MDA administration and documented 
information. Induction training differs from specific-to-job-training as 
it is generic, provides an overview/ introduction to the broader MDA 
organisation and processes and is applicable to all new incumbents.  

 
b. Training at MDA is provided at no cost to the employee throughout 

the year. Training comprises of  
a. Annual induction training; 
b. on-going training; and  
c. specific to task training.   
All staff and volunteers are encouraged to participate in all relevant 
aspects of the MDA Training Regime 

 
c. Specific-to-job-training may be either internal or externally provided 

and may involve direct instruction, supervision, on-the-job training, 
mentoring or incremental collaborative learning.  The purpose of 
specific-to-job-training is to facilitate greater opportunity for the new 
employees to familiarize themselves with their respective MDA tasks 
and contribute to MDA core business.   

 

9 Employment with MDA 
9.1 Conditions of Employment and Entitlements 

Employment with MDA provides opportunities to work in an environment that is 
personally satisfying, diverse in tasking, interactions with individuals and 
organisations in the public and private sector. Detailed below are the conditions 
of employment at MDA. 
 

a. Recruitment 
During recruitment applicants are interviewed regarding their ability to perform 
tasks and functions as detailed in an Employment Description. The 
Employment Descriptions seeks to define the employment, outline significant 
tasks that will be required to be performed in the conduct of the employment 
and describe the employment within the context of the MDA organisation. Full 
details about recruitment can be found in this document at 9.2. 
 

b. Initial Employment 
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New employees at MDA undertake a probationary period of three (3) months, 
feedback from the supervisor or the Executive Director MDA (ED MDA) will be 
provided during the probationary period. A workplace performance evaluation 
will be undertaken by the ED MDA at the end of this probation period to 
ascertain if: 

i. The probation period should be extended; 
ii. The employment should lead into a contracted period; and / or 
iii. The employment should be ceased. 

 
c. Employment Contracts 

i. On commencement of employment at MDA, an employment 
contract will be developed to reflect the conditions surrounding that 
position. This process is interactive between the new staff member 
and ED MDA. In some instances, an interim contract may be 
created pending the completion of a probationary period. The 
interim contract would then be ratified or amended by the ED MDA 
to reflect the ongoing employment circumstance. 

ii. All MDA contracts are reviewed by ED MDA in the last two weeks 
of June each year. Contracts may be reviewed by ED MDA at any 
time to account for extraordinary events. 

iii. MDA employees are not employed under any Commonwealth 
awards. Employment of MDA is by Workplace Agreement and 
reflects the National Employment Standards as provided by the 
Fair Work Ombudsman.  

 
d. Safety 

MDA strives to ensure that all workplaces under its control afford maximum 
safety to staff, clients, volunteers and the wider community in accordance with 
legislated OH&S requirements. MDA employees are required to inform the ED 
MDA or his representative of any instance or work practice that has the 
potential to cause injury to others or could make the workplace. 
  
The MDA Health, Safety and Environment Policy.doc/.pdf and has been 
developed to reflect the legislated requirements of the state and federal 
governments relating to health, safety and Building Emergency. 
 
MDA Respite operating procedures are identified as the Client 
Services.doc/.pdf. This documented information is to be reviewed as part of 
staff, CoM and volunteer induction training. 
 
All personnel at or visiting a MDA workplace, be it MDA controlled or not are to 
be familiar with the response procedures of that site that address actions to: 

i. Outbreak of fire; 
ii. Bomb threat; and 
iii. Action/s as deemed appropriate by the agency controlling the use 

of the site/ workplace. 
e. Hours of Work 

i. Normal hours of work, unless otherwise arranged or required by the 
position are 9.00am to 5.00pm weekdays; a 30 minute break for lunch 
and a 10 minute afternoon break are included. Breaks are coordinated 
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around work schedules; lunch should be taken between 11.30am and 
1.30pm. Afternoon break should be taken between 3 and 3.30pm. 

ii. Excluding public holidays, the normal MDA workweek is 37.5 hours. 
MDA staff required to work outside the normal hours of work will 
undertake that work with remuneration as detailed in their contract.  

 
f. Recreational Leave Entitlement 

i. MDA staff accrues recreational leave entitlement at the completion of 
each week worked. Leave accumulates to a 20 day leave entitlement 
(four weeks) per annum if employed as 1.0 Full Time Equivalent (FTE).  
Permanent staffs less than 1.0 FTE receive pro-rata leave entitlements.  

ii. Casual or contracted employees are not entitled to paid leave but may 
take unpaid leave on arrangement with the ED MDA. 

iii. Accrued leave entitlements are notated on the weekly pay advice 
forwarded to the respected staff member by the MDA Finance Manager. 

 
g. Taking of Recreational Leave Entitlements  
i. MDA “shuts down” for a three (3) week period over the Christmas and 

New Year period. MDA employees are encouraged to consume the bulk 
of their leave during this period. The balance of leave (one week) can be 
taken a time as agreed between the staff member and the ED MDA. 

ii. To ensure that the objectives of MDA core business are supported staffs 
are required to lodge a Leave Application Form (Appendix 9) four weeks 
or longer prior to the commencement of the leave period.  

iii. In some instances leave requirements occur with short or without notice.  
Staff requiring short notice leave should discuss the matter with ED MDA 
as soon as the requirement is known. 

 
h. Personal, Carers and Compassionate Leave 

Permanent 1.0 FTE employees are entitled to ten days paid personal/ carers 
leave per annum. Staff less than 1.0 FTE will receive a paid sick day allocation 
on a pro-rata basis.   

i. Personal leave is carried over into the next employment year.   
ii. Absences on personal leave should be reported to the MDA office 

as early as possible, preferably prior to 9.30am on the first day.  
iii. A Sick Leave Form (refer Appendix 10) should be completed and 

submitted to the ED MDA on return to work.   
iv. A Medical Certificate is required for sick leave for 2 days or more. 
v. Staff exceeding accrued sick leave entitlements should discuss 

with the ED MDA how the leave shortfall will be met. 
vi. MDA will not provide any remuneration for accrued sick leave that 

untaken at termination or cessation of employment at MDA. 
 

i. Public Holidays 
i. Permanent employees of 1.0 FTE are entitled to wages for public 

holidays that are recognized by the Victorian State Government. 
ii. Permanent employees who are less than 1.0 FTE are entitled to wages 

for the public holiday if that public holiday would have fallen on a day 
that they would normally have been in MDA employment.  
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iii. Staff employed as casual employees or contracted employees are not 
entitled to wages for public holidays. 

 
j. Time in Lieu 

i. Payment of “overtime” is not usual practice; time-in-lieu is provided on a 
negotiated basis and is incorporated into Recreational Leave.  

ii. A Time in Lieu form (refer Appendix 11) is to be completed and 
submitted to the ED MDA for approval.  

 
k. Time Off 

i. Time-off may be negotiated to assist employees with extracurricular 
studies or other activities. Consideration is based on time required and 
available resources to cover the employee’s absence. 

ii. An application for Variation to Leave or Leave without Pay (Appendix 12) 
should be submitted to the MDA ED for approval.  

iii. Time-off shall either be debited from the employee’s weekly pay or 
recreational leave entitlement. 

 
l. Change of Address/ Next of Kin/ Contact Details  

Employees are required to notify the ED MDA in writing, of any change to their 
address, next of kin, contact and emergency contact details. 
 

m. Confidentiality and Privacy 
i. Client confidentiality and privacy is of the utmost importance, all 

members of staff are to avoid discussion or disclosure of documented 
information or information pertaining to the Association’s clients, 
members or other staff. Individual rights to privacy and confidentiality 
must be respected at all times.  

ii. The disclosure of confidential patient / client information may be a 
criminal offence. Employees who breach confidentiality may have limited 
employment opportunities within the organisation as all positions require 
access to confidential information. 

iii. The ED MDA is to be informed as soon as possible of any and all 
breaches of confidentiality with the MDA organisation regardless of how 
minor they may seem. 

iv. MDA Privacy policy is identified as Privacy and Grievance 
Policy.pdf/doc, this information has been developed to reflect the 
legislated requirements of the Health Records Act 2001 (Vic); the 
Privacy and Data Protection Act 2014 (Vic), the Privacy Act 1988 (Cth) 
and the Charter of Human Rights and Responsibilities Act 2006 (Vic). 

v. Copies of the MDA privacy requirements are available:  
i. In the MDA workplace; 
ii. on the MDA Website (‘The Home of MDA’ www.mda.org.au); 
iii. electronically (USB or email); and/ or 
iv. hard copy by request by MDA clients, supporters and staff. 

 
n. Dress and Grooming 

All MDA employees, staff members and volunteers should maintain an 
appropriate standard of dress while undertaking MDA tasks, styles should not 
be extreme or unduly casual. The standard of dress should be appropriate to 
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afford personal protection as necessary, e.g. sports attire, thongs or running 
shoes are not appropriate. MDA will provide a uniform which shall be worn as 
directed or when representing MDA in designated public events. 
 

o. MDA Identification 
Appropriate MDA Identification must be worn in designated areas e.g. during 
raffle sales, the sale of MDA products and services, when seeking donations, at 
Muscle Clinics and other public venues when it is important to make the public 
aware of the MDA’s attendance/ presence. 
 

p. Smoking 
Employees are not permitted to smoke within the Association (including in lifts, 
toilets), in Association vehicles or within 100 metres of clients or staff during the 
conduct of respite, information or other activities.  
 

q. Punctuality 
To ensure the objectives of the MDA are supported to maintain effectiveness, 
employees are required to be punctual in their work and appointment related 
attendance. 
 
