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Welcome

Welcome to the Indigenous Land Corporation(ILC).

The ILC is an independent Australian Government statutory authority established to provide
economic, environmental, social and cultural benefits for Aboriginal people and Torres Strait
Islanders by assisting in the acquisiin and management of Indigenousheld land.

The ILCpromotes continual improvement, teamwork and flexibility. | hope that as an employee
of the ILC you will become an enthusiastic and valuable member of our team. We endeavour to
supply all our employees with excellent working conditions, ongoing support and focused
direction. Combined with your cooperation, this should deliver mutual positive results,
opportunities and benefitsfor all.

| trust that your experience at the ILC will be fulfilling and enjgyable. On behalf of the ILC and
employees| would like to welcome you to our team and wish you every success in your future
achievementsand endeavours.

David Galvin
General Manager







Purpose of the Manual

This manual s intended as a guide tantroduce you to the ILC and assist irmaking your
progress into your role as smooth as possible

Familiarising yourself with the content will act as a primary step in learning about the
structure ofthe ILC, and our aims and gods. It will clarify your working conditions and
benefits, and provide you with an understanding osome ofour policies, proceduresand
guidelines.

It is essential that you understand and comply with all the provisionsvithin this manual.

On commencement

As part of the induction and orientation process you will be shown around the premises
and introduced to your colleagues. Any rules and regulations that you need toonsider
will be outlined at this stage.

You will need to complete various forms to begin your personnel file. These will
include banking details, tax and superannuation details, criminal history checks as well
as other relevant information.

You will be provided with an Induction and Orientation Program checklist that your
managerwill work through with you over the next 6 months.

You will be given on-the-ob training to familiarise yourself with your new position.
Your manager will ensure that you have a clear idea of your new responsibilitiesnd the
commencing expectations.
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Persond Mentor

It is an important part of every newe mp | o ynduetidrsand orientation to familiarise
themselves with the working environment of the ILC.

You will therefore be allocated a personal mentor Your mentor will be familiar with the
requirements d your position and will assist you in settling in. Please consider your
mentor as an additional person for whom you may go to for any matters or concerns that
need clarification.

Supporting Documents

Various documentsare referred to throughout this manual. These documents are the
underlying policies, procedures and guidelinespertaining to the operations of the ILC

You will be required to read and comply with each policy, procedure and guideline
These documents are located on the ILC'sxtranet
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History of the ILC
We strongly believe that all employees should be familiar with the history behind the
establishment of the ILC.

The ILCbeganin 1 June 1995, following the passage of the Aboriginal and Torres Strait
Islander (ATSI)Land Account and Indigenous Land Corporation (ATSIC Amendment) Act
1995. It establishedthe:

1 ILC as a Commonwealth Statutory Authority to assist Indigenoyseople with two
functions: land acquisition and land management; and

1 Aboriginal and Torres Strait Islandr Land Account to provide the ILC with funds to
enable the ILC to perform these functions.

The establishment of theAboriginal and Torres Strait IslandeiLand Account and the ILC
formed the second part of the Federal LabourGovernment's response to the 292 High
Court decision on Native Title, known as Mabo No 2. The firstpartof t he Gover
response was the enactment of thlative Title Act 1993 (the NTA).

The then Federal Government recognised that many dispossessed Indigenous peoples
would not be able to regain ownership of their land through the NTA or from State or
Territory land rights legislation (where such legislation was in place). It is with this
viewpoint that the then Federal Government established both the Aboriginahnd Torres
StraitIslander Land Account and the ILC for Indigenous people to:

1 protect and secure rights to land; and
1 tackle the widespread dispossession of land.
The ATSIC Amendment Act 1995 was renamed to the

Aboriginal and Torres Strait Islander Act 2005 (ATSI Ac)
under which the ILC now operates.

The ILC is committed in assisting Indigenous people to achieve economic, environmental,
social and cultural benefits through its land acquisition and land management programs.
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ILC Values

In our everyday dealings, westrive to promote and uphold the ILC values. It is your
responsibility to adopt, maintain and display the following key values:

Respect We respect the diversity of ideas, backgrounds and cultures of Indigenous peoples, o
staff and other stakeholders.

We will pro vide a workplace that is free from discrimination, harassment and bullying.

Excellence We will provide leadership of the highest quality.
We strive for excellence in the delivery of services & outcomes to our stakeholders.
Commitment We are committedtowor ki ng together to achieve
obligations.

