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East Gippsland Shire Council (Council) strives to be an employer of choice and is 
committed to promoting inclusive employment across all areas of the organisation.  
This goal encompasses supportive practices to ensure employment opportunities are 
available to the wider community.

Council aims to be:

• diversity friendly and value the skills, talent and 
knowledge of its workforce.

• a workplace where all employees feel safe, equal, 
and included. Employees are able to enjoy their 
work, fulfil their role and balance work and family 
needs. All staff play a role in leadership and seeking 
the best approach to equity and diversity.

In June 2011, it was estimated that Aboriginal 
and Torres Strait Islanders made up 3.88% of East 
Gippsland Shire’s population.1 This is over four times 
the state percentage (0.9%), showing Council’s need 
to be a leader in supporting Aboriginal people with 
employment.

The 2009 Australian Bureau of Statistics Survey of 
Disability, Ageing and Carers reported that:

• four million people in Australia or 18.5% of the 
population have one or more disabilities.

• 2.2 million Australians aged 15-64 years (working-
age population) had a disability. This is 15% of the 
working-age population.

• workforce participation rates for working-age people 
with disability was 54%, compared to 83% for 
people without disability.

• the unemployment rate for 15-64 year olds with 
disability was 7.8%, compared to 5.1% for 15-64 
year olds without disability.

• over one million or 50% of working-age people with 
disability were in paid employment.

• people with disability made up 10% of the total 
Australian workforce.

1 ABS Estimates of Aboriginal & Torres Strait Islander Australians, June 2011

The following Council-supported documents focus on 
inclusive employment strategies:

• Disability, Access and Social Inclusion Plan
• Reconciliation Action Plan
• East Gippsland Regional Youth Plan
• Gippsland Employers Making a Difference
• Education Vision 2022

These documents have actions to increase employment 
participation of people with a disability, Aboriginal 
and Torres Strait Islander people and youth. Although 
Council has not developed employment targets in these 
plans, the commitment to increase participation in 
employment is the goal.

This guide looks at how Council can maximise exposure 
to and interest from these sections of the community and 
be recognised as an inclusive and accessible employer.
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GENERAL INFORMATION ABOUT 
INCREASING DIVERSITY AND 
ACCESSIBILITY
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Organisation culture

For Council to develop and implement inclusive and 
accessible work practices, it needs to have the right 
organisation culture to support it. This commitment 
needs to be demonstrated by everyone at Council, with 
all Councillors and employees demonstrating a real 
commitment to becoming more diverse.

The Human Resources Unit will develop tools and 
guides for staff, but success will be determined by the 
organisation culture. Ways to drive cultural change  
will include: 

• Creating confidence and competence within 
management to support a team of individuals that 
may include people with a disability, Aboriginal and 
Torres Strait Islander people and youth. 
 > This will include the Cross Cultural Awareness 

Training for all staff to be delivered over 2016, 
with managers receiving a more extensive 
session.

 > Review the opportunity to run Disability 
Awareness Training when a new staff member is 
placed within a team (case-by-case basis). 

• Language use and communication.
• Promote the benefits of being inclusive and 

accessible.
• Create staff confidence in working with people from 

different backgrounds and promoting success stories. 

Advertising job vacancies

Council can be more inclusive when advertising  
job vacancies. The following statement creates 
confidence in all applicants that their application will  
be assessed equally.

“East Gippsland Shire Council supports 
flexible and accessible working arrangements 
for all. This includes people with a disability, 
Aboriginal and Torres Strait Islanders, 
culturally, religiously and linguistically diverse 
people, young people, older people, women, 
and people who identify as gay, lesbian, 
bisexual, transgender, intersex.

We draw pride and strength from our diversity, 
remain open to new approaches and actively 
foster an inclusive workplace that celebrates 
the contribution made by all our people.”

For further information please refer to the 
“Guide for applicants with a known disability” 
or the “Guide for Aboriginal and Torres Strait 
Islander applicants” document on the Job 
Vacancies section on our website.”

Council can also target advertising to create more 
interest from specific groups. For example, to increase 
Aboriginal and Torres Strait Islander applicants,  
using media such as the Koori Mail, or use the 
Aboriginal Employment Project Advisor at the Municipal 
Association of Victoria to help get the vacancy out 
through their networks. 

When seeking applications from individuals with a 
disability, Council can use the networks of the local 
Disability Employment Services. 

To ensure we don’t exclude potential applicants when 
advertising, Council should:

• focus on what is to be achieved in a job rather than 
how it is achieved,

• prioritise the essential skills above the desirable skills,
• make the advertisement easy to read,
• provide information in alternative formats, and
• broaden the way we advertise and accept 

applications – this will attract more candidates to  
the position.
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The website must also be taken into account. Council’s 
Job Vacancies page must be accessible and include 
information on where people with disability can apply. 
Council must ensure all images and non-text items have 
alt-text labels for people using screen reading software.

When Council has positions suited to youth, Gippsland 
East Local Learning and Employment Network (GELLEN) 
can help with promotion. This partnership will help the 
vacancy reach schools through the Career Teachers. 

Position Description

Council’s position descriptions state our goal to be 
inclusive and accessible. Refer to the information 
regarding advertising for the statement wording. 

Council needs to ensure the Position Description is  
an accessible document.

Web accessibility / Plain English

Council’s online forms are available in HTML. Both 
hardcopy and online forms have been written to meet 
Plain English standards. 

Web accessibility removes barriers that prevent access 
to websites by people with disabilities. When sites 
are correctly structured, all users have equal access to 
information and functionality.

Examples of accessible content are:

• text and images are large, or can be resized or the 
contrast altered, so that it is easier for people with 
vision or cognitive disabilities to read. When links 
are underlined (or otherwise differentiated) as well 
as coloured, this ensures that people who are colour 
blind will be able to notice them.

• Links and areas are large, this helps users who 
cannot control a mouse with precision. When pages 
are coded so that users can navigate by means of 
the keyboard alone, or a single switch access device 
alone, this helps users who cannot use a mouse or 
even a standard keyboard.

• Videos are closed captioned or a sign language 
version is available, hearing impaired users can 
understand the video.

• Avoid flashing effects or make them optional, this 
reduces the risk to users prone to seizures.

• Plain English content and visual information helps 
users with dyslexia and learning difficulties better 
understand the content. 

Training

Providing Cultural Awareness Training for all staff 
was identified in Council’s Reconciliation Action Plan. 
The training will help by providing practical tools and 
expectations for managing and working with Aboriginal 
people. The training will focus on:

• Understanding the nature of the community, the 
protocols, and historical aspects of relationships in 
the community.

• Working with Aboriginal staff and understanding 
how to relate to the community and how the 
organisation relates to Aboriginal staff.

• Exploring the organisations’ options in terms of 
cultural diversity and inclusiveness.

Council will provide additional training for nominated 
mentors. This will build organisational capacity to help 
Aboriginal and Torres Strait Islander people transition 
into Council, reduce the likelihood of cultural issues, and 
support personal and professional development of the 
new employee.

Everyone has had different levels of contact with 
people with disability. If a supervisor has not previously 
worked with a person with disability, they may worry 
that they will embarrass themselves by saying or doing 
the wrong thing. This can lead to uneasiness when 
meeting a person with a disability or potentially result in 
misunderstanding and anxiety for both parties.

Disability awareness training provides facts, research, 
tips for communication and tips for accommodation 
within the workplace. It can ensure that:

• staff feel at ease when communicating and working 
with a person with a disability

• new employees with a disability feel supported and 
understood when they join Council.
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Council will provide training to all staff. This is 
designed to provide attendees with knowledge of 
disability in society. The training will include a section 
on positive and inclusive communication. It will also 
provide information about the abilities of people with a 
disability. It will contribute to making a disability-friendly 
organisation and workplace. People should become 
more at ease with disability.

Disability awareness training covers a range of topics 
that may include:

• Definitions and types of disabilities, and the 
likely access requirements of people with various 
disabilities.

• Awareness of positive contributions and abilities of 
people with a disability.

• Stereotypes and misconceptions about people with  
a disability.

• Disabling factors in society, including the physical 
and social environment.

• Communication skills that enable people to 
communicate more effectively at work and socially 
with people with a disability.

• Disability legislation and legal requirements for 
equality.

Workplace mentoring

Workplace mentoring is a mutually beneficial 
relationship which involves a more skilled or 
experienced person helping a less skilled or experienced 
person to achieve their goals.