All staff must be ready to commence work at 9:00am unless otherwise 
approved by the ED MDA. Late attendance should be advised by the quickest 
means to the MDA office on 03 9320 9555. 
 

r. Substance Abuse 
MDA has a zero tolerance policy in regard to substance abuse. Illegal drugs, 
inhalants and prescription as well as over-the-counter drugs fall into the 
“substances” category. MDA also places restrictions on alcohol consumption. 
Substance abuse in the MDA workplace could ultimately lead to employment 
termination or restriction. Whilst working or representing MDA, you must not: 

 Possess, use or be under the influence of alcohol, inhalants or drugs. You 
can consume alcohol in moderation while in approved business meetings 
or social gatherings. 

 Sell, buy, transfer or distribute drugs or drug paraphernalia. 
 Use prescription drugs (e.g. medical marijuana) while working or being on 

company premises. 
 
The administering of prescription drugs can only occur during periods of MDA 
duty if it complies with written dosage as detailed by the drug manufacturer, a 
medical practitioner or pharmacist. 
 
Staff concerned about fellow employees behaviour, wellbeing or intoxication 
should approach the ED MDA as early as possible and treat the matter with the 
appropriate standard of confidentiality. Appendix 13 provides a list of key 
alcohol and other drugs information, education, counselling, medical and self-
help services available in Victoria 
 

s. MDA Membership 
The MDA relies on the financial support to underwrite its programs. Employees 
are encouraged but not required to become an active and financial member of 
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the MDA. Application and further information relating to membership of the 
MDA can be obtained from the MDA Administration Manager. 
 

t. Clients 
Employees are to be courteous and show consideration of clients, their medical 
circumstance and the anxiety and stress experienced by clients, their family 
and carers. Staff are not expected to accept rudeness or abuse from clients, 
families and carers. Any staff member that considers that they are not being 
fairly treated by a client, family or carer is to refer the matter to the ED MDA.  
 
Regardless of the circumstance, employees are not to retaliate to actual or 
perceived rudeness or abuse from clients. 
  

u. Waste Disposal 
Waste should not be left to accumulate in and around the MDA workplace; all 
staff are requested to be diligent in maintaining a clean premises. Waste 
accumulation greatly reduces the amount of available floor space and restricts 
the mobility of those persons who use wheelchairs as their primary means of 
mobility. 
 

v. Public Relations and Fundraising  
As an employee of the MDA you will be invited to be part of the Association’s 
fundraising and publicity activities from time-to-time. As part of this, it may be 
necessary for you to speak to or represent the MDA to various groups or 
individuals, at various forums, or at the National Muscular Dystrophy Research 
Centre.  
 
All employees are encouraged to contribute, where possible, to fundraising and 
public relations aspects of the MDA, as this is vital to the future viability of our 
services and Association. This may also involve liaison with representatives of 
the print or electronic media and the potential for occasional out-of-hours 
commitments. 
 
All media and public relations matters must be channelled through ED MDA via 
the Public Relations and Media Manager. 
 

w. Staff Meetings  
Staff meetings are an opportunity to offer support, opinions, ideas, and to 
discuss issues. Staff meetings are conducted by the ED MDA. MDA 
encourages the spirit of industrial democracy especially in the staff meeting 
forum but relies on the professionalism of its staff to: 

i. Conduct themselves in a courteous manner; and 
ii. Accept, abide and support executive decisions made as a result of 

staff meeting discussion even if those decisions were contrary to 
their personal point of view. 
 

x. Security 
MDA is security conscious in view of the client confidential files it holds and the 
need to safeguard monies provided by the public as donations to support MDA 
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programs. MDA has both front and rear building entry. Staff are to seek 
identification of persons trying to enter the premises at all times. 
 
The MDA office is located in an area with large volumes of public pedestrian 
and vehicle traffic. Ongoing vigilance is required; enquiry into unknown 
person’s identification and business is appropriate. 
 

y. Keys and Security Passes  
A key and/or electronic pass to enter the MDA premises may be issued to staff 
members. If issued, the individual staff member is responsible for the 
safekeeping of these items and any loss should be reported to ED MDA at the 
earliest convenience. 

i. Lost key and/or pass (a replacement charge may be debited 
against the respective staff member) 

ii. Keys are not transferable and remain the property of the MDA; and 
iii. At closure of business each day, the last remaining MDA employee 

is responsible for the locking of the MDA premises. 
 

z. Telephone, Facsimile and Internet.  
i. MDA provides access to telephone, facsimile and Internet use for the 

purposes of daily business.  
ii. Telephones and fax facilities are made available to facilitate the 

business of the MDA such as: contact with members, clients and service 
providers. Use of the phone for ‘personal calls’ or the fax to send 
personal facsimile messages is discouraged. Where telephone abuse is 
detected, the employee shall be cautioned and costs may be debited 
from the employees pay. 

iii. When answering the telephone MDA staff should remember that their 
telephone manner will greatly contribute to the kind of impression formed 
of the MDA by the caller.  Always state “Good Morning, MDA or 
(Muscular Dystrophy Association), (insert your name here) speaking”. 

iv. Employees are encouraged to use the Internet for MDA business.  
Employees are not permitted to use MDA provided Internet services for 
other than MDA business.  Under no circumstances are pornographic 
Internet sites to be accessed from MDA workplace sites or during MDA 
conducted programs and activities. 

 
aa. Equipment and Resources.  
i. MDA equipment and resources are to be treated with care and respect.  

Equipment or resources may have been purchased or donated and 
should be maintained to enable maximum benefit for its intended 
purpose. In other instances MDA has externally provided products or 
services to support it’s activities and administration. Neglect of 
equipment and resources reduces the lifespan of the item and results in 
unnecessary additional expenditure. 

 
ii. Under normal circumstances, MDA does not allow the loan of its 

equipment or resources to staff, clients or members. The ED MDA may 
authorise loans to staff, clients and members provided: 

i. The item is returned in the same or better condition; 
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ii. The item is not used for illegal purposes; 
iii. The item is not used to attain financial benefit; and 
iv. The item signed for in the MDA Equipment Loan Register. 

 
bb. Accidents  

All accidents or potential accidents, near misses, including those incurred as a 
result of travel to and from work, no matter how minor, must be reported 
immediately to the ED MDA. This is a WorkCover (legislative) requirement; the 
MDA Health, Safety and Environment policy provides more detail and actions 
on accidents.  The MDA H&S policy is identified as Health, Safety and 
Environment Policy.doc/.pdf and is available in hard copy at the MDA Centre, 
online at the MDA website or via soft copy on request. 
 
9.2 Performance Evaluation and Development 
a. Staff performance evaluation and development can be initiated at any 

time however the default timing is August or September. Staff should 
expect at least one annual opportunity to discuss their performance and 
development. The ED MDA welcomes the opportunity to discuss 
performance and developmental options with all staff at any time as 
required. 

 
b. MDA understands that discussion on performance is confidential. A 

suggested format for review of staff performance is provided at Appendix 
14. The reporting criteria in this form would be the start point for 
discussion at the meeting. All notes taken during the discussion are to 
be stored separately in the individual staff files.  

 
c. Staff development should also be discussed as an integral part of 

performance evaluation. Staff should be prepared to inform the ED MDA 
of their expectations and aspirations. 

 
d. Staff should consult the MDA Privacy and Grievance Policy and initiate 

appropriate action if they feel that they have been wronged as a result of 
a performance evaluation and development meeting. It is recommended 
staff speak directly with ED MDA at first instance, if they have concerns. 

 
9.3 Cessation of Employment 

Staff exit from MDA employment will usually be in response to one of the 
following events: 

i. Pursuing another employment opportunity; 
ii. Providing support to the family; 
iii. Retirement; and/ or 
iv. Dismissal. 

 
An MDA employee may initiate cessation from MDA employment at any time 
providing that they satisfy any agreed actions within their employment contract. 
 