We will provide a fair, flexible, safe and rewarding workplace that is focused on
achieving results and managing performance.

Integrity, Fairness  We will strive to make decisions objectively and ethically and provide a fair system of
review of decisions taken in respect of ILC employees.

We will provide accurate, consistent and timely information, and give reasons for oul
decisions.

We are an organisation in which emplg/ment decisions are based on merit.

We will promote equity in employment in conjunction with a framework of
encouraging the recruitment, development and retention of Indigenous employees.

and Equity

Cost Effectiveness We are committed to using funds wisely and accantably.

Professionalism &  We strive to be professional, responsive, impartial and honest in our dealings with sta
Openness and stakeholders. We take suggestions and complaints seriously and learn from therr

Collaboration We will establish workplace relations that value communication, consultation,
cooperation and input from employees on matters that affect their workplace.

We are committed to working in collaboration with Indigenous groups and other
stakeholders.

Best Practice We will adhere to the Australian National Audit Office principles of corporate
governance in Commonwealth authorities.

Delegations and Authorities under the ATSI Act

Under S193T of the ATSI Act all of the powers and functions of the ILC are conferred on
the Board. The Board ma delegate functions and powergo the General Managerand/or
to ILC employees Delegation is the instrument that the Board uses to delegate certain
activities relating to the functiondpowers of the ILC.

Under S192K of the ATSI Act, the General Manager must manage the dayto-day
administration of the ILC. Standing Authorisation is the instrument that the General
Manager uses taauthorise certain position to perform certain activities to assist the General
Manager. You should make yourself aware of thec ont ent of the | LCGQd
authorisations documents on theaxtranet especially as they may relate to your role.
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Strategic Planning Framework

The ILC's Strategic Planning Framework aligns operational activities, resources decisions
and organisational performance with the strategic direction and priorities set by the
National Indigenous Land Strategy.

Aboriginal and Torres Strait Islander
(ATSI) Act 2005

—
HILS
2007 2012

Cur principles, o
policies & strategies 0,2,

&
{P{“\ CORFORATE PLAN 2008-2010 '1%1
& Cur operational and administrative ga
LT strategies to implament policies %

E:3
> ANNUAL CORPORATE PRIORITIES ®@

<t Our specific priarities and performance /P"’x?/
indicatars far the year 2

OPERATIONAL PLANS :
Our specific actions and milestones for the year

The ATSI Act 2005

The ILC is governed by the ATSI Act. The ATSI Act was updated in 2005 after the
abolishment of ATSIC. The ATS Act sets out the functions and powers of the ILC.

National Indigenous Land Strategy (NILS)

The National Indigenous Land Strategysthel LC6 s key p o lltidesgribesl o c|u
the strategic direction set by the Board, andthe principles that underpin the
programs.

Corporate Plan

The Corporate Plan describes how thdLC will achieve its vision of 601 ndi genjo
people achieving sustainable benefits through land ownership and land
ma n a g e mama thed key priorities identified in the National Indigenous Land
Strategy.

Annual Corporate Priorities

The Annual Corporate Priorities are wusel|d
Strategies of the Corporate Plan

Operational Plans

Operational Plans are the individualSections and Divisionsannual plans that outlire
what is going to be achieved. The outcomes from the plans should be cascaded
down into your individualised Performance Evaluation Management Program.
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Functions of the ILC

The ATSI Act provides e ILC with the legislative responsibilities to assist Inidenous
people to acquire and to manage Indigenoudeld land. The ILC hasprograms relating to
its two main functions:

Land Acquisition Program

The Land Acquisition Program aims to assist Indigenous peopke acquire land to
achieve sustainable economicenvironmental, social and cultural benefits.

The Land Acquisition Program hag categories of assistance being
1 Socio-economic Development; and
1 Access to and protection ofCultural and Environmentalvalues.

The program has oneapplication round each yea with applications closing 30 April
for Socio-economic Development.

The access to and protection of cultural and environmental values can be applies for
at any times during the year.

Land Management Program

The Land Management Program aims to assist Indigous people to manage their
land to gain sustainable economicgenvironmental, social and cultural benefits.

The program also supports Indigenous landholders to develop theircapacity to
manage land to achieve Indigenous benefits.

