
 

 

1 Staff Induction Handbook 

1.1 Welcome 

Welcome to the Palmerston Golf and Country Club, you have joined the team of one the 
Territory’s Premier Clubs.  We hope that you enjoy your time with us! 

1.2 Vision Mission and Values Statements 

1.2.1 Our Vision 

The Palmerston Golf and Country Club’s vision is to be the premier community focused 
hospitality and gaming venue for the greater Palmerston area. 

1.2.2 Our Mission 

To achieve our Vision, we must; 

 be financially sustainable, with each business division contributing to the sustainability of 
the Club; 

 have good governance that provides leadership and motivation; 

 provide high quality customer service; 

 have a range of facilities, services and experiences which exceed our guest’s expectations; 

 provide a premier gaming venue which entertains and has innovate patron care policies 
and procedures; 

 support our sporting alliances and make a difference to our community; and 

 comply with regulations across all areas of activity. 

1.2.3 Values and Venue Culture 

Our culture and values centres around the following ethos: 

 Invest and respect our staff. 

 Encourage a pride in our workplace. 

 Value initiative and reward performance. 

 Have integrity in all our business dealings. 

 Be responsible in the service of alcohol and in our gaming activities. 

 Respect our members and patrons and exceed their expectations. 

1.3 About this Handbook 

This handbook aims to give an overview and framework to guide new team members with 
regard to policy and procedures. 

This handbook is your copy to keep and if there is other information required please discuss 
with your supervisor or with the General Manager.  Additional detail regarding our policies 
and procedures are available in our manuals.  These manuals are available for all staff to read.  
Any questions can be answered by the General Manager or your Supervisor. 



 

 

1.4 Working Conditions 

1.4.1 Code of Conduct 

Our Code of Conduct is important to the Club and its Board and it covers the fundamentals of 
how we treat each other and how we treat our members and their guests.  The Club expects 
our employees to abide by the Code in their everyday work environment, to be professional in 
all undertaking of their duties, to show respect for those they work with, our members and 
guests, and to be honest in all their dealings.  Please refer to separate document in your pack. 

1.4.2 Alcohol and Illicit Drugs 

The Club has a zero-tolerance alcohol and drug free policy.  Unauthorised use, sale, 
possession or distribution of any drugs on the Club premises is prohibited.  Alcohol must not 
be consumed while on duty or on the Club premises during work.  No person shall attend 
work or perform any duties if impaired by alcohol or illicit drugs.  Refer to our Drugs and 
Alcohol Policy for further details. 

1.4.3 Working Conditions 

Keep busy while behind bar, reception and in the gaming, room don’t leave your area 
unattended and remain on duty the entire course of your shift.  Employees may consume 
meals and non-alcoholic drinks, water or soft drinks from post mix while on approved breaks. 

Employees are bound by a duty not to disclose confidential information about the employer’s 
business, eg details of daily takings, profit and loss information, or customer lists.  You 
acknowledge that all property (including intellectual property or copyright) in any material 
whatsoever that you create (irrespective of the form or type of that material) in respect of the 
provision or supply or possible provision or supply of gaming, hospitality, bistro, restaurant, 
or the preparation, manufacture or sale or supply of food or beverages (including alcoholic 
beverages) or any other activity directly or indirectly related to the provision of any of those 
services or products, whether to the public or otherwise, during the continuance of your 
employment with us belongs to us from the moment it is created. 

Transfer of stock from one area to be used in another area of the establishment, ensure that the 
managers of each area are duly notified. 

1.4.4 Gambling While on Duty 

Gambling of all forms whilst on duty is strictly prohibited.  If you are a holder of a Gaming 
Machine license, it is illegal to gamble on the Club premises either on or off duty.  Any 
employee found in breach of this policy may be subject to disciplinary action including 
termination of employment or contract.  Keno, UBET/TAB gambling is permitted on 
premises but not during working hours or whilst in uniform. 

1.4.5 No Free Food or Drinks including Alcohol 

This is simply not permitted. 

1.4.6 Lost and Found 

Employees must hand in any items found on the premises to the General Manager or 
supervisor; no items may be removed from the premises.   



 

 

1.4.7 Working Hours and Punctuality 

Rosters apply from Wednesday to Tuesday and must be adhered to, proposed changes require 
a week in advance for approval.  Work schedules and workloads require that only a certain 
number of staff for each area of the premises; please inform General Manager or your 
supervisor if you know in advance that you will be late or absent. 