A MDA Volunteer can initiate cessation from assisting MDA at any time.  MDA 
request that volunteers provide at much lead as possible so alternative 
arrangements can be put in place 
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a. Pursuing another Employment Opportunity   
MDA acknowledges and respects the rights of people to change their 
employment source and type. Employees are encouraged to be open and frank 
with the ED MDA regarding their intention to seek alternative employment.  This 
transparency of intent serves two purposes. First, it enables ED MDA to assist 
by possibly rearranging existing workplace arrangements so the staff member 
can attend employment interviews etc. Second it enables ED MDA to put plans 
in place for staff replacement if such were to occur. 
 

b. Providing Support to the Family 
i. MDA respects the desire of staff members who seek to remain at home 

and support their family’s needs. Often this requirement is for short 
periods of time. Staff considering leaving the workplace to support their 
family is requested to discuss the matter with ED MDA. Options 
available for discussion include: 

i. Leave without pay for short periods of time; 
ii. Leave without pay for longer periods of time but with consideration 

for reinstatement at some time in the future; 
iii. Departure from the MDA workplace; and 
iv. Departure from the workplace with consideration for reinstatement 

at some time in the future. 
 

c. Retirement 
Retirement intentions should be advised to ED MDA when confirmed by the 
individual. Retiring MDA employees are invited to discuss with ED MDA their 
attitudes concerning ongoing participation as a MDA community member. 
 

d. Dismissal   
i. ED MDA may elect to dismiss MDA staff for serious breaches of 

behaviour or negligence. The MDA Executive is the only entity 
authorised to cease the employment of MDA staff, MDA contractors, 
MDA business associates and the services of MDA volunteers. 

ii. Dismissal may occur as a result of: 
 Reduced resourcing for the performance of a workplace function;  
 Reduction in the requirement to perform a workplace function; 
 Reduction in the economic viability to operate a workplace function; 
 Dissatisfaction with the provision of business products and services; 
 Deliberate breeches or negligence in exercising duty of care; 
 Irresponsible behaviour that endangers clients and others; 
 Actions that are proven to be illegal,  
 Actions that are ethically or morally inconsistent with societal or 

MDA community norms; and/ or 
 Disregard or deliberate noncompliance with established MDA 

Policies/SOPs. 
iii. Depending on the nature of the action, the MDA response may require: 

 Interview with the individual/entity and counselling/training in 
attempt to prevent a reoccurrence; 

 Interview with the individual or entity and issue of a warning; 
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 Interview with the individual or entity, issue of a warning and 
counselling/training in an attempt to prevent a reoccurrence; 

 Immediate cessation of employment. 
iv. All administrative actions associated with a dismissal of employment 

are to be formally recorded with a copy of the correspondence provided 
to the person(s) or entity(s) involved. 

v. MDA supports the societal concepts of natural justice and equity.  
Consequently, MDA will: 
 Encourage the person(s) involved having a representative, 

advocate or support in attendance during any proceedings; 
 Provide office equipment and resources to facilitate timely and 

accurate response in support of the person’s participation in 
proceedings; 

 Ensure that the person(s) are informed of the MDA Grievance 
Policy and all avenues of available grievance action, including that 
options external to MDA are understood;  

 Ensure that appropriate resources are deployed or coordinated to 
assist persons from a culturally and linguistically diverse 
background, a person from the LGBTQI community or those from 
an Aboriginal or Torrens Strait Islander background to actively 
participate in any proceedings; 

 Ensure that appropriate resources are deployed or coordinated to 
assist persons with a disability to actively participate in any 
proceedings; and 

 Ensure that appropriate resources are deployed or coordinated to 
assist persons lacking in formal education to actively participate in 
any proceedings. 

 
e. Unacceptable Behaviour 

i. MDA is committed to providing an environment free from unacceptable 
behaviour for all members, staff, clients, client families, volunteers and 
visitors. MDA aims to uphold a commitment to the principles of Equity 
and Diversity. All staff members are expected to foster a spirit of fairness 
and inclusiveness within the organisation. Mutual respect between 
clients, client families, volunteers and staff is an important aspect of our 
organisation’s culture. 

 
ii. MDA’s management of unacceptable behaviour is outlined at point e, 

section 8 of this document. Compliance with MDA equity policies assists 
to build on teamwork and the quality of service provided to the 
community. Please contact the ED MDA directly if you have any 
questions about equity, diversity or fairness in MDA.  

 
f. MDA Staff Personal File 

Employees are encouraged to view their MDA personal file prior to departing 
the MDA workplace.  Copies can be made of any documented information on 
the file. Personal files of current and former MDA staff remain the property of 
MDA and will be archived when deemed no longer active. 
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g. References  
MDA staff employed at MDA in excess of one year (12 calendar months) will be 
supplied with a personal reference upon request. 
 
9.4 Succession Plans 
i. The MDA organisation staff succession plans allow for a smooth 

transition and reduced or no impact to service, management and support 
for the MD community. Succession plans also identify training 
requirements and opportunities for employees. 

 
ii. The MDA culture and a positive attitude creates an environment where 

consultation, development and implementation of staff succession plans 
are supported and embraced as good business sense. 

 
iii. The following MDA staff positions were identified as requiring succession 

plan development: 
 ED MDA; 
 Client Services Manager; 
 Manager Development & Liaison; 
 Administration Manager; and 
 Finance Manager. 

 
iv. Succession plans advise of the coverage of tasks for absences for the 

following durations: 
 Short term absence (less than four weeks); 
 Long term absence (greater than four weeks); and  
 Position vacancy.   

 
v. With the exception of the ED MDA, the responsibilities allocated to cover 

absences of the other MDA key appointments are relatively constant 
regardless of the period of absence 

 
a. Methodology used in the development of succession plans 

The methodology used to develop the succession plans requires the sequential 
progression through the following actions: 

i. The verification of current MDA employment descriptions and 
amendment as necessary; 

ii. Consultation with current staff to confirm that the employment 
descriptions align with what is tasks undertaken; 

iii. Identification of tasks performed using the MDA Service Delivery 
Model as the template; 

iv. Alignment of employment descriptions and identified functions to 
ensure all functions are represented and adequately resourced; 

v. Consultations with staff are reviewed by the MDA Executive to 
ascertain working interactions, participation in identified functions 
and the importance of the function in the short and medium term; 

vi. Analysis of working relationships between staff, individual staff skill 
sets and the allocation of additional responsibilities to cover 
absences of key MDA staff appointments; and 
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vii. Review of a first draft succession plan by all key MDA staff 
appointments, and presentation of the proposed MDA Succession 
Plan to MDA Committee of Management. 

 
b. Succession Plan for the Executive Director 

i. Overview of the employment function 
The position is primarily based at the MDA Client Centre and performed by a 
single person with responsibilities that include: 

 Ensuring the Association carries out its Mission and Objectives; 
 Managing the day-to-day operations of the Association; 
 Providing leadership to the members, staff and volunteers of the 

MDA; 
 Providing business and entrepreneurial skill to ensure the MDA’s 

sound financial base is maintained; 
 Ensuring the Association acts legally and morally; 
 Ensuring adherence to guardianship of the public good; 
 In conjunction with the MDA Committee of Management, 

maintaining the effective growth and survival of the Association 
and meeting the challenges facing the Association; 

 In conjunction with the MDA Committee of Management, 
maintain or advance MDA’s position within the Disability Sector; 

 Strategic planning process and decision making process; 
 Assisting the Committee Members of the MDA Committee of 

Management to maximise their effectiveness; 
 Implementing the policies and strategic intentions of the MDA 

Committee of Management; and 
 Managing the business affairs of the National Muscular 

Dystrophy Research Centre. 
 

ii. Significant Workplace Activities: ED MDA 
Significant workplace activities undertaken by the ED MDA, an estimate of time 
dedicated to each activity and the priority of the activity, details relating to the 
redistribution of medium and high priority tasks during a short or long term 
absence of the ED MDA can be found in Table One. 
 
The actions prescribed in Table One: 

 May require an increased involvement by the President and Vice 
President of the MDA; and 

 Do not reflect extraordinary MDA events that may require 
reactionary action.  

 
Functions performed by the ED MDA may vary over time. Annual review of 
those functions is necessary to ensure that the respective succession plan is 
amended as needed. It should be noted that estimations of time reflect a 55 
plus hour working week. 
 

iii. Position vacancy – ED MDA 
Arrangements will involve concurrent action by the MDA CoM and staff. 
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 MDA staff will assume the additional tasks per Table One.  
(Tasks may be varied at discretion of the MDA President). 

 MDA Committee of Management actions: 
 Audit of the MDA books of financial account; 
 Appointment of an interim MDA Public Officer; 
 Recruitment of a suitable person to fill the vacancy; and 
 Dissemination of information to the MD community regarding 

the vacancy and actions.  
 Other actions: 

 Greater participation in MDA financial affairs by the MDA 
Treasurer; 

 MDA Vice President to assist as required with the day to day 
operations; 

 MDA CoM to invite Client Services Manager to join meetings 
as an observer; and 

 MDA CoM to engage with current research commitments. 
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Table One: Executive Director Succession Plans 

 
Activity 

Time 
allocation 
per week 

Activity Priority Responsibility in the absence of the Executive Director 
Short Term 

Absence 
Long Term 
Absence 

Short Term Absence Long Term Absence 

MD community 
leadership and staff 
management 

 
 
 
Time 
allocations 
will vary but 
combined 
weekly 
participation 
in tasks is in 
excess of 
59.5 plus 
hours. 

high high President MDA President and Vice President MDA 

Representation of MDA 
at meetings and external 
forums 

high high  President and Vice President MDA 

Client services high high Client Services Manager  Client Services Manager 
Policy development high high President MDA  President MDA 
Strategic planning high high President MDA  President MDA 
Fundraising  medium to 

high 
high Development & Liaison Manager Manager Development & Liaison 

Development of reports medium to 
high 

high  MDA CoM 

Management of projects medium high  MDA CoM 
Compliance to 
legislation 

high high  MDA CoM 

MDA activities medium to 
high 

medium to 
high 

President MDA President and Vice President MDA 

MDA Committee of 
Management activities 

high high President and Vice President MDA President and Vice President MDA 

Medical & scientific 
research 

medium to 
high 

medium to 
high 

  

Undertake training 0.5 hour N/A N/A As required As required 
Total 60.0 + hours 
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c. Succession Plan for Client Services Manager 

i. Employment Function 
A 1.0 EFT (37.5 hour week) position at the MDA Client Centre, usually 
performed by a single person that requires the incumbent to: 

 Source, catalogue, compile and disseminate MD specific 
information to clients and other interested parties; 

 Be the initial MDA point of contact and provide the primary MDA 
response to MD client interactions concerning case coordination, 
advocacy and referrals; 

 Plan, conduct and effect post activity administration/evaluation 
for all MD client social, educational and MDA sponsored clinical 
activities; and 

 Investigate, plan, conduct and evaluate respite activities for MD 
clients. 

