Management, Administration
and Financial Infrastructure
Program

The Management, Administration and Financial Infrastructure program
aims to develop and apply improved executive, administrative and
computing policies and practices to meet the goals of the Institute.




Management, Administration and Financial Infrastructure

Administrative Services

The Administrative Services unit aims to clarify and adapt corporate planning
processes to the unique nature of the Institute as a research and public information

dissemination agency.

Workplace Relations Act

The Institute’s workplace agreement
with staff was certified by the Industrial
Relations Commission on 8 October 1998,
and will remain in force until 31 March
2000. In accordance with the certified
agreement, the Institute has implemented
the new eightlevel Australian Public
Service staffing structure, streamlined
some leave arrangements and calculations,
and implemented a performance
appraisal scheme for staff.

Financial Management

In line with the Commonwealth
Government’s new Resource and
Financial Management framework from
1999-2000, the Institute has developed
its own Outcomes and Outputs structure
and implemented this through the
revised Portfolio Budget Statements.

As a further step in the reform process,
the Institute is planning to develop
further its effectiveness measures and
performance indicators.

Advertising and market research

Provider Service $
Australian Library and Information Advertising services 1,540
Chevron Advertising and Publishing Advertising services 2,500
College Printing and Graphics Conference advertising 4,142
Commerce and Trade Index Advertising services 990
Commerce and Trade on the Net Advertising services 395
DNA Integrated Communications Advertising services 2,275
Flag Ads Conference advertising 3,250
Impact Printing Family Matters mailouts 8,425
Local Business Guide Advertising services 399
Mailcare Systems P/L Mailhouse services 7,048
Media Monitors Victoria P/L Media and advertising 3,239
National Fax Directory Advertising services 198
Nationwide Internet Services Advertising services 395
Newset P/L Media and advertising 307
Salmat Mailing Services Mailhouse services 10,747
Salmat Mailing Services Youth Suicide Project 22,575
The Nationwide Business Advertising services 740
Victorian Business Directory Advertising services 395
Total 69,561

62 Australian Institute of Famuily Studies 1998—1999 Annual Report




Management, Administration and Financial Infrastructure

Enhancements to the Institute’s Financial
Information Management System (FIMS),
particularly in the areas of Payroll and
Monthly Reporting, were implemented
during the year. The system is now able
to report on leave accruals, and monthly
reports are provided on movements in
fixed assets and other balance sheet
items. The full accrual process has also
been incorporated into the Institute’s
project budgeting and costing framework.

The Institute has continued to monitor
closely its relationships with existing
commercial suppliers, and reviewed
performance on an annual cycle. As a
result of this process a new contractor
was appointed to manage electricity
distribution.

Property Issues

The Institute’s premises at 300 Queen
Street, Melbourne, was sold by the Com-
monwealth in February 1999. The Inst-
tute renegotiated the existing Common-
wealth Tenant’s Lease with the new
owner that resulted, generally, in a lease
with the same terms and conditions as
before. The lease period will also run for
the same duration, to 28 February 2007.
During the year the Institute completed
the recarpeting of its Family Information
Centre, and the installation of a new
security system. The premises is currently
managed by the property firm, Jones
Lang DeSalle.
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Personnel Policy

The Australian Institute of Family Studies, as a Commonwealth Statutory Authority, is
subject to the various personnel policy initiatives that have become part of the policy
package with which the Commonwealth administers its most important resource, its staff.

Industrial Democracy

Following certification by the Australian
Industrial Relations Commission of

the Institute’s Certified Agreement
1998-2000 in October 1998, a new
Institute Consultative Committee was
formed consisting of management, staff
and a representative of the Community
and Public Sector Union (CPSU). The
committee has met on two occasions.

Occupational Health
and Safety

The Occupational Health and Safety
(Commonwealth and Safety) Act 1991
requires the Institute to report on its
activities under the Act. The Institute’s
objective is the promotion and mainte-
nance of the physical, mental and social
wellbeing of its employees.

The Occupational Health and Safety
Committee has an ongoing role to meet
and discuss workplace health and safety
issues and, where necessary, implement
actions and/or provide advice and
recommendations to management. The
Committee has continued to increase staff
awareness of issues through education
and training. A consultant visited the
workplace during the year to inspect staff
workstations and, in particular, to look at
issues associated with ergonomic design
and workplace stress and fatigue. The
consultant made recommendations with
regard to workstations and computer
equipment (such as the provision of
footrests, new chairs and document
holders) to certain members of staff. Dur-
ing the year the Institute continued with
its fire evacuation policy and procedures.

During 1998-99 there were no reports of
a dangerous occurrence under section 68

of the Act. No other notices were given
during the year under sections 30, 46,
or 47 of the Act.

Total staff employment by
employment category and gender

at 30 June 1999

State
Vic
Full-time Staff
Permanent
Men 7
Women 20
Total 27
Temporary
Men 3
Women 7
Total 10
All full-time staff
Men 10
Women 22
Total 32
Part-time Staff
Permanent
Men 0
Women 8
Total 8
Temporary
Men 0
Women 5
Total 5
All part-time staff
en 0
Women 13
Total 13
All Staff
Men 10
Women 35
Total 45
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Staff Development and
Training

Staff take part in approved training
activities in their respective disciplines

During 1998-99, the Institute invested

as well as general skills development.

development activities.