The program has oneapplication round each year with applications closing on 30
Junefor:

1 Property-based projects and

1 Training and Planning projects

The ILC operates a number of businesses acroasral Australia. The ILC use these
businesses to further increase employment andorovide on the job training
opportunities for Indigenous people inindustries including pastoralism, horticulture,
tourism and natual resource management.
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Indigenous Consultative Group

The Indigenous Consultative Group (ICG)assist the ILCin ensuring hat the needs of
Indigenous employees are represented and supported through the development and
implementation of the Indigenous Employment and Career Development Strategy (IECDS).

The General Manager and Manager Human Resourcemeets every six months @r as
required) with the ICG to discuss employment maters for Indigenous employees

Membership of the ICG shall consist of an elected Indigenous employee representative
from each Divisional Office, the Canberra Office and Head Office. The Chairperson will
be a separately elected member. The term of office will be 24 months.

Within the first two weeks of your employment, you will be formally introduced to the ICG
Chairperson and your local representative.
Indigenous Employment and Career Development Stratgy

The IECDSwas established and adorsed by the ILC Boardwith the aim of:

1 maximising the employment opportunity for Indigenous Australianswithin the
ILC,

1 providing career development opportunities for Indigenousemployees; and

1 raising theawareness ofAboriginal and Torres Strait Islander cultureand values
within the ILC.

Consultative Committee

The ILC will continue its commitment to consulting with employees through the use of the
Consultative Committee comprising the General Manager or their nominee employee

representatives from each Division and Head Office, an Indigenous employee
representative, and where requested by members, an appropriate employee organisation.

The Committee will meet regularly to discuss matters which are likely to affectraployees,
and will include, but not be limited to:

Training and development;

Job design, evaluation and classification structures;

Working hours arrangements including flexible working hours;

Occupational health and safety;

Organisational change and job seurity;

Workplace Diversity; and

Policies referred to in the Collective Agreement;

Collective Agreement implementation.

To Do To Io Do Do Io I

Membership of the Committee will be for a 2 year periodwith meetings at least every
6 months or as required.
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Username and Password

On commencement, you will receive a Username and password to access the ILC's
computer network.

To assi st with maintaining the security ¢

required to use a complex password before network amess will be granted. In summary
your password must:

1 contain at least 8 characters
1 contain no part of your real name or logon name and

1 comprise 3 of the following 4 characteristics:
- one or more uppercase characters (e.g\-2);
one or more lowercasecharacters (e.ga-z);
one or more numbers (e.g0-9); and/or
one or more nonalphanumeric characters (e.g. $#,%)

Computer Network and Equipment

The ILC network is provided for the statutory functions of the ILC. Privacy is not
provided to employeesusing the ILC network. Mat er i al stored on
its use may be monitoredfor appropriateness

The ILC maintains a range of computer equipment You should not modify the
configuration of your ILC computer workstations andor other ILC compute equipment.

No attempt should be made to connect noAl LC hardware to the
computer network without prior authorisation.

Software

ILC computers have a range of standard software installed on them to assieti carrying
out your role. In some circumstances norstandard softwaremay be required for you to
complete your work. You should contact ICS Helpdesk to discuss your requirements.

Note: It is a breach of ILC policy to download and install and operate software (including the internet) on ILC
computers without prior approval from the General Manager or the Chief Information Officer.

Extranet

Your Usemame and password will provide you with automatic access to the ILC's
extranet The extranetprovides you with access to policy, procelures, guidelines, forms
and other useful information that will assist you in performing your role effectively.

Each morning, you should take the ti me
home page as this will keep you upto-date with what is happening in the ILC.

t hé

t o

LC
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Internet and Email

The ILC internet and email facilities are acorporate resource and you must exercise
good judgment in using them. Your internet usage will be monitored on a regular basis.
The ILC understands that reasotie personal useof the internet and email is one of the

ways to achieve aproper work life balance.

An acceptable standard of use is expected. This s e t out i n t Hee |
Guideline and Guidelines forNon-Work RelatedUs e of the |1 LC&6s | T
Telephone Systems

Your managerwill arrange for someone toexplain how to operate your telephone. An
internal directory listing phone numberscan be accessed on thextranet

All of us need to make calls of a personal nature during working hours from timeéo
time. In these circumstances, the calls should be kept to a minimum.

If you have been provided with a mobile phone for work purposes, you shouldrefrain
from using the phone for private purposes. The mobile telephone accounts are
reviewed monthly and private calls may require reimbursement

Video Conferencing

Video conference facilities are available in all ILC offices. Video conferencing
equipment and the rooms it is located in should be booked throughhe Public Folders in
Microsoft Outlook.