 
Primary employment functions: 

 Timely provision of accurate and current on Neuromuscular 
Disorders and available services to clients, client families, health 
professionals and the wider community; 

 Responsibility for the planning, conduct and evaluation of respite 
and day programs conducted by MDA; and 

 Supporting and assisting MD clients and their families with MDA 
support services and referrals to other supporting sources. 

 
Secondary employment functions: 

 Assist the ED MDA in developing strategic options concerning 
MDA client service support; and 

 Other tasks as directed by the ED MDA  
 

ii. Employment Description 
The full employment description for the Client Services Manager is a dynamic 
document and subject to change. The latest version of this document is held by 
the ED MDA. 
 

iii. Significant Workplace Activities: Client Services Manager 
Significant workplace activities undertaken by the Client Services Manager, an 
estimate of time dedicated to each activity, the priority of the activity, and 
details relating to the redistribution of medium and high priority tasks during a 
short or long term absence of the Client Services Manager can be found in 
Table Two.  
 
The balance of the functions as performed by the Client Service Manager may 
vary over time. Annual review of those functions is necessary to ensure that the 
respective succession plan is amended as necessary to remain relevant.  
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Table Two: Client Services Manager Succession Plans 

 
Activity 

Time 
allocation 
per week 

Activity Priority Responsibility in the absence of the Client Services Manager 
Short Term 
Absence 

Long Term 
Absence 

Short Term Absence Long Term Absence 

Case coordination  
 
 

Time 
allocations 
will vary but 
combined 
weekly 
participation 
in tasks is in 
excess of 36 
hours. 

high high ED MDA  ED MDA  
Information provision medium 

to high 
high Administration Manager Administration Manager  

Planning of respite medium high  ED MDA 
Conduct of respite high high  ED MDA 
Post respite activity 
administration and 
evaluation 

low medium   

Attend Muscle Clinic high high ED MDA  ED MDA  
Develop Meetings, 
Dates & Activities 
newsletter 

high high Administration Manager  Administration Manager  

Staff management medium high  ED MDA 
Attend meetings medium 

to high 
medium 
to high 

ED MDA ED MDA 

Visits to clients/schools 
etc 

medium medium ED MDA  ED MDA  

Undertake training 1.0 hour N/A N/A   
Other Tasks 0.5 hour N/A N/A   
Total 37.5 
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d. Succession plan for Manager Development and Liaison 

i. Employment Function 
A 1.0 EFT (37.5 hour week) employment undertaken at the MDA Client Centre, 
usually performed by a single person that requires the incumbent to investigate, 
plan, conduct and evaluate fundraising opportunities that directly and indirectly 
affect MDA. 
 
The primary employment function is identified as the planning and conduct of 
fundraising events on behalf of MDA and to assist in the planning and conduct 
of fundraising with other agencies on behalf of MDA. 
 
The secondary employment functions are to: 

 Assist the ED MDA to develop strategic thought and options 
concerning MDA fundraising events; and 

 Undertake other tasks as directed by the ED MDA  
 

ii. Employment Description 
The full employment description for the Manager Development & Liaison is a 
dynamic document and subject to change. The latest version of this document 
is held by the ED MDA. 
 

iii. Significant Workplace Activities: Manager Development & Liaison 
Significant workplace activities undertaken by the Manager Development & 
Liaison, an estimate of time dedicated to each activity, the priority of the 
activity, and details relating to the redistribution of medium and high priority 
tasks during a short or long term absence of the Manager Development & 
Liaison can be found in Table Three. 

 
The balance of the functions as performed by the Manager Development & 
Liaison may vary over time. Annual review of those functions is necessary to 
ensure that the respective succession plan is amended to be relevant.  
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Table Three: Manager Development & Liaison Succession Plans 

 
Activity 

Time 
allocation 
per week 

Activity Priority Responsibility in the absence of the Client Services 
Manager 

Short Term 
Absence 

Long Term 
Absence 

Short Term Absence Long Term Absence 

Management of 
contracted collector 
personnel 

 
 
 
Time 
allocations 
will vary but 
combined 
weekly 
participation 
in tasks is in 
excess of 36 
hours. 

high high ED MDA ED MDA 

Maintenance of door sales 
stock 

medium high Client Services Manager (as 
required) 

Client Services Manager (as 
required) 

Management of Corporate 
Prospects Data Base 

low medium  Administrative Manager 

Market research and 
analysis 
 

medium medium  ED MDA  

Planning of fundraising 
events 
 

medium high  ED MDA 

Conduct of fundraising 
events 
 

high high ED MDA  ED MDA  

Post activity 
administration fundraising 
events & evaluation 

low low   

Undertake training 
 

0.5 hour N/A N/A   

Other tasks 1.0 hour N/A N/A   
Total 37.5 hours 
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e. Succession Plan for the Administration Manager 
i. Employment Function 

A 1.0 EFT (3.75 hour week) position undertaken at the MDA Client Centre, 
usually performed by a single person that requires the incumbent to: 

 Plan and provide administrative support that encompasses: 
 Telephone reception,  
 Receipt of MDA income; 
 Banking, petty cash and postage management; 
 Management of MDA stationery; 
 Document filing; 
 Distribution of MDA periodicals; 
 Fundraising financial administration; and 
 Client services administration. 
 Manage the MDA electronic data base; and 
 MDA point of contact for administration. 

 
The primary employment function is identified as coordinating and undertaking 
the administration (less payroll, accounts payable and accounts receivable) 
necessary to support all MDA programs. 
The secondary employment functions are to: 

 Assist the ED MDA to develop Strategic thought and options 
concerning MDA administrative support; and 

 Undertake other tasks as directed by the ED MDA  
 

ii. Copy of employment description 
The full employment description for the Administration Manager is a dynamic 
document and subject to change. The latest version of this document is held by 
the ED MDA. 
 

iii. Significant Workplace Activities: Administration Manager 
Significant workplace activities undertaken by the Administration 
Manager, an estimate of time dedicated to each activity, the priority of the 
activity, and details relating to the redistribution of medium and high 
priority tasks during a short or long term absence of the Administration 
Manager can be found in Table Four. 
 

The balance of the functions as performed by the Administration Manager may 
vary over time. Annual review of those functions is necessary to ensure that the 
respective succession plan is amended to be relevant.  
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Table Four: Administration Manager Succession Plans 

 
Activity 

Time 
allocation 
per week 

Activity Priority Responsibility in the absence of the Administration 
Manager 

Short Term 
Absence 

Long Term 
Absence 

Short Term Absence Long Term Absence 

Client services data entry  
 
 
 
 

 
Time 
allocations 
will vary but 
combined 
weekly 
participation 
in tasks is in 
excess of 
36 hours. 

high high Client Services Manager Client Services Manager 
Receipt of MDA income high high Development & Liaison Development & Liaison 
Fundraising data entry 
and administration 

high high Development & Liaison Development & Liaison 

Fundraising financial 
management and 
administration 

high high Development & Liaison Development & Liaison 

Telephone reception high high All MDA staff All MDA staff 
Banking, petty cash and 
postage management 

high high Development & Liaison Development & Liaison 

Stationery management medium medium All MDA staff All MDA staff 
Document filing medium high All MDA staff All MDA staff 
Distribution of MDA 
periodicals and mail outs 

medium to 
high 

high All MDA staff All MDA staff 

Management of MDA 
electronic data base 

medium medium ED MDA ED MDA 

Assorted administrative 
tasks 

low to 
medium 

medium to 
high 

All MDA staff All MDA staff 

Undertake training 1.0 hour N/A N/A As required As required 
Other tasks 0.5 hour N/A N/A As required As required 
Total 37.5ours 
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f. Succession Plan for the Finance Manager 

i. Overview 
A 0.2 EFT (eight hours per week) position at the MDA Client Centre, usually 
performed by a single person that requires the incumbent to: 

 maintain the MDA financial books of account; 
 effect receipt of all MDA income; 
 effect payment of all MDA accounts; 
 effect payment of MDA payroll; and 
 prepare monthly financial reports. 

 
The primary employment function is identified as administering the immediate 
financial affairs of MDA that concern payroll, debtors and creditors. 
 