Employee to complete a time sheet/or log onto work with Time & Attendance kiosk on a 
daily basis, even though meal breaks are not included in the total hours worked they must be 
specifically shown on the time sheets.  On the last day of each pay period, employees are 
responsible to have timesheets accurately completed.  Clock in and out of your shift using the 
hand scanner, including your breaks, make a note on time sheet if you have forgotten to do so.  
You will be paid on a Wednesday.  Refer to our Attendance and Punctuality Policy for more 
detail. 

Hours of Work 

Your position will be subject to a rotating roster, written to fulfil the needs of the business and 
the working hours agreed between yourself and your Manager. 

Annual Leave/Holidays 

Annual Leave (for Full Time Employees) requests and requests for time off for Casuals need 
to be approved by your Manager at least two weeks in advance. 

Public Holidays 

Due to the nature of the hospitality industry and the businesses’ operational requirements it is 
likely that you will be required to work on public holidays.  Accordingly, if you are rostered, 
you are expected to work on days gazetted as public holidays by the NT Government.  You 
will be paid penalty rates for these hours in line with the award. 

Personal Leave 

Personal leave includes sick leave and carer’s leave.  You should notify your Manager if you 
are unable to attend work due to illness or injury or need to care for an immediate member of 
the family.  You may be required to provide a medical certificate for any paid personal leave. 

Compassionate Leave 

In the event of a death in your immediate family, or other personal crisis, you should discuss 
the situation with your Manager and establish an appropriate period of paid or unpaid leave. 
Application forms need to be completed and approved. 

Parental Leave 

After 12 months continuous employment you may be entitled to unpaid parental leave in 
accordance with the Fair Work Act 2009 and the NT provides for paid maternity leave to 
eligible employees.  Parental leave does not break your continuity of service and tenure of 
your previous position, however, other leave entitlements do not accrue.  An application form 
needs to be completed and leave approved by the General Manager. 



 

 

1.4.8 Smoke Free Workplace 

The Club is a smoke free environment.  There are dedicated smoking areas set aside for staff 
smoking in breaks.  Refer to our Smoking Policy for more detail. 

1.4.9 Personal Hygiene and Safety 

Personal cleanliness is important to prevent work related illness and the spread of infections.  
If you wash your hands regularly this will help reduce the risk of harmful substances entering 
the body through skin absorption or ingestion. 

1.4.10 Probationary Period 

Your appointment is based on an initial three (3) month probationary period during which 
time your performance will be reviewed against your agreed objectives on a regular basis.  On 
satisfactory completion of your probationary period, your employment to a permanent basis 
will be confirmed.  Note: the probationary period is separate to the six month minimum 
employment period that is referred to in the Fair Work Act 2009. 

1.4.11 Notice Period 

If you wish to resign you should give the General Manager seven days’ notice.  Failure by 
you to give adequate notice may result in forfeiture of monies owing to the extent of the 
inadequacy of the notice. 

During the three month probation period if you wish to resign you should give the General 
Manager one week’s notice. 

These periods of notice do not apply if you are summarily dismissed on the grounds of serious 
misconduct or gross neglect, in which case you will only be paid any entitlements owing up to 
the time of dismissal. 

Circumstances which may justify summary dismissal are included in our Policies and the 
Code of Conduct and include: 

 being intoxicated on any premises owned or operated by the Club, whether on duty or 
otherwise; 

 committing a breach or knowingly permit a breach to occur of any legislation relevant to 
the operation of the club premises on which you are employed; 

 committing any act of dishonesty or wilfully refuse or wilfully neglect to comply with 
any lawful and reasonable order given to you by an authorised representative of the Club; 

 being absent from duty without authorisation or reasonable excuse; and 

 breaching the Club’s Code of Conduct and/or Key Policies (constituting serious 
misconduct).  Refer to our Discipline and Dismissal Policy for more information. 

1.4.12 Resolution of Work Issues 

If you feel that you have not received fair treatment or, that these conditions of employment 
have not been applied consistently, then you should resolve the issue through the following 
steps: 

 Discuss the issue fully with your Supervisor or the General Manager;  

 If you feel the issue is still unresolved, discuss the issue with the General Manager.  