It’s been identified as a key strategy for assisting 
Aboriginal and Torres Strait Islander people at work, 
particularly those entering new workplaces. Workplace 
mentoring is regarded as one of the most effective 
strategies to increase Aboriginal and Torres Strait 
Islander employee retention.

Mentoring for people with a disability, Aboriginal or 
Torres Strait Islander and people from culturally diverse 
backgrounds has been proven to offer numerous 
benefits. However, these staff may not want to be treated 
any differently to other staff members. Although evidence 
suggests there are benefits to the mentor system, doing 
so without staff consent may cause isolation and 
dissatisfaction.

Identifying an appropriate mentor is vital to the success 
of the initiative. A mentor is a guide, advisor, or 
someone on the mentee’s side. Features of a mentor that 
build strong relations include loyal, interested, trusted 
and most importantly, experienced in areas the mentee 
may not be.

Key Points:

Organisation culture
• Commitment at all levels of the organisation to 

adapt and support 
• Create confidence and competence to 

manage and support a diverse team of 
individuals through targeted training

Advertising job vacancies
• Use confidence building statements in 

advertisements
• Expand the places that positions are 

advertised, using networks and contacts

Web accessibility / Plain English
• Ensure online documents and websites are  

user-friendly and accessible 
• use ‘Plain English’ language

Training
• Cultural awareness training
• Disability awareness training

Workplace mentoring
• Increases employee retention
• Must have employee consent
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ABORIGINAL AND TORRES STRAIT 
ISLANDER EMPLOYMENT
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Who can identify as Aboriginal?

The Australian Government uses descent, identification 
and acceptance by the local Aboriginal community as its 
guide to Aboriginal heritage.

An Aboriginal or Torres Strait Islander is a person of 
Aboriginal or Torres Strait Islander descent who is 
accepted as such by the community in which they live.2 

Benefit of employing Aboriginal 
applicants

There are many reasons why Council would benefit from  
attracting and recruiting Aboriginal people. These include:

Expanding the talent pool
Council is a large employer in the region with a  
broad range of jobs. The growing number of young 
working-age Aboriginal and Torres Strait Islander 
Australians is a valuable source of labour and talent  
for today’s workforce, and an essential one for the 
future. The Aboriginal and Torres Strait Islander 
population in Australia is growing at a faster rate  
than the non-Indigenous population.

Representing the community where  
Council is operating
Having a workforce that is representative of the 
community in which Council operates helps to develop 
trust and better engages with Aboriginal and Torres 
Strait Islander customers. This will likely lead to a deeper 
relationship; one where customer needs are met more 
fully and interactions with customers are more efficient. 

Council has a vested interest in communities having 
positive social and economic wellbeing; offering 
employment to people who have historically had low 
levels of employment and face different life outcomes 
to non-Aboriginal Australians, will deliver considerable 
benefits for the whole community.

Having greater diversity in thinking  
and experiences 
The unique skills and knowledge of Aboriginal and 
Torres Strait Islander Australians can add significant 
value to Council and can play a major role in helping 
take advantage of local opportunities. 

2 Aboriginal Employment In Victorian Local Government, MAV

Meeting customer needs
Few frontline staff can say that they have a strong 
understanding of Aboriginal and Torres Strait Islander 
customers’ needs. Customer needs may be unmet or 
inappropriately met, which could lead to negative 
customer service experience.

Expanding the knowledge and awareness  
of non-Indigenous staff 
Deeper understanding amongst non-Indigenous staff 
of cultural issues can enhances people’s knowledge, 
awareness and ability to engage with Aboriginal and 
Torres Strait Islander residents. 

Meeting corporate social responsibilities  
and objectives 
Improving employment outcomes for Aboriginal and 
Torres Strait Islander job seekers is a key element in 
providing their economic independence, which will 
address the long-term disadvantage experienced. 

Staff engagement and satisfaction 
Existing, new and future employees are increasingly 
aware of, and interested in, the social responsibility of 
Council and want to play a meaningful role through 
their workplace in closing the gap in equality. Research 
also shows that employees that work in an organisation 
that is culturally diverse and inclusive are more satisfied 
and engaged in their employment.

Increase Aboriginal people’s awareness of 
Council services
Having Aboriginal people employed at Council will 
generate greater awareness and use of council services 
by the Aboriginal community, and assist in breaking 
down any barriers which may be currently deterring 
visits by this sector. 

Council needs to create a supportive working 
environment, where Aboriginal people feel valued, 
included and are encouraged to pursue a career in 
Local Government. Key themes to supportively engaging 
the Aboriginal and Torres Strait Islander community 
include:

• Create a culturally inclusive workplace
• Attract Aboriginal applications
• Build capability and careers
• Foster Aboriginal leaders
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Simply attracting Aboriginal people to Council will not 
be sufficient, making a difference within the organisation 
and providing meaningful employment and development 
opportunities is vital.

Framework – Koories in Victorian 
Councils3

In 2015 the Municipal Association of Victoria released 
the Victorian Local Government Aboriginal Employment 
Framework. 

The Framework is based on the structure of 
Reconciliation Action Plans established by Reconciliation 
Australia. There are three elements to the Framework: 
Respect, Relationships, and Opportunities. 

Respect – Understanding and 
Acknowledgement 
Council understanding and acknowledging the unique 
place of Aboriginal people in their local community is 
often the first step in becoming an employer of choice 
for Aboriginal people. Having an informed stance about 
the Aboriginal community will better enable councils 
to take the actions that will result in Aboriginal people 
wanting to work in Local Government.

Relationships – Engagement and Connection
Organisations which have recruited and retained 
Aboriginal employees all say that having meaningful 
relationships with the Aboriginal community is vital to 
success.

3 Victorian Local Government Aboriginal Employment Framework

Opportunities – Employment of Aboriginal 
People
Sustained employment is key to the economic and social 
wellbeing of all Australians. For Aboriginal people to 
enjoy the benefits that flow from employment, they need 
to have jobs. There is an Aboriginal workforce ready 
and willing to work, but currently very few are employed 
in Victoria’s 79 councils.

Municipal Association of Victoria – Roadmap 
to increase employment of Aboriginal people

1. Build from recognition 

  Recognition and respect are the cornerstones of 
relationships with the local Aboriginal community 
and its support is essential. Successful programs 
come from a place that recognises the importance 
of Aboriginal people in the broader community, the 
local economy and the shire council workforce.

2. Commit to the long journey

  Improving Aboriginal employment outcomes 
requires a formal commitment from Council to 
prioritise the issue in the long term. Successful 
programs are supported by active councillors and 
senior managers who recognise that it may require 
many attempts to achieve positive outcomes. 
Councils that do well take the time to reflect on 
their mistakes and try new approaches.

Respect
Understanding and 
Acknowledgement

Relationships
Engagement and 

Connection

Opportunities
Employment of 

Aboriginal People

Good place 
for all to live  

and work
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3. Move on all fronts

  Successful councils manage a range of other 
activities that complement employment programs. 
Councils who are active around Aboriginal 
employment often have a Reconciliation Action 
Plan, special childcare, aged care and youth 
programs and an Aboriginal consultative committee 
or similar structure. 

4. Find like-minded organisations 

  Regional and sub-regional committees and forums 
feature in the stories of successful councils.

5. Build local capacity

  Pre-employment training and development 
programs that build specific skills for prospective 
Aboriginal employees, while building a 
relationship between council and the person, are 
highly effective. 

6. Connect with your own organisation

  Community development areas of Council 
are often the drivers for improved Aboriginal 
employment, but they can find it difficult to connect 
with the broader human resources areas. An 
internal reference group made up of community 
development, human resources and other senior 
managers is often present in successful programs.

Yangan Nalu Project

The Yangan Nalu project is to assist employers and 
employees, and promote Aboriginal employment. This 
project was originally developed in 2007 by Uniting 
Care Gippsland in partnership with the East Gippsland 
Primary Care Partnership. 

The project looks at a wide range of considerations 
to Aboriginal employment, including Aboriginal and 
Torres Strait Islander history, health status of Aboriginal 
Australians, recruitment, training, retention, and 
addressing specific issues.

Improving accessibility for  
Aboriginal people4

Develop a Statement of Reconciliation
This is a very powerful initiative and commitment to the 
local Aboriginal community to firstly acknowledge them 
as the traditional and historical owners of the land and 
secondly to assist wherever possible to redress injustices 
of the past.