The secondary employment function is to undertake other tasks as directed by 
the ED MDA. 
 

ii. Copy of employment description 
The full employment description for the Finance Manager is a dynamic 
document and subject to change. The latest version of this document is held by 
the ED MDA. 
 

iii. Significant Workplace Activities: Finance Manager 
Significant workplace activities undertaken by the Finance Manager 
including an estimate of time dedicated to each activity, the priority of the 
activity, and details relating to the redistribution of medium and high 
priority tasks during short or long term absence can be found in Table 
Five. 
 

The balance of the functions as performed by the Finance Manager may vary 
over time. Annual review of those functions is necessary to ensure that the 
respective succession plan is amended to be relevant.  
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Table Five: Succession Plans: Finance Manager 

 

 
Activity 

Time allocation 
per week 

Activity Priority Responsibility in the absence of the Administration 
Manager 

Short Term 
Absence 

Long Term 
Absence 

Short Term Absence Long Term Absence 

Payment of MDA 
accounts 
 

 
Time allocations 
will vary but 
combined weekly 
participation in 
tasks is in excess 
of 7 hours. 

 

high high ED MDA and/or 
Development and Liaison 

ED MDA and/or 
Development and Liaison 

Payment of MDA 
payroll 

high high ED MDA and/or 
Development and Liaison 

ED MDA and/or 
Development and Liaison 

Preparation and 
reconciliation 
for audit 

high high ED MDA ED MDA 

Undertake 
training 

N/A N/A As required As required 

Other tasks 0.5 hour N/A N/A As required As required 
Total 7.5 hours 
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g. Summary of Succession Plans 
i. This section detailed the necessary actions for the maintenance of the 

MDA core business effort during periods of staff absence or 
employment vacancy. 

ii. The section prescribes various additional staff responsibilities for the 
continuation of MDA tasks to meet short and longer term staff 
absences without detriment to MDA core business. 

 

10 Diversity and MDA 
10.1 Overview 

The MDA as an integral part of the wider Australian community embraces 
diversity; diversity also reflects the values of the MDA. 
 
10.2 Principals 
a. MDA recognises the importance of respecting individual differences. 

Diversity extends through the dimensions of race, ethnicity, gender, 
sexual orientation, socio-economic status, age, physical abilities, 
religious beliefs, political beliefs, or other ideologies where people can 
bring their ideas and perceptions to the workplace and contribute toward 
the realization of the organisation’s goals. 

 
b. MDA is committed to: 

i. Providing  an inclusive space where clients and their families; 
volunteers; staff; and the general public have the opportunity to fully 
participate and are valued for their distinctive skills, experiences and 
perspectives; and  

ii. Incorporating diversity into its business practices through initiatives 
that aim to improve the quality of life of all stakeholders and society at 
large. 

 
c. Valuing and managing diversity requires the MDA to: 

i. Facilitate equal employment and participation opportunities based on 
ability, performance and / or potential; 

ii. Build and maintain a safe environment by taking action against 
inappropriate behaviours that do not value diversity including 
discrimination, harassment, bullying, victimisation and vilification; 

iii. Where possible, developing flexible work practices to meet the 
differing needs of our staff and stakeholders; 

iv. Attract and retain a skilled and diverse workforce (including 
volunteers) as an employer of choice; 

v. Enhance customer service and reputation through a workforce that 
respects and reflects the diversity of its stakeholders; 

vi. Make an economic, social, and educational contribution to the MD 
Community; 

vii. Meet the relevant requirements of legislation and governance; 
viii. Align with best practice, locally, nationally and internationally; and 
ix. Create an inclusive workplace culture. 

 
 



34 
MDA Policy Paper Number 54- Administration Policy.doc 
Correct as at 5 September 2018 

10.3 Implementation 
a. Implementation of the MDA Diversity Policy is undertaken via: 

i. Education and training to staff and volunteers; 
ii. Accessability of the policy on the internet (The Home of MDA 

www.mda.org.au); 
iii. The implementation of the MDA Cultural Action Plan (CAP). 

 
b. The MDA Diversity Policy applies to all stakeholders within the MDA 

business and social space and includes: 
i. Clients and their families; 
ii. Staff; 
iii. Volunteers; 
iv. Researchers; 
v. Health and allied health providers; 
vi. Philanthropic organisations; 
vii. The Private Sector; 
viii. The Public Sector; 
ix. The Disability Sector; and 
x. The wider Australian community. 

 
10.4  Responsibilities 
a. All employees have an obligation to support and respect equity, 

workplace diversity, ethical practices, workplace safety, and help to 
prevent unlawful discrimination and harassment in the MDA workplace. 

b. The President of MDA is responsible to ensure that appropriate policy is 
developed to assist MDA in satisfying its diversity goals. 

c. The ED MDA is responsible to implement and monitor the progress of 
the MDA Diversity Policy via monitoring, evaluation and reporting 
regime. 

 
10.5 Enforcement 
a. The MDA will not tolerate any non-inclusive behaviour it is expected that 

staff, volunteers and other stakeholders will: 
i. Attend diversity awareness training as provided by MDA; 
ii. Understand and comply with diversity policies, procedures and 

documented information; 
iii. Know how to access and use the MDA Grievance Process; 
iv. Be assertive to prevent inappropriate/ non-inclusive behaviours such 

as discrimination, harassment, bullying, victimisation and vilification; 
and 

v. Willingly adapt their behaviour/s if required to ensure appropriate 
workplace conduct. 

 
b. If the diversity police and procedures are not adhered then disciplinary 

action, including counselling, warnings, dismissal or other outcomes may 
be undertaken.  
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10.6 Breach of Policy 
a. All instances of policy breach, regardless of how small are to be reported 

to the ED MDA immediately. Administrative and/or disciplinary action 
may be taken by MDA where it can be proven that MDA staff and other 
stakeholders have displayed a disregarded for the MDA Diversity Policy. 

 
b. A breach of the MDA Diversity Policy may also be a breach of common 

law (for example, bullying, harassment and discrimination).  The ED 
MDA is to refer all breaches of common law to the police (or other 
relevant authority) for action. 

 
10.7 Review of MDA Diversity Policy 

This document is to be reviewed in accordance with the ISO 9001:2015 Internal 
Audit Schedule by the MDA Internal Auditor to ensure its relevance of 
application. The MDA Internal Auditor is to provide suggested amendments to 
the ED MDA for consideration and / or endorsement. 
 
10.8 Diversity Summary  

Workplace diversity has evolved to an accepted business practice that 
contributes to positive economic, social and organisational benefits. MDA 
embraces workplace diversity and extends its diversity policy to be inclusive not 
only of staff but also clients and their families; volunteers; business 
partnerships; as well as philanthropic, government; and peer organisations.  
MDA operates within the broader Australian community where it enjoys wide 
acceptance as a responsible Not-for-Profit organisation 

 
11 Resources and Stores 

 Overview 
MDA has acquired a diverse range of resources and stores in order to satisfy 
its mission. This requires appropriate action to ensure: 
a. Maximum availability (serviceability); 
b. Security; and 
c. Minimal misuse. 
 
11.1 Availability 

MDA resource and stores availability should be managed to: 
a. Meet demand; 
b. Maximise maintenance during slow demand periods; and 
c. Afford fair access to all eligible members of the MD community. 
 
A copy of the MDA resource and stores inspection and maintenance schedule 
is provided at Appendix 15.  This schedule is the approved document that 
informs and regulates the internal and external to MDA effort to maintain MDA 
resources and stores.  A copy of the MDA Vehicle Inspection Proforma is 
provided at Appendix 16.  
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11.2 Resources and Stores Security  
All MDA resources and stores over $1,000 in value are to be recorded in the 
MDA Asset Register. All resources and stores are to be listed in the MDA asset 
register is to be subjected to annual stocktake.  The stocktake sheets (refer 
Appendix 17) are to be used. All items deemed valuable by ED MDA are to be 
afforded extra security via storage in the coin counting room when not in use.   
 
11.3 Minimal Misuse 

Every step is to be taken to minimise misuse of MDA resources and stores, this 
requires: 
a. MDA staff supervision when being used at MDA operated activities; 
b. Monitoring and measuring resources by MDA staff to ensure that loan 

resource is returned in good order to MDA after the agreed loan period; 
c. Only eligible clients receive the resources; 
d. Staff use of MDA resources and stores is confined to periods when client 

demand is low, ED MDA permission is sought and the loan is recorded in 
the MDA Equipment Loan Register.  A copy of the MDA Equipment Loan 
Register is provided at Appendix 18. 

 

12 Finance 
12.1 Overview 

As a not-for-profit organisation the MDA must at all times be accountable for its 
financial actions. Those actions must be honest, legal, moral, ethical and have 
transparency so as to build and maintain public and government confidence. 
 
12.2 Sources of Revenue 

Traditional sources of revenue involve any or all of the following: 
a. Recurrent and non-recurrent funding allocations from government; 
b. Donations from the public via: 

i. Cash and in kind donations; 
ii. Bequests; 
iii. Externally provided products; 
iv. Externally provided services; 
v. Special events; and 
vi. Fundraising activities. 

c. Non recurrent funding allocations from philanthropic organisations; and 
d. Non recurrent funding allocations from corporate sector organisations. 
 