Instructions on using the video conferencing equipment are included in theVideo
Conferencing User Guide. Contact the ICS Helpdesk if further assistance is needed to
operate the equipment. Please discuss any problems firstly with theSenior
Administrative Officer and/or other colleagues in your office.

Loan Equipment

The ICS section maintains a range of computer and related equipment for loan to ILC
employeesfor ILC purposes.

These loans are generally for one week only and arrangements to loan the equipment
should be made via the Helpdesk at least one week before the equipment is required.
Remote Access

The ILC has facilities that allow for remote access to its computer network.Your
managerd permissionis requiredtorema el y access the |1 LCOs

The IL C dHelpdesk should be contacted to arrange remote access at least one week
prior to it being required.

n
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Travel

The ILC is committed to ensuringyou are covered for all reasonable expensesvhen you
are required to travel and performyour duties away fromyour usual place of work The
ILC operates a Travel Allowance system that provides you with a fixed amount to cover
accommodation, meals and incidentals.

The process of gaining approval and booking travel arrangements can be found on the
ILC extranet If frequent flyer pointsare earntas a result of travel funded by the ILCthey
are to be used for the benefit of thdLC andnot for private purposes.

You may incorporate personal travel with office travel subject to approval from the
appropriate delegate.The personal portion of the travel needs to be clearly identifiedn
the travel documentation. Travel Allowance is not paid for any portion that is personal
travel. If the cost of an airfare is higher as a result of personal travelyou will be
responsble for the additional cost.

Procurement and Purchasing

The Induction and Orientation Programprovidesa compl et ed overvi
Procurement and Purchasing arrangements through established guidelines and a
PowerPoint presentation.

However, the mog important point to consider is no employee can commit the ILC to
any financial obligation involving the purchase of goods and services without obtaining
appropriate delegation approval first.

ILC Reimbursement of Expenses Policy

The ILC as a matter of corse does not request or oblige employees to utilise their own
funds to make purchases for and on behalf of the ILCIf any employee does utilise their
own funds, then they do so at their own risk and the ILC will not be obliged to
necessarily reimbursetiem for such expenditures.

The ILC does recognise that for some small expenditures and for some emergency
expenditures, the practicalities of a proposed acquisition of goods or services may
necessitate personal expenditure. All employees should first se& at least verbal
approval of their relevant Manager prior to making such expenditure and preferably
wherever possible seek written approval.A failure to seek such approval may mean that
the ILC will not be in a position to reimburse you.

If you have obtained such approval, you shall still be required to follow strict procedures
in seeking reimbursement. You will be obliged to obtain an appropriate genuine Tax
Invoice from the supplier and produce that in original form when seeking
reimbursement.

e

W
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You will also be obliged to complete such other documentation as the Finance section
may require. This will include a form whereby you formally:

1 declare theamount of money you have expended

1 identify the supplier and state the nature of the goods and senas and

1 signedand dateas a true declaration

Ideally the form should have attached to it the original invoice and a copy of your
manager ds approval Théclaintmastr ei mbur sement .

1 be for reimbursement of legitimate expensesnly;

1 for only the money you have actually expended and for no moreand

1 comply with the I LC6s Purchasingc User GUi

Petty Cash

Petty cash is an amounbf ready cash money available to make incidental purchases that
are under $200 and are infrequenin nature.

Petty cash can be either a cash advance prior to the purchase or a reimbursement after
the purchase. An original receipt for purchases over $20 must be provided.

Mail Services
External Mail Services
Each ILC Office has a utilities room whereb the outgoing mail needs to be placed in
the designated o0pi geon hOuthoing tail s ydespatched p m
eachafternoon via Australia Post.Incoming mail is distributed once daily.

Inter-office Mail Services

The outgoing interoffice mail is next day delivery by a courier. In each of the utility
rooms, you will find yellow internal mail envelopes. You will need to place this mail

in the designated Opigeon holesd6 in your
next day delivery. Incoming mail is distributed once daily.

€ a

ut
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GIS Services, Maps and Data

GIS Geographical Information SystemgServices is part of the ICS section and provides
maps, map data analysis and related services to support the ILC in its operational and
strategic functons.

Maps and map data services can be requested by completing or submitting a Map
Request form, or by contacting the ICS Helpdesk.

LAMIRS

LAMIRS (Land Acquisition and Management Information Reporting Systems the main
project database used by the ILCAIl projects concerning the ILC and related properties
are kept in this system The following diagram illustrates the workflow between systems.
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