In 2015, Council released its Reconciliation Action Plan 
with the intention of creating a future of mutual respect 
and harmony by collaborating with East Gippsland’s 
Aboriginal and Torres Strait Islander communities. The 
plan outlines actions that embed cultural change in the 
organisation through increased mutual understanding 
and effective partnership. 

Fly the Aboriginal and/or Torres Strait flags, 
especially for important days or events
These are visual representations of an agency’s 
acknowledgement of Aboriginal people’s history  
and culture. 

Council displays the Aboriginal and Torres Strait  
flags out the front of the Corporate Centre and in the 
Council Chambers. 

Display Aboriginal artwork, especially of  
local artist
Council’s Reconciliation Action Plan has an action to 
provide opportunities for the promotion of Aboriginal 
arts and culture.

Traditional Welcome for important functions
It is respectful and important to ask a local Elder or 
respected member of the Aboriginal community to 
perform a traditional welcome for important events or 
meetings, such as AGMs, opening of new buildings or 
projects, hosting special guests etc.

The Reconciliation Action Plan has a target to 
adopt the Gunaikurnai Land and Waters Aboriginal 
Corporation Welcome to Country protocol and 
guidelines. This includes adopting a policy that ensures 
acknowledgement of country at all community events 
with the welcome to country used at specific events. 

4 Yangan Nalu Project
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Cultural and Historical Considerations5

Although Aboriginal people may have diverse 
backgrounds, languages, values, experiences and ways 
of working most would probably acknowledge having 
similar historical experiences and in some instances 
similar cultural practices.

The degree to which historical and cultural factors 
impact individuals is dependent on their personal and 
family life experiences as well as their gender, age  
and previous work experiences. As with any person, the 
key to working with someone is to respect them as an 
individual.

Some Aboriginal employees may be offended if others 
presume they act and behave in a certain way because 
of cultural and historical factors. Many of the practises 
described may be more common within particular family 
or community groups or more evident in certain regions 
of Australia.

Examples of some cultural practices and or  
behaviours that Aboriginal employees may display  
are covered below.

Close family structures or kinship systems 
Kinship systems were traditionally complex systems 
that identified the roles and responsibilities of people 
within a community or with those from similar language 
groups. In some areas of Australia these systems 
continue to govern how and with whom a person may 
socialise. Although there may not be such restrictions 
in other regions, in most family groups there are close 
relationships between immediate and extended families. 

Consequently aunties, uncles and grandparents may 
take on roles that many non-Aboriginal families consider 
the responsibility of parents. Traditionally, this structure 
ensured reciprocal relationships to ensure community 
members were cared for when young, sick and weak 
but during the years when they were healthy they were 
expected to be the carers and providers. 

5 Yangan Nalu Project

Mourning and grieving for relatives of  
other people 
Extended family members often play key roles in the 
lives of their family group and take on additional roles 
and responsibilities.

For example a woman may raise her cousin’s children 
as her own and a man may take on a key leadership 
role with his nephews. Consequently, the loss of what 
some may view as a distant relative may in fact be 
a loss of a primary caregiver and role model for the 
family.

As well, especially in even smaller townships Aboriginal 
families know each other well and even if they are not 
close they may have shared similar history. As a result 
it is not unusual for large numbers of people to attend 
funerals. 

Showing respect for Elders and older people 
Even if a person does not know another Aboriginal 
person they may greet them as ‘Uncle’ or ‘Aunty’ 
especially if the person is older or is held in high regard 
within the community.

Younger people in particular may find it difficult to 
approach an older person regardless of whether they 
are Aboriginal or not. Embarrassing or ‘showing up’ an 
older person is not acceptable so some young people 
may appear competent and vibrant when around 
people their own age while appearing incompetent and 
introverted when in the company of an older person. 

Gender issues 
Although the separation of men’s and women’s business 
is more evident in certain areas of Australia there still 
occurs in some communities and family groups an 
informal separation between men and women. Some 
Aboriginal employees, especially younger people in the 
early stages of their career, may feel more comfortable 
with a supervisor of the same gender. 
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Concept of time 
Meetings in Aboriginal communities may appear 
informal and disorganised because they could start later 
than planned and not stay on time with agenda items.

It is very important for Aboriginal people to wait for 
the arrival of Elders or community spokespeople as not 
many decisions would occur without them. Meetings 
may go on much longer than planned as it is important 
to ensure people are allowed time to think over the 
issues and make comments rather than just put up hands.

However, for an individual on a work contract there is 
no excuse for a person not maintaining negotiated hours 
of work. 

Communication 
Today imbalances of power in relationships or a 
person’s personality are more likely to govern how 
an employee may behave with others in the working 
environment rather than cultural practices.

A person’s age, sex, family values and their status 
in the family and community will influence how they 
communicate with others. Non-verbal communication 
at times can be observed such as hand and facial 
expressions but these are usually at times when verbal 
communication would be difficult such as during 
meetings or when people are not within hearing 
distance to each other.

Participation in Aboriginal and Torres 
Strait Islander events6

Encouraging employees to celebrate and commemorate 
Aboriginal and Torres Strait Islander culture on these 
days is a great way to increase their knowledge of our 
shared history. Promoting stronger staff participation 
in these days increases understanding and connection 
to the Aboriginal and Torres Strait Islander community. 
Below is a summary of dates of significance in 
Aboriginal and Torres Strait Islander history.

Australia Day/Survival Day – 26 January: For 
many Aboriginal and Torres Strait Islander people the 
day represents the struggles and the ongoing survival  
of their cultures. 

6 Is your workplace ready? – Reconciliation Australia

The apology to the Stolen Generations –  
13 February: On this day in 2008, former  
Prime Minister Kevin Rudd offered an apology to the 
Stolen Generations and Aboriginal and Torres Strait 
Islander communities. 

Harmony Day – 21 March: Harmony Day,  
which coincides with the International Day for the 
Elimination of Racial Discrimination, celebrates the 
cohesive nature of the nation and promotes the benefits 
of cultural diversity. 

National Sorry Day – 26 May: This day 
commemorates the history of forcible removals of 
Aboriginal peoples and its effects. 

National Reconciliation Week – 27 May to 
3 June: A time to reflect on what makes respectful 
relationships between Indigenous Australians and  
other Australians. It’s also an opportunity for people to 
talk about reconciliation and how to turn disadvantage 
into advantage. 

Mabo Day – 3 June: On this day in 1992, the High 
Court of Australia accepted the claim by Eddie Mabo 
and several others that their peoples had occupied 
Murray Island for hundreds of years before the British 
arrived. The decision led the way for native title. 

NAIDOC Week – First Sunday to second 
Sunday in July: A time to celebrate Aboriginal and 
Torres Strait Islander history, culture and achievements. 
Anybody can hold events with an Aboriginal and 
Torres Strait Islander focus and register them with the 
organisation. 

Coming of the Light Festival (Torres Strait 
Islands) – 1 July: This festival marks the day when  
the London Missionary Society first arrived in Torres 
Strait in 1871. It is a significant day for Torres Strait 
Islander communities. 
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Recruiting to identified positions 

Council commits to provide school-based traineeship 
opportunities to Aboriginal students, beginning in 2016. 
This offers Aboriginal students the opportunity to work 
while studying at secondary school, with the intention of 
leading to permanent employment and a career.

Partnering with third party organisations can help with 
the success of the program. Organisations that have 
programs available include:

• Indigenous Employment Program (through Latrobe 
City Council)

• AFL SportsReady Program
• ArtsReady Program
• Skill Invest

Indigenous Employment Program
Latrobe City Council developed the Steps to the future – 
Indigenous Employment Program to improve employment 
opportunities in the wider Gippsland community. 

Working in conjunction with the Indigenous Employment 
team, Council can use their knowledge and experience 
in designing and running an indigenous traineeship 
program. 

The Indigenous Employment program offers: 

Pre-employment Training

• Mentoring
• Focuses on matching skills and interest with jobs
• Entry at different levels into a diverse range of 

employment

Wage Assistance

• Financial assistance for projects which offer training 
leading to lasting employment opportunities

• Tailored according to needs

Cross-Cultural Training

• Tailored training package for employers
• Improve cultural understanding and awareness 

between Indigenous and non-indigenous

Mentor and Support

• Mentor and support to both the trainee and employer
• Career development training to the participant
• Advice to employers for training, budgeting and 

program development

AFL SportsReady
AFL SportsReady is a national not-for-profit company 
that has facilitated employment and education for young 
Australians. They work in partnership across a number 
of sectors including sport and recreation, business 
and administration, finance, banking, horticulture, 
information technology, retail, arts and the creative 
industries. 

