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1. Title

PIRSA Family Room Guideline HR G 001.

2. Purpose

PIRSA recognises that many employees have care responsibilities and that sometimes it is difficult to find care for family members, especially at short notice or in emergencies. 

The establishment of a workplace family room aims to alleviate some of these difficulties among employees and assist employees in reconciling their participation in the workforce and their family care commitments. 

3. Scope

This guideline applies to employees and their family members who use the PIRSA workplace family room located at Level 14, 25 Grenfell Street, Adelaide.

4. Objectives

The objectives of this guideline are: 

· to provide an environment that recognises and supports employees’ care responsibilities

· to provide employees with a short-term solution to the difficulties they may face in accessing care for children, elderly parents and other family members

· to provide an alternative to family/carer’s leave or home based work for employees who wish to come into the workplace while still caring for their children or other family members, on an ad hoc basis

· to ensure the safety, health and wellbeing of employees and family members are not compromised when using the room.

5. GUIDELINE DETAILS

5.1 Who can use the family room and for what purpose

· The family room is available for PIRSA employees to work from while supervising their children or other family members, on an ad hoc or short-term basis, when alternative care is unavailable. 

· Such ad hoc or short-term use may include:
 

· Child care emergencies when normal child care arrangements break down, when the usual carer is temporarily sick or not available, pupil free days, or when the child is not well enough to attend school or day care but does not have an infectious illness.

· Other family emergencies where older, elderly or disabled family members require supervision due to a disability or non-infectious illness and normal day care or alternative carer arrangements are not available.

· Appointments where family members are waiting for employees to take them to an appointment or to take them home after one.

· Emergency situations where employees are required to work overtime or longer hours than normal and are unable to make alternative arrangements for the care of their dependents. 

· Employees may use the room for breastfeeding or expressing when it is not already occupied by another employee and/or family member/s. The sick room on Level 13 of 25 Grenfell Street is also available for breastfeeding or expressing. 

· Employees may use the room for informal or impromptu meetings when it is not already occupied. The room must be vacated however if another employee wishes to use it for its primary purpose as a family room. 

5.2 Number of families using the room

· It is preferable that the number of families who use the family room is limited to two, given the relatively small size of the room. 

· Priority is to be given to families with care emergencies. 

5.3 Supervision of family members 

· Children under the age of 14 must be supervised at all times by an adult. 

· Family members aged 14 or older may be left unsupervised for short periods of up to 30 minutes at a time, if the employee considers the family member to have sufficient responsibility. 

5.4 Booking arrangements

· The family room must be booked prior to use – this may be made in advance or immediately before using the room. 

· Bookings are to be made with Reception on Level 14, 25 Grenfell Street: phone:        8226 0900 or email: PIRSA.CustomerServices@sa.gov.au
5.5 Facilities of the family room

· The family room contains a worktable and chairs that can accommodate up to two employees. A computer is not provided, therefore employees must bring laptops from their own work groups. There is one data point that can be used for connecting to the PIRSA network. 

· A sofa, TV/DVD player, small activity table and chairs, books and toys are provided for family members to use. 
5.6 General 

· Any queries in relation to booking the family room should be directed to Reception on Level 14, 25 Grenfell Street in the first instance (phone (08) 8226 0900 or email: PIRSA.CustomerServices@sa.gov.au). 
· Employees who use the family room must leave it in a tidy condition. 
6. Roles and responsibilities

	Party / Parties
	Roles and responsibilities

	Chief Executive
	· Demonstrating recognition of employees’ family responsibilities, through supporting and promoting use of the family room to alleviate short term and ad hoc care accessibility problems.

	Executive Director, People & Culture
	· Approving this guideline.

· Ensuring the family room use is monitored and reviewed to inform any refinement of this guideline and to maximise opportunities to alleviate short term and ad hoc family/child care barriers among employees.

	PIRSA Human Resources
	· Implementing the guideline (including communication, awareness and training).

· Ongoing management of the guideline (including feedback, review, document and records management requirements, updating guideline versions and removal of revoked guidelines).

· Providing guideline advice and assistance, including interpreting guideline requirements.
· Evaluating, monitoring and reviewing the guideline.

	Employees Using the Family Room
	· Complying with this guideline to ensure the health, safety and wellbeing of family members and employees using the room are not compromised.


7. Monitoring, evaluation and review

PIRSA Human Resources will review this guideline annually. 
Data relating to how the room is used will also be captured and analysed as part of evaluating the success of the family room.

8. Associated documents

· Work Life Balance at PIRSA, PIRSA intranet site

· PIRSA Family Friendly Policies, PIRSA Internet Management Policies website. 
9. References

· Establishing a workplace family room, WA Department of Consumer and Employment Protection http://www.docep.wa.gov.au/LabourRelations/Content/Work%20Life%20Balance/Worklife%20Balance/Establishing_a_workplace_famil.html, accessed 12 December 2007.
� From the Department of Consumer and Employment Protection, Government of Western Australia, ‘Establishing a workplace family room’, accessed 12 December 2007 http://www.docep.wa.gov.au/LabourRelations/Content/Work%20Life%20Balance/Worklife%20Balance/Establishing_a_workplace_famil.html
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