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Award Winning Software

INndigo MediHR is a suife of infegrated HR Management softfware
modules designed specifically for the medical industry and
private practice. It is designed to turn any practice info a "high
performance” business.

Did you know that /0% of employees are not engaged
N tThe workplace and that less than 10% of strategies

are successfully implemented?

INndigo MediHR is designed to turn any business info a "high performance’ business. It
iINcludes a range of pre-configured modules for core HR functions, including:

Position Descriptions ) Weekly Action Plans
Performance Reviews ) Staff Planner & LoQs

HR Policies & Procedures - Training Register
Operational Policies & Procedures Health & Safety

Monthly KPI Reporting Documentation Manager
Staff Projects/Milestone Management HR Advisory Board

PLUS Our Unique Offering

Utilise The expertise of our HR Specialists to customise each of the modules to your business
and needs.

Our HR Advisory Board will provide you with monthly expert HR guidance and advice. You
will have access 1o knowledge and expertise on how to implement systems tfo avoid
chasing your tail. The Board will provide you with a continual improvement framework as

well as enhancing the business” reputation.

Access To our business and leadership fraining programmes for your staff.




Indigo MediHR
Human Resources Modules

Viodule |
PosITion Descriptions

® ASSISTS IN The recruitment selection process of employees and assists you in writing job
adverfisements and selecting interview questions.

® Provides employees with an accurate understanding into what their jolo entails, their
responsibilities and other important specifications which assists in maintaining focus.

® Through the documented reinforcement of jobb descriptions, your employees will be

mMotivated 1o live up to their expected performance criteria.
® Positions Descriptions for Administration, Management, Clinical and Allied Health.
® A built in library of over 3,800 job descriptions, each including summaries and duties

® Improves productivity levels and profit

(CREATE]

Job Information Next

Job Duties

Supervisory
Competencies
Education & Experiences

Language Skills

Mathematical Skills

Reasoning Ability

Computer Skills

Certificates, Licences, Registrations

Other Skills and Abilities

Other Qualifications Job Operates PBX or multiline telephone system to answer incoming calls
Summary and directs callers to appropriate personnel by performing the following

Physical Demands duties

Work Environments
Job Results

Category Receptionists, General Office, & File Clerks
Industry Secretarial

Change Category and Industry
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HR SIMPLIFIED FOR PRIVATE PRACTICE

® Will help you create accurate, personalised employee reviews in minutes!

® Regular employee reviews will help you tTo maintain a happy., productive and

Viodule 2

Performance Reviews

Mmotivated team.

® emplafe reviews for Administration, Management, Clinical and Allied Headlth

® Choose from the dozens of performance criteria included in Performance Review that
are important in your operation. Things such as initiative, leadership, problem solving
ability, and sales skills, plus many more.

@ Set, frack and measure individual godadls and targets to maintain employee motivation

and focus

® Caters for a 360 Degree Appraisals. Review yourself, your peers, or even your
managers. It can provide you with an invaluable insight and give you more of an

Performance Appralsal  Permon 1o be Revennd
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Viodule 3
HIR Policies & Procedures

® SImply create your own fully compliant HR Policies Manual

® Feafuring a built in library of over 100+sample templates

® Our HR Specidlists can customise the policies to your practice

® Sece which employees have sighted and agreed to each policy (and version of
eqach policy)

Copy(1) HR Poiicies | Wl e - _§ Compille Handbook | . PolicyLog = Employee Compliance v | | (, Search = Find & Replace [ SAVE
Copy(1) HR Policies ) v | % RemoveNode [ Copy [ Paste | MoveUP | MoveDOWN  Show Policyinfo | Export Document  Import Document
< . Company Overview
- : " oy "1 » . s Ao B r -
Our Mission i Ot Arial Black 1120 (M A A Aa- iz iz & &1 13 _ N ~| @ Find
Our Vision of How We Want to Be | PLL": Copy B I Uu s X % A' *. % ql EJ * 3 B Mm AﬂBb(i:l .l‘.l-cﬁ]Bt;Cu AAB0DLCL = ﬂm
p— I o ‘e B . - §Normal | YNormal(.. Headingl THeIdNG2 ' i st
Organisational Chart Lnco CIphoand Fon 4 FRERgph ‘i | Styles Editing
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Purpose and Scope [
Application of the Code of Conduct
Compiiance with the Code of Cond
Private Busness
Managing Breaches in the Code of
Compliance with the law
Purpose and Scope
Enforcement
Pvecy The Privacy Policy implemented by Design By Indigo extends to and covers all operations
Purpose and Scope and function of the organisation. All management, employees, contractors, sub-contractors,
of : vendors, service providers, customers, agents or any other third parties that have access to
RN ENEON SR and/or utilise personal information collected and/or held by Design By Indigo must abide by
Use and Disclosure this Privacy Policy.
R The objective of the Privacy Policy is tha nd privacy foundation and
: p | ik | ve of the o ensure that a sou acy fou a
© | framework is established and maintained by Design By Indigo and the company complies with
Complaints Procedure the relevant Privacy legislation - Privacy Amendment (Enhancing Privacy Protection) Act
Confidentisl Compeny Information 2ﬂ12 (QEIJ) Privacy Regulations 2013 (C'th), Privacy and Personal Information Protection Act
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Viodule 4
Operational Policies & Procedures

® Provides employees with a reference source on many operaftional guestions, allowing
staff To make faster decisions while complying with company guidelines.