12.3 Revenue forms 

Revenue may be in the form of: 
a. Cash; 
b. Cheque; 
c. Money order; 
d. Credit card authorisation/transfer; and/or 
e.   Direct bank transfer into MDA banking accounts. 
 
12.4 Receipt of Revenue 

All revenue obtained by MDA is to be recorded on arrival at MDA as follows: 
a. Cash.  Counted and securely stored pending banking; 
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b. Cheques. Collated and securely stored pending banking; 
c. Money orders. Collated and securely stored pending banking; and 
d. Credit card details. Collated and securely stored pending banking. 
 
12.5 Issue of Receipt of Revenue 

All donations made to MDA are to have a receipt issued to the source.  
Receipts are computer generated with data entry into MYOB and the MDA 
electronic database. 
 
12.6 Sources of Expenditure Delegations 

The MDA CoM via the MDA Constitution is authorised to expend money in 
support of MDA activities.  The delegation to expend MDA money for the day to 
day operation of MDA activities has been delegated by the MDA CoM to the ED 
MDA. 
 
12.7 Receipt of Expenditure 
a. All MDA expenditure is to be recorded and notified in the MDA financial 

accounts.  This notification may be by item (for example a vehicle) for 
stores and services or may be grouped (for example monthly petty cash 
expenditure for a range minor low costs items).  The ED MDA is 
responsible for determining what is eligible for petty cash expenditure 
and what is not.  Traditionally, MDA petty cash is used for low cost 
consumable items where the item value is below $200.00. 

 
b. All proposed expenditure (less petty cash) is to: 

i. Have a purchase order raised and have a quote attached (where 
applicable) for funding approval; then 

ii. Include an invoice (checked against stores/service delivery) with 
cheque requisition for ED MDA approval for funding expenditure. 

 
c. With the exception of petty cash, all payment by MDA is to be by cheque 

or electronic bank transfer.  MDA does not normally pay bills by cash. 
d. Petty cash is to be ratified monthly by the MDA Administration Manager 

against receipts obtained from petty cash expenditure. 
e. Copies of a MDA purchase order and a cheque requisition are attached 

as Appendices 19 & 20. 
 
12.8 Receipt of externally provided products and services 
a. All externally provided products and services made by MDA are to be 

checked against the supplied invoice and the MDA Purchase Order to 
assertion: 

i. Delivery of correct store; 
ii. Delivery of correct quantity; and 
iii. Condition of stores on delivery. 

 
b. All discrepancies (over or under supply) are to be reported immediately 

to ED MDA or Administration Manager. 
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c. All stores receipt detail (undersupply, oversupply, exact quantity and/or 
condition) are to be notated on the invoice and MDA Purchase Order 
and passed to the MDA Administration Manager for Processing. 

 
12.9 Auditing Suppliers 
a. MDA is to undertake annual audits of their Preferred Suppliers 

(Appendix 21). This Audit is to be undertaken by 30 June each year.  
 

b. The audit is to be documented and to review: 
i. General impression of the product: condition, organisation, 

cleanliness, and storage are appropriate. 
ii. Delivery reliability: is delivery timely; are there any plans in case 

of emergency? 
iii. Location: is the supplier local to the MDA Centre? 
iv. Price point:  the supplier remains competitive  
v. Product Range: The range of products available is suitable for the 

organisation. 
 
12.10 Accounts 

MDA is to undertake financial accounting that: 
a. Accords with local, national and international financial practice; 
b. Uses MYOB computer based software; and 
c. Reflects the requirements of the appointed auditing agency. 

 
12.11 Invoices 

MDA issues invoices for the recovery of costs associated with service 
provision/special events.  Invoices are to be computer generated and recorded 
in MYOB. An example of a MDA invoice is attached as Appendix 22. 
 
12.12 Banking 

Revenues received at MDA are to be secured within the MDA Client Centre 
until banked.  MDA revenues are only to be banked into MDA bank accounts 
and are to occur every two working days or when cash holdings exceed $1000. 
Registration of cash/cheque/credit card/money order banking is entered via the 
NAB electronic banking software.  
  
12.13 Access to MDA Revenue and MDA Revenue Secure 

Storage 
Access by MDA staff to the MDA secure storage room is restricted to the ED 
MDA, and those staff performing MDA administrative functions. The handling of 
funds is restricted to those MDA staff performing relevant MDA administrative 
functions. 
 
12.14 External Audit  
a. MDA is to appoint an auditing agency separate from its own entity to 

undertake random quarterly audits and to complete an annual audit of all 
financial activities. 

 



39 
MDA Policy Paper Number 54- Administration Policy.doc 
Correct as at 5 September 2018 

b. Wherever possible, MDA is to be a full fee paying client of the appointed 
audit agency (rather than receive minimal or pro bono support) so as to: 

i. Receive a full range of service, quality and delivery; and 
ii. Strengthen public confidence in MDA transparency processes. 

 

13 MDA Infrastructure 
13.1 Overview 

The inspection and maintenance of MDA owned infrastructure is accepted good 
business practice as: 

a. it preserves the life of the asset; and 
b. it contributes to the maintenance of a safe and healthy workplace.  

 
13.2 Infrastructure Availability 

MDA owned infrastructure availability should be managed to: 
a. meet demand; 
b.  maximise maintenance during slow demand periods; and 
c. afford access to all eligible members of the MD community. 

 
A copy of the MDA resource and stores inspection and maintenance schedule 
is provided at Appendix 15.  This schedule is the approved document that 
informs and regulates internal and external efforts to maintain MDA 
infrastructure.  A copy of the MDA Weekly Building Inspection Proforma is 
provided at Appendix 23.  
 
13.3 Infrastructure Security  

MDA infrastructure is to be secured when not in use.  It is the responsibility of 
the last remaining staff member to secure the building(s) and set the alarm on 
departure.    
 
13.4 Minimal Misuse 
a. Every step is to be taken to minimise misuse of MDA infrastructure.  This 

requires: 
i. MDA staff supervision when MDA owned infrastructure is being used; 
ii. Monitoring and measuring resources by MDA staff to ensure that 

infrastructure is left in good order after use; 
iii. Only eligible clients and authorised persons use MDA owned 

infrastructure; and  
iv. The personal use of MDA infrastructure is confined to periods when 

client demand is low, ED MDA permission is sought and the use is 
inspected after the event. 

 

14 MDA Privacy and Grievance Policy 
a. The Muscular Dystrophy Association Inc (MDA) is committed to 

protecting the privacy of its clients, members, carers, families, 
volunteers, donors and all members of the community who deal with 
MDA. MDA respects and upholds your rights to privacy protection by 
regulating the way in which we collect, use, disclose, hold and destroy 
your personal information. 
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b. The MDA Privacy and Grievance Policy addresses how Muscular 
Dystrophy Association Inc (MDA) complies with the: 

i. Privacy Act 1988 (Cth); 
ii. Privacy Amendment (Enhancing Privacy Protection) Act 2012 (Cth) 
iii. Privacy Data and Protection Act 2014 (Vic); 
iv. Health Records Act 2001 (Vic); 
v. MDA also recognises the right to control your personal information as 

provided for in the Charter of Human Rights and Responsibilities Act 
2006 (Vic). 
 

c. All persons involved in any aspect of MDA activities has the right to 
openly express concerns and grievances without fear of retribution and 
to have those concerns and grievances addressed by MDA in a timely 
manner using a transparent process.  
 

d. The MDA Privacy and Grievance Policy is identified as Privacy and 
Grievance Policy.doc / .pdf and is available: 

i. on the MDA Website (‘The Home of MDA’ www.mda.org.au/md-
grievance-policy); 

ii. in hard copy at the MDA Centre (111 Boundary Road, North 
Melbourne); and/or 

iii. Electronically via email or on USB by request. 
 

e. Concerns and grievance may in some instances be referred to an 
external to MDA agency for review.  Details and points of contact for 
external to MDA review of concerns and grievances are advised in the 
MDA Grievance Policy. 

 

15 Document Version Control 
Document version control of this and all MDA policy documents is via ‘correct 
as at …..’ status advised in the footer of the document.  The MDA President is 
to ensure that electronic copies of previous MDA Administration SOPs 
document versions are to be archived.  MDA employees; on behalf of the ED 
MDA; are to remove and destroy old versions of this and any other MDA policy 
document on receipt or advice of endorsement of new policy document version. 
 

16 Review of MDA Administration Policy 
a. This document is to be reviewed annually using the financial calendar. 
b. The MDA President is to present any suggested amendments to the 

MDA CoM for consideration and / or endorsement. 
 

17 Summary 
This document seeks to establish the framework for the day to day 
administrative operation of the MDA.  
 
The document should not be read in isolation but rather, in conjunction with 
other MDA policy documented information concerning Privacy and Grievance, 
Client Services, Operational Policy, Health, Safety and Environment and other 
SOPs. 
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18.1 Appendix 1: Types of Neuromuscular Disorders 
 

Muscular Dystrophies: 

There are more than 30 types of muscular dystrophy and each causes a 

characteristic pattern of muscle weakness and wasting. The most common types 

are Duchenne muscular dystrophy and FSHD. 