A specific team focuses on Aboriginal and Torres 
Strait Islander traineeships. AFL SportsReady has been 
working with Aboriginal communities for over 10 years 
and has placed over 1500 Aboriginal and Torres Strait 
Islander people in jobs.

AFL SportsReady helps Aboriginal and Torres Strait 
Islander jobseekers by:

• Providing support to find a job.
• Assisting with resume writing and preparing  

for interviews.
• Pre-employment training.
• Workplace support including mentoring for up to  

six months.
• Access to networking activities with other AFL 

SportsReady Aboriginal and Torres Strait Islander 
participants, including attendance at their annual 
gatherings.

AFL SportsReady works with employers to increase their 
Aboriginal and Torres Strait Islander workforce. They 
help recruit and retain employees and can assist with:

• Identifying of role types and scope depending on the 
business needs.

• Sourcing potential candidates through advertising 
and promotion of vacancies.

• Holding information sessions for potential 
candidates.

• Participating in or coordinating interview panels.
• Facilitate Cultural Awareness Training for staff.
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ArtsReady Education and Employment
ArtsReady is an initiative of AFL SportsReady and  
aims to support young Australians who are seeking  
a successful and rewarding career in the arts and 
creative sector.

They can assist with the recruitment of both traineeships 
and direct employment opportunities. 

Skill Invest
Skill Invest indigenous employment focus works directly 
with placing young adults into apprenticeships and 
traineeships. Skill Invest has strong connections to 
schools, training providers, industry and employers in 
East Gippsland.

Skill Invest is a Registered Training Organisation, and 
delivers both on and off the job training to over 1,000 
trainees and apprentices. Strategies they use to reach 
out to aboriginal communities include:

• Local schools
• Job Search agencies
• Indigenous support networks
• Community groups
• Aboriginal families and 
• Local businesses.

Wage Assistance

The Department of Human Services provides wage 
assistance to organisations that hire Aboriginal or 
Torres Strait Islander people. If the appointment was in 
conjunction with a traineeship program, the organisation 
can receive both the wage assistance and standard 
traineeship funding. 

To be eligible, the person must:

• be an Aboriginal or Torres Strait Islander job seeker, 
registered with DHS as unemployed, and 

• be actively looking for work and receiving an eligible 
income support payment.

If the job seeker is under 21 years old, they do not need 
to be receiving an income support payment however 
must be registered as looking for work with Centrelink.

Employers may also claim reimbursement in Career 
Development Assistance for eligible employees who 
enrol in an accredited training course; obtain a ticket 
such as Stop/Go; or a license such as forklift, within 
their first 26 weeks in a job.

Key points – Aboriginal and Torres 
Strait Islander employment

Cultural Awareness Training
Providing Cultural Awareness Training has been 
identified as part of Council’s Reconciliation Action 
Plan. An intention of the training program is to assist 
in providing the practical tools and expectations for 
managing and working with Aboriginal people. 

Starting with Councillors and the Leadership Group, 
Council can start to promote the outcomes of the 
training. This training program includes refresher 
training every two years.
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Advertising process
When targeting Aboriginal and Torres Strait  
Islander applicants in recruitment, Council has a  
range of options:

• Use specific wording in the advertising to be  
more welcoming to Aboriginal and Torres Strait 
Islander applicants.

• Advertise in spaces that will reach the target,  
such the Koori mail, MAV employment website,  
and local networks.

• Nominate an Aboriginal liaison with whom 
prospective applicants can discuss the role and  
their application.

• Use images of Aboriginal and Torres Strait Islander 
Australians employed by Council in publications.

Interviewing
Council has a thorough application and selection 
process, which can be daunting for people with little 
experience applying for vacancies. Human Resources 
will develop a simple guide to assist Aboriginal and 
Torres Strait Islander applicants with their applications 
and interviews. 

Support for applicants can be achieved in various ways, 
including:

• Providing advice on the interview process in advance 
so that applicants can prepare and decide what 
support they need to participate in the interview 
process.

• Allowing applicants to bring a support person with 
them who can help them by explaining questions, or 
just being there.

• Allowing the applicant extra time to become 
comfortable and not feel rushed through the 
interview.

• Use appropriate language.

Internal mentoring
Workplace mentoring is regarded as one of the most 
effective strategies to increase Aboriginal and Torres 
Strait Islander employee retention. 

Process to engage an Aboriginal 
and Torres Strait Islander trainee

1. The Coordinator/ Manager have a discussion 
with Human Resources to assist with the 
development of the program. Contacting a 
third party organisation to assist with skills and 
knowledge in developing certain programs. 

2. Support and appropriate mentoring structures 
are determined and implemented before the 
trainee commences.

3. Recruitment Approval Form identifies the 
position as an Aboriginal and Torres Strait 
Islander traineeship, with specific conditions 
and responsibilities. 

4. The TAFE course to be undertaken needs to be 
identified before advertising.

5. Advertising is then targeted to Aboriginal and 
Torres Strait Islander trainees or an associated 
employment agency can be used to assist with 
recruitment.

6. During the recruitment process, including 
interviewing, the applicants are made aware 
of the traineeship program and level of study 
required.

7. The employment contract is developed 
specific to the traineeship, including study 
responsibilities and intended date of 
completion.

8. The trainee is offered the position. 
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DISABILITY EMPLOYMENT
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People with disability are often characterised by a high degree of dedication and 
commitment to their role. They are characterised as reliable, skilled and have a great 
attitude and desire to work.

Being a disability confident organisation
’Disability Confidence’ is thinking about the needs of 
people with disability when designing products and 
services, and when creating employment opportunities.

Being disability confident can help an organisation 
attract a wider pool of job applicants, and help retain 
talented employees with disability. A disability confident 
organisation is one that puts policies into practice to 
ensure people with disability are included.

Managers and staff in a disability confident organisation 
understand disability. They know what people with 
disability can do, and have identified ways to address 
barriers to employment or promotion for people with 
disability.

The benefits of employing someone 
with a disability7

Employing people with a disability makes good  
business sense.

There are significant business benefits when employing 
someone with a disability – benefits beyond just filling 
a job. These advantages have been confirmed in 
Australian and international studies.

Employees with a disability are:

• Reliable – people with a disability take fewer days 
off, take less sick leave and have a higher retention 
rate than other workers. 

• Productive – once in the right job, people with a 
disability perform as well as other employees.

• Affordable – Recruitment, insurance cover and 
compensation costs are lower. People with a 
disability have fewer compensation incidents and 
accidents at work compared to other employees.

• Good for business – people with a disability  
build strong relationships with customers and boost 
staff morale and loyalty by helping to create a 
diverse workforce. 

Real cost savings are realised through reduced turnover, 
recruitment and retraining costs. 

7 Being a disability confident organisation – Job Access Australia

Working with people with a known disability.
Most people have worked with a person with a 
disability. Sometimes it is obvious that a person has a 
disability. Other times it is not obvious, particularly when 
a person has a mental illness or intellectual disability. 

Here are some tips about working with people with 
different types of disability:

People with physical disability
• When arranging a job interview or meeting, make 

sure the venue is accessible. Make sure parking or 
steps don’t act as barriers.

• A wheelchair is part of a person’s personal space. 
Don’t assume a person wants you to push the 
wheelchair. Always ask the person if they want  
help first. 

• Don’t be surprised if the person transfers from their 
wheelchair to an office chair, or gets out of their 
wheelchair to move around. Some people who 
use wheelchairs, can walk with and without canes, 
crutches or braces.

• People who use a walker, crutches or similar assistive 
equipment may need help with coats, briefcases and 
laptops. 

• Non-slip floor coverings and extra space helps people 
who use crutches and walkers to get around safely.

People who are blind or have vision 
impairment
• Offer assistance, but don’t insist. 
• If a person who is blind needs guidance through  

a door or to a chair, let the person take your arm 
and move with you. You can tell them where the 
chair is in relation to their body. When approaching 
steps, you can tell them where the steps are and how 
many steps. 

• When a person who is blind starts to work in a 
new location, guide them through the building and 
explain its features. 

