“People Making Time for People.”

APPLICATION PACKAGE
Position: Carer
$150 per week allowance
Status & Location: Full-Time, Kalgoorlie

Dear applicant
We thank you for your interest in Centrecare.

This application package contains information about Centrecare along
with the relevant Duty Statement and Selection Criteria for the position
you have indicated interest in.

If you would like the opportunity to join our committed team and help
deliver the extensive range of services that Centrecare provides to
thousands of individuals, couples and families, the following pages will
assist you in addressing the Selection Criteria and lodging your
application by 5pm Friday 29" October 2010.

If you have the relevant skills, knowledge and experience to address the
Selection Criteria, along with a National Police Certificate and a Working
With Children Check card (where applicable) we encourage you to submit
an application.

Please be advised if sending by e-mail, we only accept applications in the
following formats: Word 97-2003 and Adobe PDF.

If you have any questions or comments about the information you have
received, please contact our Human Resources Officer on
(08) 9325 6644. We welcome your call.

We look forward to receiving your application.
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Centrecare

“People Making Time for People.”

WHAT IS INCLUDED IN THIS APPLICATION PACKAGE?

1. WHO ARE WE?
A brief outline of Centrecare, who we are and what we do.

2. INDUSTRIAL AWARD
3. CENTRECARE’S REMUNERATION PACKAGE
4. PREPARING YOUR APPLICATION

5. DOCUMENTATION TO SUPPLY WITH YOUR APPLICATION
5.1. Statement of Claims for Selection Criteria
5.2. Provide your Resume (Curriculum Vitae)
5.3. Name and contact details of two referees
5.4. National Police Certificate/Working with Children Check Card

6. CLOSING DATE
7. LODGING YOUR APPLICATION

8. DUTY STATEMENT



1.  Who are we?

Centrecare is a public benevolent institution (a non profit organisation assisting individuals in
the community). We are one of Western Australia's most well established, professional and
innovative providers of specialist social services. Our purpose is to provide excellent,
respectful and caring services to our community.

Centrecare employs over 260 experienced professionals with qualifications in psychology,
social work, counselling, business, administration and the social services. Centrecare staff
deliver over 88 professional and specialised accommodation, counselling, support,
mediation, emergency relief, advocacy, education and training services. Offices are located
in Bunbury, Gosnells, Cannington, Lockridge, Esperance, Kalgoorlie, Joondalup, Mirrabooka
and Midland, with our head office located in Perth.

Our services are offered to all, without discrimination on the basis of age, gender, race,
religion, physical disability, marital or social status.

Our Tradition, Mission and Values

Our Tradition

Centrecare is founded on the Church’s holistic vision for community and is inspired
always by the generous spirit of all who have contributed to its life.

Our Mission
Centrecare seeks to provide excellent, respectful and caring services, which facilitate
healing and encourage all persons to develop to their fullest potential.
Our Values
Centrecare, in providing services, always seeks to demonstrate its belief in the intrinsic
worth of persons by:
respecting differences

cherishing individuality

2. Industrial Award
Centrecare uses the Social, Community, Home Care and Disability Services Industry Award
2010 (Federal) as its benchmark in employment contracts.
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3. Centrecare’s Remuneration Packaging
Centrecare recognises that our people are our most valuable asset. In recognition of this, we
offer our people flexible salary packaging which we believe will:

o Assist us to attract and retain staff.
o Maximise staff benefits, without increasing the organisation’s costs.

o Empower staff by allowing them choices in the way in which they are paid.

The following information details how salary packaging at Centrecare operates, including the
choices staff have and the process by which their packaging can occur.

Centrecare believes that its Salary Packaging Program offers staff substantial benefits.
Therefore, as a valued staff member of Centrecare, your choice is whether to package; and if
so, what to package from the list of fringe benefits available.

Who can package?

Flexible salary packaging is available to invited full time or part time staff who are employed
at Centrecare under the Social, Community, Home Care and Disability Services Industry
Award 2010 (Federal). Participation in the program requires approval in writing by the
Director or his duly authorised delegate.

What is salary packaging?

Salary Packaging is a term used to describe the arrangement where a staff member receives
part of their remuneration in fringe benefits rather than receiving all of it as taxable salary.
This arrangement is also referred to as salary packaging or salary sacrificing. These terms
all mean the same thing. Namely, the staff member foregoes taxable salary in exchange for
fringe benefits.

What are fringe benefits?