1. Becker Muscular Dystrophy 

2. Congenital Muscular Dystrophy 

3. Duchenne Muscular Dystrophy 

4. Distal Muscular Dystrophy 

5. Emery-Dreifuss Muscular Dystrophy 

6. Facioscapulohumeral Muscular Dystrophy 

7. Limb-Girdle Muscular Dystrophy 

8. Oculopharyngeal Muscular Dystrophy 

 

Myotonic disorders: 

‘Myotonia’ (the inability to relax muscles following contraction) is a feature of 

these conditions in addition to muscle weakness. The most common type – 

myotonic dystrophy – affects many other tissues and organs including the heart, 

eyes, digestive and hormonal systems and the brain. 

9. Myotonic Dystrophy 

10. Myotonia Congenita 

11. Paramyotonia Congenita 

 

Spinal Muscular Atrophies (SMA): 

Motor neuron loss causes generalised muscle weakness. Divided into four types 

depending on severity. Life span rarely exceeds age of two for the most severe 

form -Type 1) 

12. SMA TYPE 1 (Infantile Progressive) 

13. SMA TYPE 2 (Intermediate) 

14. SMA TYPE 3 (Juvenile) 

15. SMA Adult Spinal Muscular Atrophy 
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Inflamatory Myopathies: 

Inflammation in the muscles is a common feature. Inclusion body myositis is the 

most common muscle disease affecting the elderly 

16. Dermatomyotisis 

17. Polymyositis 

18. Inclusion Body Myositis 

 

Neuropathies (Diseases of Peripheral Nerve): 

Damage to the peripheral nerves causes muscle weakness and wasting, and 

some loss of sensation, in the extremities of the body: the feet, the lower legs, 

the hands and the forearms. Most common form is Charcot-Marie-Tooth 

disease. 

19. Charcot-Marie-Tooth Disease 

20. Hereditary Neuropathy With Liability To Pressure Palsies (HNPP) 

21. Guillain-Barre Syndrome 

22. Chronic Inflammatory Demyelinating Polyneuropathy (CIPD) 

 

Disorders of the neuromuscular junction: 

Signals fail to pass from the nerves to the muscles. The most common type is 

myasthenia gravis which is characterised by weakness of muscles of the eyes, 

face, neck, throat, limbs and/or trunk 

23. Myasthenia Gravis 

24. Congenital Myasthenic Syndromes 

25. Lambert-Eaton Syndrome 

26. Amyotrophic Lateral Sclerosis (ALS/Motor Neurone Disease/Lou Gehrig’s 

Disease) 

27. Friedreich's Ataxia 

 

Metabolic Diseases of the Muscle: 

The lack of an enzyme or mitochondrial abnormalities impairs energy production 

in muscle. Symptoms include muscle weakness and fatigue and muscle pain 

and swelling after exercise 

28. Acid Maltase Deficiency (Type II Glycogen storage disease, Pompe’s 

disease) 
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29. Carnitine Deficiency 

30. Carnitine Palmityl Transferase Deficiency 

31. Debrancher Enzyme Deficiency (Type III Glycogen storage disease, 

Cori’sdisease) 

32. Lactate Dehydrogenase Deficiency 

33. Mitochondrial Myopathy 

34. Myoadenylate Deaminase Deficiency 

35. Phosphorylase Deficiency (Type V glycogen storage disease, McArdle 

36. disease) 

37. Phosphofructokinase Deficiency (Type VII glycogen storage disease) 

38. Phosphoglycerate Kinase Deficiency 

 

Other Myopathies: 

Wide range of rare genetic conditions mostly affecting the structure of muscle, 

examples include nemaline myopathy, centronuclear myopathy and central core 

disease 

39. Bethlem Myopathy 

40. Central Core Disease 

41. Congenital Fibre Type Disproportion 

42. Fibrodysplasia Ossificans Progressiva (Fop) 

43. Hyper/Hypo Thyroid Myopathy - 

44. Minicore (Multicore) Myopathy (Multi-Minicore Disease) 

45. Myotubular (Centronuclear) Myopathy 

46. Nemaline Myopathy  

47. Periodic Paralysis - Hypokalemic - Hyperkalemic  

 

Other conditions affecting the nervous system 

Amyotrophic lateral sclerosis causes wasting and weakness of all muscles, with 

cramps and muscle twitches common. Survival rarely exceeds five years after 

onset. Friedreich's ataxia also falls within this category 

 



 
45 

MDA Policy Paper Number 54- Administration Policy.doc 
Correct as at 5 September 2018 

18.2 Appendix 2: Organisational Structure  
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18.3 Appendix 3: MDA Service Delivery Model 
  Muscular Dystrophy Association Inc Service Delivery Model 
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18.4 Appendix 4: MDA Employment Application 
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18.5 Appendix 5: National Police Check 
Procedure for Obtaining a National Police Certificate  

To begin the process of conducting a police records check for the purposes of 
employment, voluntary work and occupation related licensing or registration, 
the individual must complete the ‘Consent to Check and Release National 
Police Record’ form. The application form can be accessed through the Victoria 
Police website www.police.vic.gov.au and should be completed online and 
printed. The completed application form together with identification documents 
must be witnessed and certified prior to posting with relevant payment to 
Victoria Police Public Enquiry Service, GPO Box 919, Melbourne Victoria 3001.  
Application forms must be posted to this address.  Applications cannot be faxed 
or e-mailed.  
The completed application must include:  

 Certified identification totalling 100 points or more (refer to Consent to Check 
and Release National Police Record application form for details).  

 Payment (cheque or money order payable to Victoria Police).  
 Any other attachments requested in the application (i.e. additional addresses, 

previous and/or other names).   

 Application Fees Apply  
Fees change annually on 1st July, in accordance with Police Regulation (Fees 
and Charges) Regulations 2004. Please refer to the Victoria Police website 
www.police.vic.gov.au or contact the Public Enquiry Service on 1300 881 596 
for current application fees.  
 
Processing Timeframes   
Please allow a minimum of ten working days for applications to be processed. It 
is our aim to process the National Police Certificates within 10 working days of 
the receipt of the application. To check the status of an application please 
contact the Public Enquiry Service on 1300 881 596.   
 
 National Police Certificates   
Victoria Police only provides one original certificate to the applicant, copies are 
not provided. A National Police Certificate is current only at the date of issue.  
There are safeguards to protect a national police certificate from forgery. These 
safeguards include:  

 The certificate is issued with seven security features  

 An original signature on behalf of the Manager, Records Services Division.  

  
Further information is available on the Victoria Police Website: 
http://www.police.vic.gov.au/content.asp?Document_ID=274  
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18.6 Appendix 6: ATO Tax Declaration 
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18.7 Appendix 7: Banking Advice for payment of wages 
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18.8 Appendix 8: Working with Children Check 
 
To apply for a Check, you must: 
 

1. Fill in the application form and verify your identity online. 
2. Check your inbox for an email from workingwithchildren@smarteform.com.au 

with instructions on how to finalise your application at Australia Post. 
3. Attend a participating Australia Post outlet, have your photo taken (at no charge 

to you) and pay the application fee if you are applying for an Employee Check. 
Locate your nearest participating Australia Post outlet 
(http://auspost.com.au/pol/app/locate/post-office/working-with-children-check-
vic).  
 
 

About the Check: 
The Working with Children Check assists in protecting children from sexual or 
physical harm by ensuring that people who work with, or care for, them are 
subject to a screening process. If you are doing or intending to do child-related 
work and do not qualify for an exemption, you need a Check. 
To help you decide if you are doing child-related work, go to: Who needs a 
Check? 
(http://www.workingwithchildren.vic.gov.au/home/about+the+check/who+needs
+a+check)  
 

Organisations need to: 
 determine which paid and volunteer workers require a Check 
 ensure workers have a valid Check 
 ensure new starters apply for a Check before commencing child-related work. 

 

The Check is just one of an organisation’s responsibilities in creating and 
maintaining a child-safe environment. It screens a person’s criminal records 
and any reports about professional conduct by the bodies listed in What is 
checked 
(http://www.workingwithchildren.vic.gov.au/home/applications/the+application+
process/what+is+checked). 
 

Organisations should be vigilant at all times by doing thorough reference 
checks and establishing sound, ongoing supervision practices so that children 
are safe from harm.  
 

Organisations must comply with the Child Safe Standards 
(https://ccyp.vic.gov.au/child-safety/being-a-child-safe-organisation/the-child-
safe-standards/) introduced as part of the Victorian Government's response to 
the Betrayal of Trust Inquiry  
 

(http://www.parliament.vic.gov.au/fcdc/article/1788). These are compulsory 
minimum standards under the Child Wellbeing and Safety Act 2005 that apply 
to organisations that provide services for children. The standards help ensure 
the safety of children. Organisations must also comply with the Reportable 
conduct scheme requirements that came into effect on 1 July 2017.  
 