• Ask the person if they have any special requirements 
for their work. Some people might need adjustments 
to lights. Others might need computer screen reading 
software.
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• Speak to the person in your tone and volume.  
Don’t touch the person’s guide dog without first 
asking for permission. Don’t distract the guide dog 
while it is working. 

• Introduce people in the room or ask each person to 
introduce themselves. You should announce when 
someone is leaving or entering the room. 

• Provide meaningful directions that relate to the 
person rather than say things like, “over there” or 
“up the road”. 

People who are deaf or hard of hearing
• Do not confuse being deaf or hard of hearing with 

lack of knowledge, skills or ability. 
• Some people who are deaf or hard of hearing are 

able to speak. Some use Australian Sign Language 
as their primary method of communication. 

• When speaking with someone who is deaf or hard 
of hearing, face the person. Attract their attention 
before starting to talk to them. 

• Use meaningful facial expressions and gestures to 
indicate your attitude and intention. This helps to 
replace meaning that people can pick up from tone 
of voice. 

• Communication may be better if meetings are held 
away from telephones and other distractions. 

• Do not assume that all people who are deaf use a 
Sign Language Interpreter.

• If using a Sign Language Interpreter or oral 
interpreter, speak directly to the person with hearing 
impairment, not the interpreter. Speak clearly and use 
a normal tone of voice. Keep your hands away from 
your face.

• If you do not understand what the person is saying, 
ask them to repeat it. If you still can’t understand, 
ask if they can write it including using a notepad, 
computer or phone.

People with mental illness
• Integrate the person into the team. Do not isolate 

them from the team.
• Provide access to water or other beverages. Some 

people who take medications for mental illness need 
to frequently drink water.

• Be willing and prepared to offer a flexible work 
arrangement to allow the person to attend medical 
appointments. A flexible work arrangement may help 
the person deal with insomnia, fatigue and the effects 
of medications.

People with intellectual disability
• Talk to people with intellectual disability in the same 

way you would talk to other people.
• Ask questions and be prepared to repeat the person’s 

response to achieve clear communication.
• Explain work issues. Explain their working hours, 

dress requirements, rates of pay, work expectations, 
transport requirements and locations of work 
equipment. 

• Provide clear instructions about work schedules and 
work tasks. It may help to do this in writing as well as 
through oral instructions.

Definition of Inherent Requirements of the role
The inherent requirements of a role are the core 
activities, tasks or skills that are essential to a workplace 
in general, and to the specific position. Inherent 
requirements cannot be allocated elsewhere, as they 
are a major part of the job, and can result in significant 
consequences if they are not performed.

Under the Disability Discrimination Act (1992), 
employers are required to offer equitable employment 
opportunities to everyone. This means that if a person 
with disability can perform the inherent requirements of 
a job, that person should have the same opportunity to 
do the job as anyone else.

Council uses the position description to identify the 
inherent requirements of a particular job, and determine 
if a candidate can perform them. A key inherent 
requirement of any position is the ability to comply with 
Occupational Health and Safety standards. Workplace 
modifications can help candidates meet certain inherent 
requirements of a position. Understanding the inherent 
requirements of a role will demonstrate how much job 
customisation is possible.

Job customisation involves reallocating certain tasks or 
duties of a particular role to other team members, or 
creating a customised role for a candidate.

Disclosure and privacy8

A person with a disability is not legally required to tell 
an organisation about their disability unless it affects 
their ability to do the tasks that must be carried out to 
get the job done. These are ‘inherent requirements of the 
job’. Not all of the requirements of a job will be inherent 
and the focus should be on achieving results rather than 
the means for achieving those results.

8 Disclosure and privacy – Job Access Australia
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In some cases the disability may become evident once 
the person is employed. For people with an obvious 
disability, disclosure is usually inevitable (for example 
visual impairment). If disclosed, it is important to treat 
the employee with respect and dignity and refer to the 
person and not their disability.

Employees with a disability that is not visible have more 
choice about whether or not to disclose their disability. 
They may choose not to tell their employer or, as the 
disability may not affect their performance. Many 
people with mental illness are unwilling to tell their 
employer because they are worried about the stigma 
and being discriminated against. 

If an applicant discloses their disability, managers and 
supervisors need to consider appropriate responses, 
including training or work related adjustments, to 
accommodate the employee with the disability. It is 
against state and federal laws to discriminate against a 
person because of their disability.

As an employer, questions can be asked about an 
individual’s disability if they relate to:

• any adjustments needed to ensure a fair and 
equitable interview and selection process;

• if or how the disability may impact on the inherent 
requirements of a job or safety in the workplace; and

• any adjustments that may be needed to adequately 
perform the inherent requirements of the job.

Any other questions about a person’s disability are 
inappropriate, including questions about:

• how the person acquired their disability.
• specific details of the person’s disability.

For individuals with a disability applying for a position, 
Council aims to reduce the reluctance to disclose a 
disability with the following statement in the Guide for 
Applicants with a known disability. 

“East Gippsland Shire Council is an Equal 
Employment Opportunity employer and aim 
to provide all necessary support to ensure that 
people with disabilities are not disadvantaged 
in the recruitment process.

If you require an adjustment to the recruitment 
process, please feel free to identify yourself as 
a person with a disability in your application 
and indicate what type of reasonable 
adjustment you require. Alternatively you 
can contact the Human Resources Officer 
responsible for the position for which you are 
applying and specify your requirements.”

Stating Council’s intentions to be inclusive with our 
employment practices, hopefully individuals will feel 
more comfortable disclosing any disability prior to the 
interview, so that EGSC can assist with offering any 
adjustment necessary for the interview to take place.

Language and communication 
Words can have a powerful effect. When talking  
to a person with disability, or having a conversation  
with someone in relation to disability, it is important  
to use appropriate language and terminology. Use 
empowering language that focuses on the person  
first, rather than the disability or impairment, (e.g.  
a person who uses a wheelchair, or a person who  
is hard of hearing).

‘Person with disability’, or ‘people with disability’ are 
the most commonly accepted terms. If unsure of the 
correct words to use, the best method is to ask the 
person. They will generally appreciate the openness 
and it may help to make them feel more comfortable. 
It is always easiest to describe people as they describe 
themselves and, if in doubt, ask. 
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Language tips: 

• ‘Blind’ should only be used to describe someone who 
has no sight, otherwise say person with low vision 

• ‘Deaf’ should only be used to describe someone who 
has no hearing. Otherwise, use ‘person with a hearing 
impairment’ or ‘person who is hard of hearing’. 

• When a capital ‘D’ is used for ‘Deaf’, this is to 
describe the Deaf community which uses Australian 
Sign Language (Auslan). The Deaf community is 
considered to be a cultural and linguistic minority 
group, similar to an ethnic community. 

• Saying ‘disabled parking space’ or ‘disabled  
toilet’ implies these things do not work! Use 
‘disability’ or ‘accessible’ parking space and 
‘accessible toilet’ instead. 

Many people do not see themselves as having a 
disability, such as some people who use Auslan as  
their first language, or those who have a long-term 
medical condition. 

As well as being aware of the appropriate ways 
to communicate about issues relating to disability, 
it is also important to be aware of the best ways to 
support an employee with disability if they experience 
communication barriers. 

A few basic tips: 

• Never describe people solely by their impairments, 
e.g. ‘an epileptic’ or ‘a diabetic’; instead say ‘person 
who has epilepsy’, or ‘person with diabetes’; 

• Avoid collective nouns such as ‘the disabled’ or ‘the 
blind’; use ‘people with disability’, or ‘people who 
are blind’; 

• Avoid phrases with negative connotations such as 
‘wheelchair bound’ or ‘suffering from a disability’, 
or words that demean people with disability such as 
‘unfit’, ‘abnormal’ or ‘defective’; 

• Also try to avoid patronising language that implies 
people with disability are overly courageous, special, 
or superhuman just to get through the day with their 
disability - people with disability are just living their 
lives; 

• It’s OK to use common expressions such as ‘See you 
later’ with someone who is blind or has low vision, or 
‘I’ve got to run’ to a person who uses a wheelchair; 

• Always ask the person with the disability if they’d like 
any help, before rushing in to assist them; 

• Try to relax and just focus on the person, rather  
than their disability — offer an apology if you feel 
you’ve said the wrong thing, but always be willing  
to communicate.

Checklist for success 
These steps have been compiled from the Australian 
Network on Disability Employer Reference Group: 

• Job analysis undertaken (individual task analysis  
if required). 