$29,874.00 in direct training and

Consultancy services

Research
University of Queensland

Provider Service $
APL Management Solutions ~ Support & Upgrade of CBA 3,535
Accounting system
Burgell Consulting P/L Brimbank project consultancy 2,243
Swinburne University of CATI based research supervision 2,350

Technology

Cognetive P/L CATT research training 980
Dr Kerreen Reiger Ethics Committee, advisory 400
Reverend Phillip Hughes Ethics Committee, advisory 400
M:s Judith Foster Ethics Committee, advisory 400
Dr Duncan Ironmonger Ethics Committee, advisory 400
Dr Belinda Fehlberg Ethics Committee, advisory 400
Dr Juliet Behrens Divorce Transitions Project consultancy 2,000
Griffith University Divorce Transitions Project consultancy 2,500
Roy Morgan Research P/L. Divorce Transitions Project consultancy 3,594
SACS Consulting Group Executive recruitment 36,180
Institute for Child Health Life Course project consultancy 2,344

Parenting Extension project consultancy 44,443

Dr Trevor Batrouney Parenting Extension project consultancy 7,500
Discourse P/L Social Capital project authors fees 1,500
The Body Shop Social Capital project authors fees 1,500
Reverend Phillip Hughes Social Capital project authors fees 1,500
Social Capital Account Social Capital project authors fees 1,500
Professor David Hogan Social Capital project authors fees 1,500
Professor Fran Baum Social Capital project authors fees 1,500
Mr Paul Bullen Social Capital project authors fees 1,500
Edith Cowan University Social Capital project authors fees 750
Ms Mei Regan Staff interviewing 600
Children’s Protection Society Family & Neighbourhood Links 1,080
project consultancy
Ms Alisa Hamilton Publications indexing 13,928
Ms Catherine McDowell Family Information Centre 6,142
consultancy
The One Umbrella Library services 816
Total 142,734
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Total number of employees, full-time and part-time permanent and

temporary by classification and gender at 30 June 1999

Permanent Temporary Total
Full-time/Part-time  Full-time /Part-time

Classification Male Female Total Male Female Total Male Female Total
SES BAND 1 1 0 1 1 0 1 2 0 2
SES BAND 3 0 0 0 1 0 1 1 0 1
EXECUTIVE

LEVEL 2 4 4 8 1 0 1 ) 4 9
EXECUTIVE

LEVEL 1 1 5 6 0 1 1 1 6 7
APS 6 0 3 3 0 1 1 0 4 4
APS 5 1 6 7 0 2 2 1 8 9
APS 4 0 4 4 0 0 0 0 4 4
APS 3 0 3 3 0 1 1 0 4 4
APS 2 0 3 3 0 2 2 0 5 5
Total 7 28 35 3 7 10 10 35 45
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Freedom of Information

No requests were made this year of the Australian Institute of Family Studies for infor-
mation under the Freedom of Information Act, in operation since 1982. The following
information about arrangements for access to Institute documents is included under

Section 8 of the Act.

Arrangements for Outside
Participation

The Institute has established and maintains
formal and informal contacts with a wide
range of individuals and organisations
for the purpose of obtaining and

giving advice, collaborating on studies,
exchanging information, seeking access
to data and exploring options for the
development of the Institute’s work.

Specific avenues for outside participation
include input by experts in design seminars
and steering groups of Institute studies,
external review of Institute manuscripts
prior to publication, Visiting Fellows,
and a periodic national Australian
Institute of Family Studies Conference.

The Institute’s Family Information
Centre is open to the public, and the
Centre’s staff handle enquiries by phone,
facsimile, email, letter or in person.

Categories of Documents

The Institute maintains the following
categories of documents:

¢ research data collected by survey
interviews (this information is obtained
from respondents on the understanding

that their anonymity will be preserved and
the information provided is confidential
to the Institute; data tapes may be made
available to external researchers when all
identifying details are removed);

¢ general correspondence; and

¢ published and unpublished research
reports.

FOI Procedures and Initial
Contact Points

The Marketing Manager will assist
applicants to identify the particular
documents they seek. If a request is to be
refused on grounds appearing in section
15(2) or section 24(1) of the Freedom of
Information Act (insufficient information
or unreasonable diversion of resources),
applicants will be notified and given an
opportunity for consultation. The officer
authorised to deny access to documents
is the Marketing Manager.
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Information Technology Services

The Information Technology Services unit strives to develop and support a reliable,
effective, efficient and easy to use computing environment contributing directly to the

productivity of the Institute.

Year 2000 compliance planning and
implementation was undertaken, with
the anticipation of minimal disruption
to Institute systems as we enter the new
millennium. Year 2000 work included: the
purchase of a new PC and installation of
NEC Office software to replace voice mail,
call accounting and PABX management
software; upgrading CBA accounting
software; and upgrading Solaris on the
main Unix servers.

Surveycraft Computer Assisted Telephone
Interviewing (CATI) software is being
replaced by Quancept due to SPSS
purchasing both companies, and Year
2000 implications for the aging Novell
server running Surveycraft.

Microsoft Office 98 software (Word,
Excel and PowerPoint) was installed on
all Macintoshes and staff training given
in Word to facilitate the change from
WordPerfect to Word for word processing.

Changes were made to the Family
Information Centre’s cataloguing system,
and new software was installed to cater
for the introduction of Kinetica by the
National Library of Australia. A new PC

was purchased and software installed for
the DOFA ‘Accrual Information
Management System’.

Most of the Macintoshes that were more
than three years old have been replaced
with new ones. Extra RAM and a larger
disk were installed in the Institute’s
Internet and main server.

Information Technology staff also
supported a Web server and email
system for the Institute.

The computing hardware at the Institute
now consists of five Sun Unix servers, 53
Apple Macintosh computers, and four
Windows PCs. There is also a CATT facility
consisting of ten diskless PCs connected
to a Novell server. All computers are
linked by a local area network, which is
connected through a firewall to the
Internet.

A new security system was installed at the
Institute. The system maintains high
security standards yet at the same time
greatly simplifies building access with
security cards and software for monitoring
and controlling the system.
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