Further details are available at the Working with Children Check Victoria 
website:  http://www.workingwithchildren.vic.gov.au/home/. 
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18.9 Appendix 9: MDA Leave Application 
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18.10 Appendix 10: Sick Leave Application 
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18.11 Appendix 11: Time in Lieu 
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18.12 Appendix 12: Leave without Pay 
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18.13 Appendix 13: Alcohol and Drug counselling, medical and 
self-help services Victoria  

 
This information has been sources from the ‘WorkSafe Victoria’ website:    
https://www.worksafe.vic.gov.au/__data/assets/pdf_file/0019/207172/ISBN-
Guide-for-developing-workplace-alcohol-drugs-policy-2017-03.pdf  
 
Victorian Government Department of Health and Human Services 
The Department of Health and Human Services website contains information 
about a range of alcohol and other drug policy issues, including Victoria’s Plan 
2013-2017. It also contains information about drug treatment services and 
guidelines. 
health.vic.gov.au/alcohol-and-drugs  
 
Better Health Channel 
The Better Health Channel provides health and medical information on a wide 
range of health issues to help improve the health and wellbeing of Victorians 
and provides a wide range of information about the health effects of alcohol and 
other drugs.  
betterhealth.vic.gov.au/healthyliving/drugs 
 
Achievement Program 
The Achievement Program health promoting framework assists workplaces to 
determine what policy, cultural and environmental changes are needed within 
their organisation to make it easier for employees to be healthy. The Program is 
managed by the Cancer Council Victoria on behalf of the Victorian Department 
of Health and Human Services. Aligned to international best practice and 
government recognised, the Program provides practical state-wide support to 
all Victorian workplaces, providing organisations with the tools they need to 
develop a tailored approach and monitor their achievements. This includes best 
practice benchmarks, policy templates and other guidance on promoting 
responsible alcohol consumption. 
achievementprogram.health.vic.gov.au/workplaces 
PH: 1300 721 682 
 
DrugInfo 
This service is provided by the Australian Drug Foundation to inform and 
support drug prevention in Victoria. This service functions as a drug prevention 
and harm minimisation network, providing easy access to information about 
alcohol and other drugs, drug prevention and harm minimisation. Professionals 
and members of the general community can use the service as their first port of 
call for information from local, national and international sources. 
druginfo.adf.org.au 
PH: 1300 858 584 
 
DirectLine 
This is a 24 hours, 7 days confidential alcohol and drug counselling and referral 
line run by Turning Point Alcohol and Drug Centre Inc. 
turningpoint.org.au 
PH: 1800 888 235 
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Family Drug Help 
This is a 24 hour telephone helpline for families affected by a loved one’s 
substance use.  
sharc.org.au/program/family-drug-help 
PH: 1300 660 068 
 
Alcohol and Drug Foundation 
The Alcohol and Drug Foundation Workplace Services team have a suite of 
factsheets, programs and tools to assist organisations to prevent alcohol and 
other drug issues from arising at work, including: 
•  Effects of alcohol and other drugs on health, safety and work performance 
•  How to approach employees under the influence 
•  Factsheets available to download and circulate around your office 
•  Policy development 
•  Online education, face to face training and upskilling managers to deal with 
incidents as they arise 
adf.org.au/workplace 
PH: 9611 6107 
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18.14 Appendix 14: Performance Review  
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18.15 Appendix 15: MDA Resources and Stores Inspection and   
Maintenance Register 

 

PHYSICAL ASPECTS – HEALTH AND SAFETY 

Location Criteria Serviceability  Remarks 
Yes No 

 
 

Outside of 
Main Entrance 

rubbish    
concrete path    
fire hydrant    
parking spaces    
vegetation    
security light    

 

 
 
 
 
 

Main Foyer 

door operation    
fire exit light    
floor coverings    
walls    
ceiling    
lights    
fire hose    
windows    
power points    
smoke detector     
electrical appliances    
wall hangings    
furniture    
plants    

 
 
 
 
 
 
 

ED MDA Office 

door operation    
floor coverings    
walls    
ceiling    
lights    
windows    
power points    
electrical appliances    
wall hangings    
furniture    

 
 
 
 
 
 

MDA Office 
One 

door operation    
furniture    
floor coverings    
walls    
ceiling    
lights    
wall hangings    
windows    
power points    
smoke detector     
electrical appliances    
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PHYSICAL ASPECTS – HEALTH AND SAFETY 

Location Criteria Serviceability  Remarks 
Yes No 

 
 

 
Family Support 

Services & 
Program 

Development 
Office 

door operation    
furniture    
floor coverings    
walls    
ceiling    
lights    
windows    
power points    
electrical appliances    
wall hangings    

 

 
 

 
Communication 

& Liaison & 
Resource 

Development 
Office 

door operation    
furniture     
floor coverings    
walls    
ceiling    
lights    
windows    
power points    
electrical appliances    
wall hangings    

 

 
 
 
 
 

Payroll Office 

door operation    

floor coverings    
furniture    
walls    
ceiling    
lights    

windows    
power points    

electrical appliances    
wall hangings    

 

 
 

 
Stock Room 

(located next to 
Photocopy 

Room) 

door operation    
floor coverings    
walls    
ceiling    
lights    
power points    
furniture    
electrical appliances    
wall hangings    

 

 
 
 
 

Photocopy 
Room 

floor coverings    
walls    
Fire extinguisher    
ceiling    
lights    
windows    
power points    
electrical appliances    
wall hangings    
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PHYSICAL ASPECTS – HEALTH AND SAFETY 

Location Criteria Serviceability  Remarks 
Yes No 

 
 
 
 
 

Board Room 

door operation    
furniture    
floor coverings    
walls    
ceiling    
lights    
fire extinguisher    
windows    
power points    
electrical appliances    
wall hangings    

 

 
 
 
 

Toilet 
Hallway 

fire exit light    
floor coverings    
walls    
ceiling    
lights    
windows    
power points    
smoke detector     
electrical appliances    
wall hangings    

 

 
 
 
 
 
 

Men’s Toilet 

door operation    
cleanliness    
floor surface    
walls    
ceiling    
lights    
plumbing    
windows    
power points    
consumable stores    
electrical appliances    
wall hangings    

 

 
 
 
 
 
 

Ladies Toilet 

door operation    
cleanliness    
floor surface    
walls    
ceiling    
lights    
plumbing    
windows    
power points    
consumable stores    
electrical appliances    
wall hangings    
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18.16 Appendix 16: MDA Vehicle Inspection Proforma 
MDA VEHICLE CHECKLIST/ACTION LIST 

Vehicle Registration Number:                                                                                                                      Date of Check: 
Summary of Activity and Actions 

 
Serial 

 
Activity 

Status  
Remarks Yes No 

1 Check and maintain currency of vehicle registration    

2 Check and maintain copy of vehicle registration in glovebox    

3 Check and maintain currency of RACV documented information    

4 Check and maintain copy of RACV documented information in glovebox    

5 Check and maintain vehicle insurance documented information    

6 Check and maintain copy of insurance documented information in glovebox    

7 Check and maintain vehicle user handbooks    

8 Check and maintain copy of vehicle user handbooks in glovebox    

9 Check currency of Victorian Motor Vehicle Driving Licenses for all MDA staff    

10 Maintain register of vehicle servicing and program action as necessary    

11 Review and maintain register of expenditure support for vehicles   fuel 

12 Maintain register of City Link activity per vehicle    

13 Check and collate Vehicle Task Sheet – Monthly   New sheet each month 

14 Check and follow up defective items   Defective Vehicle Report 

 
 
 



74 
MDA Policy Paper Number 54- Administration Policy.doc 
Correct as at 5 September 2018 

18.17 Appendix 17: MDA Stocktake Sheets 
 
 
 

 
 
 
 
 
 
 
 
 

$0.00

REORDER ITEM NO.
DATE OF 

LAST 
ORDER

ITEM NAME VENDOR STOCK LOCATION DESCRIPTION
COST PER 

ITEM
STOCK 

QUANTITY
TOTAL 
VALUE

REORDER 
LEVEL

DAYS PER 
REORDER

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

INVENTORY - STOCK CONTROL
TOTAL INVENTORY VALUE

*Based upon TOTAL VALUE fields, below.
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18.18 Appendix 18: MDA Resources Loan Register 
 

MDA Equipment Loan Register- Inward 
 

Object Lender Contact details Invoiced Condition at time of loan Period of loan Return date Status  
E.g. Returned clean  
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       MDA Equipment Loan Register - 
Outward 

 

Object Borrower Contact details Invoiced Condition at 
time of loan Period of loan Return date Status  

E.g. Returned clean 
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18.19 Appendix 19: MDA Purchase Order 
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18.20 Appendix 20: MDA Cheque Requisition Form 
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18.21 Appendix 21: MDA Preferred Suppliers List 
 

MDA Suppliers 

Company 
Name 

Supply Item Review 
Date 

Review Note 

Adams Print General Printing     

Australia Post mail services     

Coffex Coffee beans     

Computers ROS Software     

Doability disability 
equipment 

    

FES  Fire equipment 
checking 

    

Fuji Xerox photocopy supplier     

Grashan  Custom T Shirts & 
promo material 

    

MPT Car & Bus tyres     

MYOB Accounting 
software 

    

Officeworks General stationery     

Respironics  Cough Assist & 
Consumables 

    

Shell Fuel     

Woolworths Cleaning products     
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18.22 Appendix 22: MDA Sample Invoice 

 



 
81 

MDA Policy Paper Number 54- Administration Policy.doc 
Correct as at 5 September 2018 

18.23 Appendix 23: MDA Weekly Building Inspection 

 


