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I m a g in e  a job  w h e r e  y o u  are  

cau gh t in the m id d le  o f  a v ic io u s  
d ispute  b e tw e e n  tw o  superv isors ,  

or w h e re  you  are  lock ed  in the b a s e ­

ment a c c id e n ta l ly  o n e  night. Think 

h o w  you  w o u ld  feel,  w a tc h in g  w h i le  

your w o rk m a te s  h ave  a m o rn in g  tea 

w ithout you  e ve ry  w e e k ,  or d isc o v e r­

ing that the contract you  thought had 
ended  actu a lly  had w e e k s  still to run. 

This checklist  will help  you  to get your 

contract off  to a good  start and to avoid 

real-life  disasters like these.

The beginning o f  your n e w  contract 

is a critical time. It is you r opportunity  

to establish y o u rse l f  a nd  set e x p e c t a ­

tions w h ic h  w ill  last for the w h o le  
contract period. You need to w ork  with 
your em p lo yer  to seek  information and 

acceptance  instead of waiting passively 

for them to appear.

D eal with your em ploym en t  fram e­

work  first. C h e c k  hours o f  w ork ,  rates 

o f pay and the duration o f  the contract. 
Even if you are  w o rk in g  for an agency, 

confirm the details at the w o rk p la c e  as 
well . W h o  can  direct your work? W h o  

you can turn to for conflict  resolution? 

W ho signs tim e sheets? W h o  should  be 
approach ed  for a d v ic e  on w ork  issues? 

Don't be  d isc o u ra g e d  from ask in g  for 
information that you  need.

Your physical needs  are  a lso  a pri­

ority. G e t  a b u i ld in g  pass ,  a nd  m a k e  
sure it works. Explore the building, and 

find the kitchen a nd  b a th ro o m . Ask  
about parking or pub lic  transport, and 

w h ere  to b uy  and eat lunch. Find out 

about the telephones, e m e rg e n c y  exits, 

and security  arrangem ents , e s p e c ia l ly  
after hours. M a k e  sure you  k n o w  h o w

Who’s Where

to ad just  yo u r  ch a ir  and  other e q u ip ­

ment, and that your w o rk p la c e  is safe.

So c ia l  re la t ionsh ips  are  the most 

important thing to get right. Introduce 

y o u rs e l f  to e v e r y o n e ,  in c lu d in g  staff 

ou ts id e  the library. Try to ad just  you r 

b e h a v io u r  to suit the w o r k p la c e  c u l ­

ture. S o m e  p eop le  m ay find you threat­

ening, or resent contractors, or just not 

like you. You need to take the initiative 

and persist until you are  accep ted . Ask 

to be included  in m eetings and socia l 

events . As a social being, you  need  to 

be recogn ised  by and  in clu ded  in the 

group.

O n c e  you feel com fortab le  in your 

env ironm ent,  you  ca n  con centra te  on 

find ing  out the deta ils  o f  you r  w ork .  

W rite  d o w n  responsib i l it ies ,  p r o c e ­

dures, deliverables , and due  dates. Test 

c o m p u te r  netw ork  a c c e s s ,  p assw o rd s  

and other tools  thoroughly . M a k e  sure 

everyth ing  w orks  proper ly  for you, not 

just for the person dem onstrating it.

This is not a theoretica l checklist ,  

but a su m m a ry  o f  things I c o u ld  h ave 

d o n e  better o v e r  the last three years .  

I h a ve  fo und  that p ro fess io n a l  skil ls  

and  a g o o d  recru itm ent a g e n c y  are  

not e n o u g h  for s u c c e s s  as a c o n t ra c ­

tor. You a lso  need  assert ive  strategies 

and  so c ia l  skills to he lp  you  to ad a p t  

q u ic k ly  to e a c h  n e w  w o r k p la c e  and 

establish you rse lf  within it. O n ly  then 

can  you  ap p ly  you r skills and perform 

at a pro fessional level.
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M ir a n d a  L e e  h a s  b e e n  a p p o in t e d  
to the p o s i t io n  o f  e x e c u t i v e  o f f i c e r  
o f  the  A u st r a l ia n  D ig i ta l  A l l i a n c e  
(AD A), a n d  c o p y r ig h t  a d v i s e r  (L a w  

and Policy) for the A u stra l ian  Librar­
ies C o p y r ig h t  C o m m it t e e  (A LC C).

M ir a n d a  w a s  p r e v i o u s l y  e m ­

p lo y e d  as  a legal a n d  b u s in e ss  affairs  
a s s o c ia t e  o f  E n e r g e e  E n te r ta in m e n t.  

Sh e  has  a lso  w o r k e d  in the past  w ith  
the  Arts L a w  C e n t r e  a n d  M in te r  El­
lison , a n d  u n d e r t o o k  a n  in te rn sh ip  

w ith  S e s a m e  Street  ( N e w  York) a s  a 
film co -o rd in ato r .

M ir a n d a  is a s o l ic i to r  o f  th e  S u ­

p r e m e  C o u r t  o f  N e w  So u th  W a l e s  

a n d  g r a d u a t e d  in M a s s  C o m m u n i ­

c a t io n s  a n d  L a w  fr o m  M a c q u a r i e  

U nivers ity .  S h e  is lo o k in g  fo rw a rd  to 

w o r k i n g  w ith  th e  N a t io n a l  L ibrary , 

the A D A  a n d  the  A L C C  in m a n a g in g  

the c h a l le n g e s  p o se d  b y  the c h a n g in g  

c o p y r ig h t  e n v ir o n m e n t .

M ir a n d a  is b a s e d  at the N a t io n a l  

Library , a n d  c a n  b e  c o n t a c t e d  at 

m l e e @ n l a . g o v . a u . N ic k  Sm ith ,  the  

fo rm e r  c o p y r ig h t  o f ficer , h as  m o v e d  

to th e  A t to r n e y  G e n e r a l ' s  D e p a r t ­

m ent. ■
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i m p r o v e m e n t .  
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v a l u e .  I n f o r m a t i o n ?  
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