The most common fringe benefits are expense payment reimbursements. Expense payment
reimbursements include personal expenses paid by an employer on behalf of a staff
member. For example, payment of home mortgage repayments, private health insurance,
children’s school fees and so on. Payment of personal expenses can be made either directly
by the employer to the supplier, or the employer can reimburse the cost of the expense to the
staff member.

Why package personal expenses?
Depending on the expense, substantial savings can be made by staff from having
Centrecare pay personal expenses on their behalf.

This simple Before and After calculation illustrates:

Components Before After Remuneration Package
Situation Situation Treatment

Package $35,000 $35,000 Employee’s remuneration
Mortgage payments 10,000 10,000 Fringe benefits paid by Employer
Fringe Benefits Tax 0 0  Nil (Centrecare is FBT exempt)
Salary Sacrifice 0 10,000 Total cost of fringe benefits
Cash Salary $35,000 $25,000 Reduced salary subject to PAYG
Less: PAYG Tax 5,850 2,850

Medicare levy 525 375
Net Pay 28,625 21,775
Less: Mortgage 10,000 0  Employee already contributing
Disposable Net Pay $18,625 $ 21,775 Employee is $3,150 in front
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By agreeing to take the lower cash salary of $25,000 and have Centrecare make their
mortgage payments as part of their salary package, this staff member will save $3,150 (after
tax) per year. Looked at another way, the gain equates to a 13.1% pay rise and has
increased the market value of the staff member’s remuneration from $35,000 to $39,600.

Reportable fringe benefits

Centrecare is required to record on a staff member's Payment Summary the grossed-up
taxable value of certain fringe benefits provided to them during the FBT year where the
taxable value (i.e. before gross-up) of those fringe benefits is in excess of $2,000. These are
called Reportable Fringe Benefits, and are not included in an individual's assessable (or
taxable) income, or affect the amount of standard Medicare levy an individual pays. They
will, however, be used for the following income tests:

e Medicare levy surcharge;

e rebate for personal superannuation contributions;

e rebate for contributions to spouse’s superannuation;

¢ termination payments surcharge;

e HECS repayments, i.e. higher education contributions;
e child-support obligations; and

e entitlement to income tested government benefits like Family Tax Benefit, Child
Care Benefit and the parental income test for Youth Allowance. These income tests
will, however, only include the non-grossed-up value of an individual’s fringe
benefits.

Reportable fringe benefits provided during the year ending 31 March will appear on payment
summaries for the following year ending 30 June. There are a number of exclusions from the
reporting requirements, including where the taxable value of an individual’s reportable fringe
benefits during a reporting period is $2,000 or less.

Why is packaging so beneficial to Centrecare staff?

The answer is that Centrecare, as a public benevolent institution (meaning it is a non profit-
making organisation assisting individuals in the community), is exempt from paying Fringe
Benefits Tax (FBT) on fringe benefits provided to staff members where the grossed-up value
does not exceed, on a per head basis, the $30,000 “cap limit" set by the Federal
Government.

Centrecare may renegotiate the salary packaging arrangements of staff members should it
cease to be exempt from the payment of FBT, or should changes in any legislation or the
enactment of any new legislation impose on Centrecare financially or other obligations which
are unacceptable to Centrecare. Staff would be advised of any move by Centrecare to alter
their salary packaging arrangements as a consequence of legislative changes.

What fringe benefits can staff package?

Staff are under no obligation to package, and each person is free to negotiate for those fringe
benefits that best satisfy their financial and personal needs. The more common ones
include:

e council and water rates; e mortgage repayments;
e credit card repayments; e other loan repayments; or
e education expenses; e medical insurance
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Centrecare reserves the right to review the fringe benefits to be provided to staff on an
individual basis, and at all times reserves the right to decline any staff member’s request to
be provided with particular fringe benefits.

How do staff start their package?

Once staff have been informed of their eligibility to participate in the program the required
forms can be completed and forwarded to Pay-Plan. Pay-Plan specialises in providing
remuneration planning advice to individuals to help ensure that they understand the financial
implications of receiving fringe benefits.

Remuneration Planning and Package Construction
Centrecare has engaged the services of Pay-Plan to provide salary packaging support to
interested staff. Specifically, Pay-Plan’s role is to:

e Assist staff to understand the fringe benefits are available under the Program.
e |dentify the fringe benefits that are appropriate to their specific circumstances.
e Give guidance on whether packaging will be of value to them.