• Confirmation of tasks agreed. 
• On-the-job training determined, clearly identified 

roles and responsibilities and timeframes for review. 
• Training to any co-workers and supervisors. 
• Agreement on provision of feedback to the new 

employee. 
• Agreement on a reasonable timeframe for reviews. 
• Support plan is determined and agreed. Workplace 

adjustments are agreed and review schedule 
confirmed. 

• Co-workers are briefed if required. 
• Agree on action to be taken and responsibilities if 

there are changes to the workplace.

GEMAD Charter Commitment
In 2010 the Gippsland Employers Making a Difference 
(GEMAD) charter was launched to increase awareness, 
build disability confidence and to promote social 
inclusion of people with a disability. Council signed as a 
supporting local business. 

The GEMAD charter has 11 key principles: 

• Equal Opportunity Policies and Procedures
• Staff Training and Disability Awareness
• The Working Environment
• Recruitment Commitment 
• Career Development
• Retention, Retraining and Redeployment
• Training and Work Experience
• The Wider Community
• Involvement of People with Disability
• Influencing other Organisations 
• Monitoring Performance
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Equal opportunity policies and procedures
Council has Equal Employment Opportunity and Anti-
Discrimination Policy. All EGSC staff receive training on 
EEO legislation and internal policies.

Staff training and disability awareness
Auslan training and awareness is available to staff 
through a professional development DVD in Council’s 
public library catalogue.

Funding is available through the Federal Government 
to help employers with a broad range of workplace 
assistance such as deafness awareness training and 
mental health first aid training.

The Working environment

Reasonable adjustment to the workplace

Reasonable adjustments enable an employee with a 
disability to:

• perform the inherent or essential requirements of  
their job safely. 

• have equal employment opportunities such as 
recruitment processes, promotion and training.

• enjoy equal terms and conditions of employment.

There are many ways modifications to a workplace can 
assist employees with a disability such as: 

• adjustments to work arrangements to accommodate 
an employee who needs breaks because of pain  
or fatigue

• provision of an adjustable height desk for a person 
using a wheelchair

• adaptive technology
• screen reading software.9

Employment Assistance Fund

The Employment Assistance Fund provides financial 
assistance for work-related modifications, equipment  
and services to help people with disability get 
employment and perform their work as independently 
and productively as possible. 

9 Reasonable adjustment – Job Access Australia

The assistance is available to new and existing 
employees. It can help cover the costs of modifications 
to the work environment, work vehicles, adaptive 
technology, a wide range of information and 
communication devices, Auslan interpreting and 
specialist services for employees with specific learning 
disorders or mental health conditions. 

The fund provides financial assistance for disability and 
deafness awareness training and mental health first aid 
training. For employers, the Employment Assistance Fund 
makes accommodating workers with disability in the 
workplace easier. 

The assistance is tailored to the individual needs of the 
person with disability, their job requirements and work 
environment. The fund is managed through the Job 
Access service which may arrange a free workplace 
assessment to recommend necessary adjustments for an 
employee with disability.

Recruitment commitment
Depending on the role, the most efficient way to target  
a job specifically with a person who has a disability 
is to engage the services of an employment support 
agency. Human Resources has built partnerships with 
local services and can assist managers sourcing staff 
and funding.

The Federal Government through the Wage Subsidy 
Scheme, may pay up to $1,500 (excluding GST) as an 
incentive to employ a person who is registered with a 
Disability Employment Services provider.

To be eligible to receive this incentive, the job must be 
for eight hours or more per week for at least 13 weeks 
and have an expectation of continuing for more than  
13 weeks.

People with disability will be involved in work 
experience, training and education. Through the work 
experience program, individuals with a disability will 
be able to access work placements through Council’s 
standard processes. 
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Working with disability employment 
services

The Federal Government funds a national network of 
private and not-for-profit organisations to support people 
with disability prepare for, secure and maintain work.

They have also delivered advice, support and a range 
of innovative practices and recruitment solutions to the 
business community. 

Disability Employment Services offers a range of 
supports and assistance including: 

• training information and awareness-raising activities 
about disability for managers and co-workers.

• help to develop job descriptions that provide role 
clarity and better support for new employees with 
disability.

• on-the-job or off-site training and support to ensure 
new employees with disability settle into their job.

• provision of on-the-job training and support 
to employees with disability throughout their 
employment as required.

• access to work experience placements that will meet 
the cost of work-related insurance.

• ‘job in jeopardy’ assistance (if an employee’s job is 
at risk due to issues related to their disability). 

• help with job design in situations where an innovative 
approach may offer someone with significant barriers 
an opportunity to work for Council. 

• access to information about wage subsidies that 
may support the decision to offer a candidate with 
disability an employment opportunity. 

• access to workplace modifications if they are 
required.

• access to information about schemes that may create 
employment opportunities for the small percentage of 
people with disability who have low productivity in 
the workplace (Supported Wage System)10.

 

10 ‘Getting to Yes’ – National Disability Recruitment Coordinator

Key points – disability employment

Advertising
Using the Disability Employment Agency opens the pool 
of applicants greatly. If Council commits to advertising 
vacancies more widely, and using the services available, 
they offer those with a disability greater access to the 
positions and open up the application process.

Interviews
For some people with disability an interview may not be 
the best way to demonstrate their skills. Some may be 
nervous about interviews, particularly if they have been 
unemployed for some time. A person with disability may 
have the skills to perform the job but not interview well.

Some people with a disability may require reasonable 
adjustments at the interview. If an applicant discloses 
their disability before the interview, ask them what 
adjustments they may need for the interview. For 
example:

• a person with vision impairment may need detailed 
instructions and assistance to find the building/room

• a person who is deaf may require an Auslan 
interpreter at the interview.

It is important to discuss the interview process with 
applicants to offer them an opportunity to explain any 
required adjustments. As an employer, questions can be 
asked about an individual’s disability if they relate to:

• any adjustments needed to ensure a fair and 
equitable interview and selection process,

• if or how the disability may impact on the inherent 
requirements of a job or safety in the workplace, and

• any adjustments that may be needed to adequately 
perform the inherent requirements of the job.

Any other questions about a person’s disability are 
inappropriate, including questions about:

• how the person acquired their disability
• specific details of the person’s disability.
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Prior to commencing employment
Council intends on offering to make any reasonable 
required adjustments to the workplace before a new 
employee with a disability starting the job. 

Communication with the employee before they start 
a new job allows open discussion about any parts 
of the job or workplace that may need adjustment. 
If modifications or adjustments are required to the 
workplace, including essential tools, these should  
be implemented before the employee starts work.  
The exception to this is when the employee needs  
to be involved in the setup of any equipment or 
workstation changes.

In many cases, the employee will be the expert 
regarding the adjustments they require, so asking  
them about their requirements and preferences is  
the best approach.

Training and development
Development of a comprehensive support and  
capacity-building programme for employees with 
disability and their managers. This could also include 
a specific pool of funds for training opportunities for 
employees with disability.

Internal mentor
On a case by case basis, Council can appoint an 
individual to mentor new staff members that have a 
disability. This process will not suit every individual,  
as some people will not want a mentor, as that singles 
them out. 

Council can develop the program associated with 
training mentors and how the program will work when  
a staff member commences. 

Process to make vacancies  
more accessible for a person  
with a disability

1. Recruitment Approval Form and position 
description are completed and processed, 
which may include modified duties to cater to 
the needs of a person with a disability. 

2. Internal support is arranged to ensure 
appropriate levels of support are available in 
the team.

3. Advertising is targeted towards people with 
disability or the associated employment 
agency can be used to assist with recruitment.

4. Interviews are held as per standard procedure 
and recommendation is made.

5. Only after appointing the individual should 
discussions be held around any reasonable 
adjustments to the workplace, including 
contacting Job Access. 

6. The person is offered the position and the 
contract is developed.
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YOUTH EMPLOYMENT
YOUTH EMPLOYMENT
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The average age of East Gippsland residents is 47; however, there is an ongoing shift 
in population distribution to the 60+ age group, which represents 31.9 per cent of the 
population. By contrast, 9.3 per cent of the population is in the 15-24 years age bracket 
and this proportion is declining.

Council has an opportunity to offer local employment 
opportunities targeted towards youth to increase local 
career opportunities 

Work experience and structured 
workplace learning programs

Work experience:
Work Experience helps young people understand career 
options and decide on with path suits them. It gives 
employers the chance to showcase their industry and 
make a connection with young people. As the program 
is watch and learn, students are not to undertake 
activities which require extensive training or experience.