® Adapftable to create an Operations Manual for your business or an Induction Manudal
for your staff.

® [ncreases accountability amongst staff.
® Systemising and "cleaning up” the business.

® N O Management or supervisory position and are looking to ensure the smooth
operation of your business.
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Modadule 5
Monthly KPI reporting

® Improve staff engagement

® Create an early warning system by analyzing KPI’s

® Create accountability to goals and targets

MyWeebly Priorities | MyMonthly Reporting | My ProjectTashs | My Documents | Mylog \
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Module 6

Staff Project/
Milestone Management

® tnsure accountapllity tTo deadlines

® [urn your everyday meetings into a documented action plan

® Automatically emaili your staff with deadline updates on a weekly basis

Project status:
®Not Complete  OComplete

Marketing Initatives v | | Add New Project I

Task Accountable User

Task Status Criteria:
®an Ocompleted ONot Complete

Task
o, ¥ ABB Mailer

o\ ©] 60 Dayemail

60 Day emall (draft already made
marketing/emailblasts/60 days)

Subscription email expired - send
Set up Exit planning toolkit on IEA/maus

email blast 1o advisorsfaccountants - exit toolbox

Upload into Business Club - Job Descriptions
Research

Review Job Descriptions Webpage
.1 ¥ uUpdate PR Screenshots PDF

E Mark as Completed Project

Accountable

Graham Martin
Graham Martin

Graham Martin

Graham Martin
Graham Martin
Graham Martin

Adam Garside

Adam Garside
Adam Garside

1(-]

Due Date

) L Jate
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Module /
Weekly Action Plans

® Improve employee accountabllity

® INnCrease employee engagement and productivity

® Maintain staff alignment to strategies and goals
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Viodule 8
Staff Logs

® Nonitor Annuadl & Sick leave
® Keep on fop of employee issues

® Document any performance improvement issues and plans

2
85 4 4. &) A

Sick Leave Annual Leave  Employee Issues  Customer Service  Systems Breakdown

Print List

All authorized employee --] Period: Last month Status: Al Category: -- All --

No Employee Log
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Module @
Training Register

® Keep a detailed log of any fraining events that fake place in the business

® Record information about fraining conducted 1o obtain certificates and their
expiry dates

Add Training Event Add Certificate / License View Records

Keep a detalled log of any training events Record information about training conducted View a full register of all records filtered by
that take place in the business {0 obtain certificates and their expiry dates employees, training and certificates
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Module 10
Work Health & Safety

® Choose from over 100+ WHS/OHS sample templates and forms lbased on
AS/NZS 4801 standards.

® You can enjoy the peace of mind of knowing that you have a document that is
actively enforced with document control, automated staff compliance
acknowledgement and a history audit trail.

® Don’'t spend time chasing up employees for their compliance every time you
add a policy, or make a change - the automated policy acknowledgement
email system will not only inform your employees, but log their responses as well.

® Minimise liability with a comprehensive digital paper trail of all revisions and
changes you make Iin credating your document and distriouting It

> = |

Register

“ Risk R Electrical
eosi || A | {3}
1| e

Inc,tde‘nt Contractor Site Plans All Registers
* Reporting
| Corrgctive -
n
. Chemical &
SWMS Doc Register Hazard Reg

% - ? Training
egister
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Modaule ||
Documentation Manager

® [idy up your company documents
® Store all forms info a central place

® Systemize your HR forms and workflow

® Communicate to staff effectively

® Minimise confusion amongst staff of the correct forms to use

® Keep documents up-to-date and visiple

A0 Ooometmion Manse - I

Manager
DOCUMENTATION MANAGER )
JUILK STAX

Sort By.  Defaut N
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Don’t reinvent the wheel. Indigo MediHR delivers all The essentiadl
systems to profect your practice against non-compliance with the
Fair Work Act regulations and any unfair dismissal claims as well as
creare d highly moftivated and productive team.

Our feam are waiting to show you how Indigo MediHR can make a
difference fto your business and team.

Call our HR Specialists on

Tel: 1300 826 136
Email: bbeach@indigoconsulting.com.au
Web: www.indigoconsulting.com.au