¢ Give information on the obligations and responsibilities of packaging.

¢ Give an estimate to the staff member of their take-home pay after packaging.

e Prepare and on-forward finalised documentation to Centrecare to enable the staff
member’s package to begin.

¢ Important: You are free to seek advice from your own accountant or financial
adviser, but you are required to use Pay-Plan to establish your package.

A Packaging Agreement is required to be signed

There are strict requirements for packaging that must be observed. It is for these reasons
that staff need to formalise their arrangements by signing a Flexible Remuneration
Packaging Agreement before fringe benefits are provided. The Agreement and the
information set-out in this Program document regulate the operation of the Program. The
Agreement covers areas such as:

e Protecting Centrecare in the event circumstances arise in the future that put it at
risk, e.g. a change in its FBT status.

e Change in the rate of FBT, or to the manner in which it is calculated, or the
introduction of any new government taxes, levies or duties.

e Legal liability for Centrecare, its officers, staff members, contractors or agents,
where they cannot be held responsible for a staff member’s packaging decisions.
For example, the requirement to use the services of Pay-Plan before packaging
helps to ensure staff understand the implications of their packaging decisions.

e The special taxation requirements associated with providing fringe benefits, and the
responsibility that staff have to follow these.

e How Centrecare should not be financially disadvantaged by:
i) withdrawing or ceasing any staff member’s fringe benefits;

i)  varying the terms and conditions on which fringe benefits are provided to
an individual or group of individuals;

iii)  arranging for third parties to provide fringe benefits; or

iv)  terminating a staff member’s packaging agreement.
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Changing a package

The Flexible Remuneration Packaging Agreement is subject to review as at 31 March of
each year. It is important to note that this is not a salary review, but rather a review of
whether packaging arrangements are to continue.

Prior to then, staff will need to decide whether they want to continue their existing packaging
arrangements, change them or stop them. If they want to let their package continue
unaltered, then there would usually be no requirement for them to sign a fresh agreement. If
changes to a package are required, then staff will need to contact Pay-Plan who will organise
for them to be implemented. It is important that staff contact Pay-Plan at least six weeks
before 31 March in order to ensure a smooth implementation of their new arrangements.

What are the costs to package?

Package Management and Administration

Packaging management and administration is undertaken jointly by Pay-Plan and
Centrecare, who are responsible for making benefit payments and for reporting to staff
members on what has been spent, etc. Centrecare’s policy is to recover the administrative
and compliance costs associated with flexible remuneration packaging from participating
staff members. The fee is negotiated with each staff member prior to them commencing their
remuneration package and at 31 March each year. Centrecare reserves the right to review
this policy if circumstances dictate.

Remuneration Planning, Package Construction and Reviews

Remuneration planning, package construction and package review work is undertaken by
Pay-Plan. There is no additional cost for this service as it is included in the above fee
negotiated with each staff member.

Confidentiality
Centrecare will not provide information concerning the affairs of staff to a third party without
their written consent (unless obliged under law to do so), other than to:

e the Australian Taxation Office in the event of an audit;
e staff having access to such information in the performance of their duties; or

e Pay-Plan employees requiring access to such information in connection with the
provision of related administrative functions and services.
How else does packaging affect staff
Packaging will affect staff in the following other ways:

e Gross cash-salary before packaging is reduced by the total cost to Centrecare of
providing the agreed fringe benefits.

e Fringe benefits will not be paid in advance unless prior arrangements have been
approved. Therefore the payment of benefits must first accrue before being paid.
Packaging will not affect:

o Eligibility for pay increases; holiday or sick leave entitlements, i.e. days per year, or
pay entitlements on resignation or retirement.

o Where applicable, overtime and annual leave loading payments will continue to be
calculated on a staff member’s pre-packaged salary.

e Superannuation. Centrecare’s employer contributions are calculated on a staff
member’s pre-packaged salary.
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Other employment terms unchanged

The matters discussed and set-out in this handout, together with those contained in the
Flexible Remuneration Packaging Agreement, represent the terms and conditions of
Centrecare’s Flexible Salary Packaging Program for the time being. They should also be
read in conjunction with the staff member’s terms and conditions of employment. In the
event of any inconsistency between the two, the staff member’s terms and conditions of the
Award shall prevail.

All other employment terms and conditions of staff remain unchanged. The content of this
handout may be altered at any time without notice.