Work experience can provide a valuable gateway to the 
organisation and the industry. If well supported, students 
can provide insight for employers and opportunities 
to grow the mentoring skills of staff. A successful work 
experience can leave a lasting impact on a young 
person and may lead to a bright future in the industry.

Structured workplace learning:
Structured workplace learning (SWL) allows students  
to acquire skills and knowledge in an industry setting  
as part of their school program. Students undertake  
SWL in order to put theory into practice. SWL may  
be undertaken by students as part of their VCAL or  
VET Programs.

During a placement the student will have specific tasks 
to undertake in order to demonstrate competence within 
their study area.

A student may complete a placement in a one week 
block or work for one or two days a week for an agreed 
number of weeks. Work placements are flexible and are 
guided by what is suitable to the host employer. 

Providing structured work placements has numerous 
benefits, not only to the student but to Council and 
the community. This program is also part of Council’s 
commitment to the East Gippsland Regional Youth Plan.

This program increases student awareness of jobs 
available in Local Government and provides them with 
an opportunity to gain experience.

The benefits to the student can include an increase in 
motivation to continue study and/or undertake further 
training, enhance opportunities for part-time and casual 
employment, opportunity to develop and gain work-
related competencies, and opportunity to acquire work-
related skills.

Process to commence a student 
placement

1. Ensure the Business Unit has the ability to  
host a student. Pre-placement assessment  
can include:
a. A suitable mentor is identified
b. List tasks the student will complete
c. Identify any work/task restrictions with 

the Business Unit (i.e. Parks and Gardens, 
student cannot operate power tools/
equipment).

d. That an appropriate induction can be 
carried out 

2. Discussion is held with Human Resources to 
source a student.

3. HR raises the placement with secondary 
schools career counsellors. 

4. If suitable student is found, offered the 
placement.
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Traineeship

Traineeships provide unskilled workers to work while 
undertaking training. The training would be a Certificate 
III, IV or Diploma level, depending on the position and 
courses available. Traineeships are provided on a fixed 
term basis, coinciding with the length of the course. 

There are two strategies available for Council engaging 
a trainee:

1. Council employs them directly following the standard 
recruitment procedure (with an advertising strategy 
to target trainees) and then use an apprenticeship 
centre to assist with course enrolment and funding 
applications. 

2. Engage an employment agency (eg. Skill Invest). 
The trainee is employed by the agency and Council 
pays for service on productive hours. The agency 
covers the expenses of recruitment, pre-employment 
checks, training, and other administration costs. This 
particular strategy costs Council more per hour but 
reduces the risk of the need to terminate if the trainee 
does not perform to the expected level. There is no 
obligation for EGSC to offer ongoing work after the 
traineeship concludes.

When engaging an employment agency, the agency is 
responsible for: 

• To purchase uniforms or industry specific equipment. 
• To purchase other resources needed to assist them to 

be job ready or to do their work more efficiently (i.e. 
travel vouchers until trainees receive their first pay). 

The agencies will also support employers by: 

• Providing professional recruitment advice. 
• Screening candidates and assisting with shortlisting 

applications. 
• Providing access to the job search database. 
• Identifying the wage subsidies the agency is able to 

offer Council. 
• Explaining how long the trainee remains on their 

books and therefore be supported. 
• Negotiating the types of support they can provide the 

trainee. 

The trainees can work from two streams – Standard 
Traineeship or a School-based Traineeship. 

Standard traineeships: 
Require a minimum of 13 hours a week including 
release for structured training. 

School-based trainee (attending school): 
Thirteen hours a week (at least seven hours of 
employment and six hours training) averaged over three 
periods of four months in each year of the program.

The school-based trainee completes at least one day 
a week on the job or in training during the normal 
school week. The training plan is to be signed off by 
the trainee’s school representative. The training plan 
is completed within two months of starting the training 
contract.

Roles and responsibilities
A trainee is responsible for:

• Completing on-the-job tasks as discussed with their 
supervisor/s. 

• Demonstrating good workplace practices. 
• Completing study requirements of the traineeship. 
• Demonstrating increased competency in the 

necessary skills and knowledge of their profession. 
• Following the rules and regulations of their agency. 
• Completion any other work-related studies as 

identified by their employer. 
• Completing the required number of work hours as 

noted on the traineeship agreement.

 Council is responsible for:

• Providing an environment conducive to learning 
general workplace and industry-specific skills and 
knowledge. 

• Providing a qualified supervisor. 
• Releasing the trainee to attend compulsory study 

sessions. 
• Providing additional time for trainees to see visiting 

lecturer, assessor or tutor. 
• Ensuring the trainee completes the required number 

of work hours as noted in the traineeship agreement. 
• Completing and returning the necessary documents 

sent by both the Apprenticeship Centre and Training 
Provider. 

• Informing the Apprenticeship Centre if the trainee is 
absent from work for long periods. 



 28

Funding available
There is financial support available for organisations 
and individuals. There are certain criteria and individual 
factors that contribute to the level of funding available to 
each trainee.

The funding available is determined by the following 
factors:

• Being an existing worker or new starter
• Occupation or field of study
• Employment status (full-time or part-time)
• Mature Age Workers (over 45 years) and meet one 

the following conditions:
 > been in receipt of income support for over three 

months, 
 > out of the workforce for more than three years, 
 > are Job Network clients, or 
 > have been made redundant in the past twelve 

months.

Example of payment
A new employee, completing a Certificate III or IV,  
and having not completed a previous qualification  
may receive:

Full time employees – $1,500 after 6 months and 
$2,500 upon completion. 

Part time employees – $1,500 upon completion

Eligibility for funding
To be eligible for funding the applicants must be: 

• An Australian Permanent Resident,
• Over the age of 15, 
• Must not hold a qualification at the same level  

or higher of the intended study.

Process to engage a trainee

1. Recruitment Approval Form completed and 
position description, clearly identifying 
the position as a traineeship, with specific 
conditions and responsibilities. 

2. The TAFE course the trainee will be completing 
needs to be identified before advertising.

3. Internal support for the trainee is arranged 
to ensure appropriate levels of support are 
available in the unit and level of assistance 
with study is clearly defined.

4. Advertising is then targeted towards trainees 
or an associated employment agency can be 
used to assist with recruitment.

5. During the recruitment process, including 
interviewing, the applicants are made aware 
of the traineeship program and the level of 
study required through the program.

6. The contract of employment is developed, 
specific to the traineeship, including study 
responsibilities and intended date of 
completion.

7. The trainee is formally offered the position.

Cadetship

Cadetship programs are for tertiary students studying 
courses that set out structured working programs during 
the course of their study. There is flexibility available 
between both parties as to how the placements are 
coordinated and delivered. The placements can either 
be completed in semester breaks, or can be spread  
over an extended period (i.e. working every Friday  
over a semester).

Cadetships are a great way to build relationships with 
students before they have completed their study and 
provide them with practical working experience in 
their chosen field. The placements allow Council to trial 
potential future employees and assess their ability to fulfil 
future vacancies. It can also build the relationship and 
keep skills local without the graduate needing to move  
to city areas for employment.  
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Tailored Program (See Appendix 1 for 
example)
A cadetship agreement can be developed to meet the 
specific needs of the program area and the cadet. An 
individual agreement can be flexible in level of support, 
timeframes, work scheduling, remuneration, non-
compliance clause and obligations post-graduation.

Tailored programs have the option to support 
‘prospective’ cadets from high school. Offering pre 
cadetships allows high school students to receive work 
experience and create the relationship early. 

Process to engage a cadet

1. Manager to determine if there is an 
appropriate level of work or project available 
to a cadet over a non-restrictive timeline.

2. Recruitment Approval Form and position 
description identify the position as a 
cadetship, detailing the project and/or tasks 
that will be undertaken.

3. Contact a tertiary institution where the relevant 
course is being studied to determine interest in 
the program. Gippsland East LLEN is a local 
agency that promotes the use of cadetships 
and can help with the advertisement and 
promotion of the program.

4. Interview with students may be conducted.
5. RDV application is completed or internal 

agreement is prepared. Human Resources is to 
be contacted to assist with the agreements.

6. Discussion with potential cadet regarding the 
program and placement conditions.

7. Cadetship is offered.

Federation University Industry 
Placement Programs

Students undertake a full-time six month placement in the 
third year of their studies, or two blocks of thirteen-week 
placements. The projects or tasks assigned to the student 
on placement will be set by the manager/supervisor.