 

 

1.4.13 What do I do in the Event of an Incident or Medical Emergency? 

Incident Reporting 

All incidents must be reported to management, initially provide First Aid and medical 
attention.  First Aid kits are kept in Gaming and behind the main bar and notify your 
supervisor as soon as practical. 

The incident then must be entered on the ‘Smart OHS’ incident report form registers and use 
the follow up procedure as outlined in the WHS Policy and Procedures. 

In a Medical Emergency: 

 Keep calm. 

 Call for the Club First Aid Warden/Security Guard and depending on the severity of the 
condition call an ambulance on 000. 

 If the Club First Aid Warden is unobtainable and the situation is severe or you are 
uncertain immediately call an ambulance on 000. 

 Render assistance within your own capabilities. 

 Remain with the person until help arrives. 

If a person is injured do not move them unless they are in further danger if you leave them 
where they are until professional assistants arrive. 

Report the incident using an Incident Report form.  Include as much information as you can, 
such as the person’s name, what happened, what time, who was involved, any witnesses and 
details of the incident with diagrams.  On completion of the Incident Report form send a copy 
to your Supervisor. 

The reason the Club needs all this information is so an initial investigation can be completed 
to avoid the same incident from occurring again.  Some incidents are notifiable by law. 

Emergency Planning and Response 

At the Club policies exist for the protection all staff, contractors and visitors in the event of a 
fire or other emergency.  Key personnel are appointed responsibilities in the event of an 
emergency and are trained to respond in an emergency.  Potential emergency situations may 
include fires, vehicle accidents, bomb threats or chemical spills. 

Fire Prevention 

Good housekeeping in your work area will contribute to reducing the risk of fire by removing 
waste materials on a regular basis; having flammable materials stored and handled in a safe 
manner that reduces the risk of fire and by using appropriate warning signs for specific work 
areas. 

Fire Blankets 

Fire blankets are provided for stove top type fires and are easy to use.  Cooking oil fires are 
the most common cause of fires in kitchens and fire blankets can be used to put these fires 
out. 



 

 

Fire Extinguishers 

Fire extinguishers should only be used if you have been trained and deemed competent in 
their use whilst working at the Club. 

Where can I get more Work Health and Safety Information? 

More information is available in the Club’s Work Health and Safety Policy and Procedures 
Manual available to all staff. 

1.5 Equal Employment Opportunity and Diversity Management 

Our policy is to provide fair and equal opportunity and to ensure that all employees and 
prospective employees are treated equally and are not subject to unfair or unlawful acts of 
bullying, discrimination or harassment. 

Palmerston Golf and Country Club believes it is the right of all staff to work in an 
environment free of bullying, harassment and discrimination.  Bullying, discrimination or 
harassment be it racial, sexual, political, or any other form, is detrimental to staff morale, 
unlawful and constitutes unacceptable conduct in the workplace.  For more information refer 
to the Club’s Equal Opportunity Policy. 

1.6 Workplace Surveillance 

You acknowledge that Palmerston Golf and Country Club continually operates surveillance 
cameras and utilises computer surveillance to enhance the security of its premises and persons 
on its premises, to protect its assets and property, and to assist in the identification and 
prosecution (or taking of other disciplinary steps) of persons in relation to criminal or other 
misconduct.  You consent to this surveillance when within Palmerston Golf and Country 
Club’s premises and as you interact with its assets and property. 

1.7 Social Media Policy 

Palmerston Golf and Country Club, the (“Employer”) acknowledges that employees have a 
right to privacy and a personal life outside of work without scrutiny from their employer.  
However, the line between home and work is becoming increasingly blurry therefore the aim 
of this Policy is to outline and identify expectations for all employees regarding the use of 
Social Media.  Please refer to the Social Media Policy. 

1.8 Email and Internet Policy 

This Policy sets out guidelines for acceptable use of the computer network, including internet 
and email by management, marketing, gaming, and administrative employees of the Club.  
The primary purpose for which access to the internet and email is provided to designated staff 
is to assist them in carrying out the duties of their employment and reporting requirements.   

1.9 Bullying and Harassment Policy 

The Palmerston Golf and Country Club (the Club) has a zero tolerance for bullying, 
victimisation or harassment of any kind.  The Club has an equal employment opportunity 
standard that must be abided by the Board of Directors and by all employees regardless of 
position. 