Non disclosure of packaging program information

In order to protect the business and intellectual property interests of Pay-Plan, the Salary
Packaging Agreement requires staff not to disclose any information concerning the operation
of Centrecare’s Salary Packaging Program to anyone and to hold any information belonging
to Centrecare and Pay-Plan in strict confidence including the following:

e This program information document;
e The Remuneration Packaging Agreement document; and

e Any supporting spreadsheets, declarations or other written information relating to
the operation of the program.

© Copyright 2007

Superannuation
Centrecare contribute 9% of an employee’s annual salary as per the Act and Regulations of
the Occupational Superannuation Standards Act 1987.

4. Preparing your application
Your application should be typed, however, if this is not possible ensure that your written
application is clear.

Please note the closing date for advertised vacancies as late applications cannot be
accepted.

5. Documentation to Supply with Your Application
Please include the following documentation when submitting your application:

5.1 Statement of Claims for Selection Criteria
The selection criteria will specify the minimum competencies required for the position.
When preparing your statement please:

o Address and demonstrate that you meet the essential and desirable
criteria.

o Treat each criterion separately.

o Provide a brief statement outlining your experience, skills and knowledge to
each criterion. Briefly indicate achievements which demonstrate your
application of the required skills or knowledge.
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5.2 Provide your Resume (Curriculum Vitae) including:
o Personal details
o A summary of your work history

o Academic and/or training achievements, including any you are currently
undertaking

o Any activities you have undertaken outside of work which are relevant to
the application

o Copy of your qualification(s)

5.3 Provide Two Referees

o It is suggested you contact your referees as a courtesy prior to nominating
them in your application. Indicate means of contact, work addresses and
daytime telephone numbers

o Only referees who can comment on your work performance should be
included. If possible, one of the referees should be your current
supervisor/manager.

5.4 National Police Certificate/Working with Children Check Cards

It is a condition of employment for all positions at Centrecare that a valid National Police
Certificate (issued within the past 12 months) is sighted prior to any job offer being
made. We therefore encourage all applicants to include a copy of their certificate with
their application, or bring to interview if they are short-listed. A National Police
Certificate can be obtained by applying at your local Post Office.

Additionally, some applicants will be asked to supply a Working with Children Check
card dependant on the criteria of the position applied for.

6. Closing Date
Your complete application must be received by the Human Resources Department prior to
the deadline of the advertised closing date.

Late applications cannot be accepted.

7. Lodging your application
Applications can be accepted in two ways. Hard copy applications should be fastened in the
top left hand corner of the application. Please do not submit in plastic or cardboard folders.

Posted or hand delivered applications should be marked “CONFIDENTIAL ADVERTISED
VACANCY” and submitted to:

Human Resources
Centrecare
456 Hay Street
PERTH WA 6000
Emailed applications will also be accepted in Microsoft Word or PDF format. Email to:

humanresources@centrecare.com.au

Please do not hesitate to contact us on (08) 9325 6644 if you have any questions or
comments.
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Carer

CENTRECARg Duty Statement

POSITION TITLE: Carer
LOCATION: Goldfields
STATUS: Full time / Part Time

REPORTS TO: Assistant Manager

1. OVERALL PURPOSE

1.1. The Carer, in consultation with the Managers and other staff, ensures the agency
provides good quality care and culturally appropriate support services to the client.
Staff will provide an early intervention program to support individuals to live as
independently as their disability allows. Ensuring family, community and cultural
connections are maintained. Life skills, recreational activities and routines including
cultural business are developed and upheld. The objectives adhere to and observe
the principles of the Disabilities Act.

2. SPECIFIC RESPONSIBILITIES

2.1.

2.2.
2.3.

2.4.
2.5.

2.6.
2.7.
2.8.
2.9.
2.10.

2.11.

Provide resources and information to the client and family to assist capacity building
in their daily lives;

Provide regular feedback to the Team Leader and Senior clinical case management
on the training needs of the position as relates to the job description and policy and
procedures;

Work in collaboration with the support workers and case manager to facilitate a
team approach to provide the best possible care and support to the client and
family;

With the support workers and Senior Case Manager complete client assessments
and reviews;

With the Manager and other staff, maintain and develop the Assessment, Induction
and Training packages for the position.

Responsible for maintaining a good knowledge of the local and other resources;
Maintain close contact with relevant and associated agencies;

Advocate on behalf of the client with other agencies;

Develop and facilitate life skills so as to provide information to the client and family;
Encourage families to access services and programs which will enhance their life
skills;

At the Managers request attend meetings or make presentations on behalf of the
agency.