A position description for the student’s placement will 
be discussed with Industry Placement Program staff and 
the student’s academic supervisor to ensure the work 
integrates their academic learning with its application in 
the workplace.

Staff from the Industry Placement Program will visit 
students at least three times during their placement. 
These visits monitor the students’ progress, discuss the 
tasks allocated, conduct placement evaluations and 
communicate with the work supervisors.

These site visits are an opportunity for work supervisors 
to provide valuable feedback to the program staff 
regarding the student’s performance, the placement and 
the program.

These site visits will take place during weeks 2 – 4, 
weeks 11 – 13 and weeks 24 – 26. During the 
placement and at the end of the placement, supervisors 
will be asked to evaluate the student’s progress.

Council will be asked to sign a contract for the student 
placement which governs the responsibilities for both 
parties. This includes:

• Make a financial contribution of $20,000 plus GST 
for each 26-week student placement. To help offset 
the costs involved in balancing study and placement, 
students receive an organisational funded scholarship 
payment of up to $15,000.

• Provide a full-time position for the length of the 
placement, including a clear tasks/position 
description.

• Provide students on placement with an industry 
experience that is challenging and relevant to their 
studies.

• Assign a supervisor to monitor the student’s progress. 
• Provide a mentor (this could be the supervisor), to 

share their knowledge and experience of the industry 
and the organisation.

• Evaluate the student’s performance twice during the 
placement.

• Provide a safe environment for the student to work in. 
• Provide adequate induction and training to allow the 

student to perform their assigned tasks.
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Process for commencing the 
Industry Placement Program

1. Interest – Federation University may approach 
Council to seek interest in the program, OR, 
Council contacts Federation University for 
information about the program.

2. Discussion – An Industry Placement Program 
staff member will contact Council to discuss 
the program in more detail.

3. Decision – Council confirms with Federation 
University their decision to become an 
Industry Sponsor.

4. Job description – Council provides Federation 
University with a summary of the placement 
tasks/projects. Federation University seeks 
interest from students in relevant study areas.

5. Resumes – Federation University provides 
Council with the resumes of interested students 
and interviews are arranged.

6. Interview – Council interviews the students 
and select the student(s) they believe will best 
fit with the organisation’s needs.

7. The Offer – The student is offered the 
placement, with dates agreed to by the 
student and Council.

8. The Contract – The Contract is signed by the 
student and Council.

9. Placement commences – Student begins 
placement.

10. Site visits – Three visits undertaken at weeks 
3 – 4, 12 – 14 and 24 – 26, conducted 
by Industry Placement Program staff. The 
student’s placement supervisor will be asked 
to complete the student’s evaluation at weeks 
13 and 26 weeks.

11. Completion – Student completes placement.

Key points – youth employment

Recruitment
Council supports young people in East Gippsland to 
transition into meaningful employment and to ensure that 
there is a desirable employment future which regains or 
retains young people within the municipality.

Traineeships
Although not exclusive to Youth Employment, 
traineeships are a good way for Council to develop 
skills and knowledge. Traineeships are provided on 
a fixed term basis, coinciding with the length of the 
course. They can be either a standard traineeship or a 
school based traineeship. 

Work Placements
The work placement process can be more open and 
transparent, which will increase the exposure of working 
in Local Government to secondary school students. 

The Organisation Development team can make the 
placements across Council more proactive by offering 
students the opportunity to apply for placements, rather 
than request to the Human Resources Unit. This can 
increase exposure to the lesser known areas of Council. 

Cadetships
Council develop a cadetship program that sees local 
people return to the local region once they are qualified. 
This can involve offering paid placements throughout 
their studies and the option of graduate employment 
once they have completed the course.
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APPENDIX 1 – EXAMPLE TAILORED 
CADETSHIP AGREEMENT
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This Agreement is dated  ___________________________

Between

East Gippsland Shire Council, ABN – 81 957 967 765, 
273 Main Street Bairnsdale 

And

Insert Student Name and Address (Student)

Background

A. East Gippsland Shire Council conducts Local Government governance in East Gippsland. (Business).
B. Student is currently undertaking (insert degree name) at the University of XXX/ Institute of XXXX 

(Studies) and is expected to complete their studies at the end of (insert year).
C. Student has agreed to work in the Business for:

a. X weeks per annum until the completion of their Studies; and
b. X years full time after the successful completion of their Studies.

D. The parties wish to record the terms of their agreement.

It is agreed:

1. During Studies

1.1. Student must work in the Business for X weeks per annum until the completion of their Studies. During those  
X weeks, Student must work XX.XX hours per week.

1.2. Student and Business will mutually agree the dates over which the work set out in Clause 1.1 is to be completed, 
taking into account Student’s Studies. To avoid doubt, the X weeks do not / do need to be undertaken in 1 
continuous block.

1.3. If Student works in the Business for more than the period of time set out in Clause 1.1, the Business will pay 
Student at a rate of $XX per hour Student works over and above that set out in Clause 1.1.

2. Remuneration

2.1. Business agrees to pay the Student $XX,XXX per annum (payable by XXXX installments of $XXX), until the 
completion of their Studies. Any tax payable by Business will be deducted prior to payment to Student. The 
payment is exclusive of any compulsory superannuation guarantee payments required to be paid by Business 
to Student. (The earnings does not constitute Normal Time Earnings and is therefore exempt from SGC 
(Superannuation Guarantee Charge – per ATO).
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3. Post Studies

3.1. After the successful completion of Student’s Studies, Student agrees to work in the Business full/part time. 
Business will (acting reasonably), determine Student’s commencing wage taking into account the current market 
rates /award conditions for the position.

3.2. If Student does not work full time/ part time in the Business following successful completion of his/her Studies, 
then Student agrees to reimburse Business XX% of the salary it has paid Student under Clause 2 on the date  
21 days after completion of Students Studies.

3.3. If Student does work full time in the Business following successful completion of his/her Studies but for a period 
of less than XX years after completion of their studies, then Student must reimburse Business as follows:
3.3.1 If for Less than XXX then Student must reimburse XX% of the Stipend paid under Clause 2;
3.3.2 If Student works for between XX and XX years full/part time in the Business, then Student must reimburse 

Business XX% of the Stipend paid under Clause 2; and
3.3.3 If Student works between XX – XX years full/part time in the Business, then Student must reimburse 

Business XX% of the Stipend paid under Clause 2.
3.4. If Student works for XX or more years (refers to original agreement of years), their is not required to reimburse 

Business any of the Stipend paid under Clause 2.
3.5. Business and Student agree that Student may postpone the commencement of their full/part time work in the 

Business for a period of XX months for the purposes of XXXXXXX. (eg. Travelling).

4. Failure to complete Studies

4.1. If Student fails to complete his/her Studies, then Student must notify Business immediately and reimburse 
Business XX% of the Stipend it has paid to Student under Clause 2 within 21 days of notifying Business that their 
has failed to complete his/her studies.

4.2. If Student does not complete their studies by XX Month, XXXX, then Student must reimburse Business XX% of the 
Stipend paid under Clause 2 by no later than XX Month XXXX.

5. General

5.1. This Agreement is the entire understanding and agreement between the parties on everything connected with the 
subject matter of the Agreement.

5.2. No variation to this Agreement is effective unless it is in writing and signed by all parties.
5.3. The Law of Victoria governs this Agreement.
5.4. Any provision in this Agreement is severed to the extent that it is unenforceable, illegal or void. The remainder of 

the Agreement remains in force.
5.5. The parties confirm the Background.
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Executed as an Agreement

EXECUTED by EAST GIPPSLAND SHIRE COUNCIL (ABN 81 957 967 765) in accordance with Section 127 of the 
Corporations Act 2001:

Chief Executive Officer  _______________________________________________________________________________
 signature

Full Name ____________________________________________________________________________________________

Director ______________________________________________________________________________________________
 signature

Full Name ____________________________________________________________________________________________

SIGNED by the said  )
STUDENT in the presence of : )  __________________________________________________________________

 Student signature

_____________________________________________________________________________________________ (witness)

____________________________________________________________________________________________ Full Name
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  1300 555 886 

  5153 9500

  feedback@egipps.vic.gov.au 

  PO Box 1618, Bairnsdale VIC 3875

  eastgippsland.vic.gov.au 

  @egsc
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