3. PROFESSIONAL DEVELOPMENT

3.1

3.2.
3.3.

Receive regular clinical and management supervision and consultation as per agency
policy;

Maintain professional reading and knowledge;

Provide professional supervision to paid and volunteer staff as directed by the Assistant
Manager as appropriate.
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4. ADMINISTRATION

41.
4.2.
4.3.
4.4.

Be responsible to maintain records of client contact and client statistics to agency standards;
Maintain up to date community resource information;

Submit reports and statistics as required;

Assist in the preparation of monthly reports to the Managers on services delivery, activities
undertaken during each month and meetings attended internally and externally.

5. GENERIC RESPONSIBILITIES

5.1.

5.2.
5.3.

5.4.
5.5.

5.6.
5.7.
5.8.
5.9.

5.10.
5.11.
5.12.

5.13.
5.14.

Ensure that conduct is at all times professional in manner and in accordance with agency
expectations;

Abide by relevant professional and agency ethics and agency policies and procedures;
Contribute to and be part of the organisational culture, where team work, co operation, client
service, quality, safety, confidentiality and environment are the focus;

Maintain a sensitivity toward and awareness of cultural diversity and act accordingly;
Comply with Agency Health, Safety and Environmental procedures, such as ensuring the
establishment and maintenance of a healthy and safe work environment that protects
personnel, clients, facilities, equipment, visitors and the environment;

Attend agency staff meetings, team meetings and other meetings as required.;

Participate in professional development both internally and externally;

Ensure the efficient use and maintenance of materials and equipment;

Maintain a high level of skill in Microsoft Office and/or other similar computer packages
relevant to the position;

Respond to, action and record any complaints;

Report any problems and make suggestions to their resolution;

Ensure appropriate dress at all times in accordance with the requirements of the Centrecare
Dress Code Guidelines;

Any other duties as directed by your Manager;

Maintain all professional accreditations, police clearances, licenses and refresher courses as
per program/agency requirements.

6. COMPETENCIES

6.1.

6.2.

6.3.
6.4.
6.5.
6.6.
6.7.
6.8.
6.9.

Demonstrate ability to communicate effectively with Aboriginal and Torres Strait Islander
people;

A knowledge and understanding of the historical issues that have impacted upon Aboriginal
and Torres Strait Islander people;

Proven ability to develop and implement care plans and support services for clients;
Proven ability to undertake client assessments;

Proven ability to write reports, file and case notes and prepare statistical information;
Knowledge of the Disabilities Act and clients rights and responsibilities;

Ability to liaise and negotiate with other agencies on behalf of clients;

Ability to work independently as well as a team member;

Good organisational skills.
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SELECTION CRITERIA

Centrecare Goldfields is seeking a suitably qualified staff member to work with Indigenous
clients and their families, across a number of support programs. The full time position is a live
in placement. Aboriginal people are strongly encouraged to apply.

ESSENTIAL CRITERIA

1. National Police Clearance - before commencement you will be required to
provide a National Police Certificate. You can apply for this certificate from your
local Post Office. We will accept a receipt of application, however we require
you to provide a copy of the National Police Certificate within 28 days of your
commencement date.

Working with Children Check

A qualification in Social Work, Psychology or Community Services from a recognised
institution, or relevant experience.

4. A knowledge and understanding of Aboriginal and Torres Straight Islander culture,
social and historical issues.

MINIMUM CRITERIA

1. Minimum of two years relevant experience in the area of child welfare, family
counselling, family support and case management, or other relevant experience.

Well developed communication skills, written and verbal.

Demonstrated ability to work with Aboriginal and Torres Strait Islander children and
their families.

4. Experience working with case workers and other key stakeholders in residential or
cottage care programs.

5. Ability to apply and manage a caseload approach to working with the other support
staff, caseworker’s, and various government departments and key agencies.

Proven organisational and time management skills.
Possession of a current ‘C’ (previously ‘A’) class driver’s licence and vehicle.
Ability to work within the Catholic ethos.

DESIRABLE CRITERIA

1. Experience in the provision of Out of Home Care or residential programs.
Knowledge of the developmental ages and stages of children.

Knowledge and experience of family therapeutic supports, counselling and early
intervention.
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ADDITIONAL CRITERIA

Demonstrated ability in facilitation and community liaison work.

Ability to work within a team.
Ability to represent Centrecare Goldfields at interagency and government meeting as
required.
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