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Introduction and Welcome
Employee Welcome
Congratulations on your successful appointment and on behalf of the management and staff, welcome to your new career at <insert business name>.
Our employees are critical in helping us maintain a successful business and we value the skills and expertise you will bring to this role.  We hope that throughout your career with us you will continue to develop and will take advantage of the opportunities we provide.  Our employees are our most important asset and we strive to provide you with a great place to work. 
We look forward to a long and successful working relationship. 

Purpose of the Manual
This manual has been developed to provide you with the information you need to know before you commence, as well as key details you may need during the course of your employment.  We trust that you will read this document prior to your first day and clarify any queries with your immediate supervisor. 
This document contains general information about your working conditions and (“the Company”) policies and procedures.  It is important to note that while this information is quite detailed, it should not be viewed as a full representation of your employment conditions.  For further information, please refer to your letter of appointment, contract of employment or your relevant award or agreement. 

Introduction to <insert business name>
(Provide detailed information about your business.  This should include who you are and what you do, history of (“the Company”), mission, objectives, vision, values and if applicable an organisational chart.)


Employment Conditions
QUALIFYING Period and Performance Plan
In the first weeks of commencement your supervisor will meet with you to discuss the outcomes required during your qualifying period.  All new employees are required to undergo an initial 6-month review to ensure the right fit for both yourself and the organisation.  This process is a great opportunity to clarify role requirements, learning outcomes and identify any additional training or support you may need to ensure your success in the business.  At the end of the probationary period your supervisor will either confirm your ongoing appointment, discuss with you an extension to your probationary period or they may choose to end the employment arrangement. 
Following the completion of your qualifying period, your supervisor will create a performance plan with you to record your objectives and KPI’s over the next 12 months.
All employees are required to undertake a performance planning discussion annually with their immediate supervisor.  At <insert business name> we encourage honest and open discussion in these meetings and conversation should include:
Identified training needs
Areas for further career development
Opportunities for improvement
New projects or KPIs
Re-alignment to business objectives
A review of performance over the last 12 months
While formal planning discussions are held annually, employees are encouraged to have regular catchups with their supervisor to discuss objectives and clarify performance requirements. 

Start and Finish Times
Normal working hours at <insert business name> are <insert working hours>.  It is imperative that you have arrived and are ready to commence work at this time.  If for any reason you are not able to commence work at your regular start time, you must inform your supervisor as soon as possible and no later than one hour prior to your regular start time.  Arrangements can be made for leave to be taken or you will be required to make up the time at the end of your day or shift.  While it is reasonable that you may run late due to unexpected circumstances from time to time, regular failure to commence work at your nominated start time may result in disciplinary action. 
(Include information about timesheets if appropriate)




Overtime and TIL
On occasion you may be asked to complete reasonable additional overtime.  If this should occur, your supervisor will discuss these requirements with you and will take into account your particular circumstances.  Overtime completed without prior approval from your supervisor will be considered as discretionary effort for role satisfaction and career advancement purposes.  When completing overtime relative penalty rates will apply, however at (“the Company”)  we believe in ensuring work/life balance for our employees and you may request to take this as time in lieu at an agreed time. 

Breaks
Full time staff are entitled to a <insert timeframe> meal break with additional break times of <insert break times>.  Employees are required to take meal and rest breaks during periods to minimise disruption to operational outcomes and ensure fluidity of service.  Your supervisor will discuss break times with you on your commencement.  We believe it is important for all employees to take their regular break times and you are encouraged to leave your desk or main work area during this period.  

Leave Entitlements
Leave provisions are only applicable to permanent full time and permanent part time employees.  Casual employees receive a 25% loading in lieu of these provisions.
Annual Leave
Full time staff are entitled to 4 weeks of annual leave per annum and part time staff will accrue leave on a pro-rata basis.  Applications for leave must be submitted to your supervisor as soon as possible in advance of your requested leave date.  There may be times of the year where your role is imperative to the operation of the business and all applications for leave must be mutually agreed with your supervisor. 
Employees are encouraged to take their leave each year.  If you accrue more than 8 weeks leave at any one time, your supervisor will discuss a leave plan with you to ensure you are taking sufficient rest periods from your employment. 
For information regarding Managing Excessive Annual Leave Balances, Cashing Out of Annual Leave and Taking Annual Leave in Advance, refer to the Annual Leave Policy.
Personal / Sick Leave
Personal leave includes sick, family and carer’s leave and will consist of 10 days of paid absence per annum after 12 months of service and is cumulative.  Employees who have not completed 12 months of service are entitled to a pro-rata amount of personal leave.  On return to work you will be required to complete a sick leave form.  This form needs to be submitted to the <insert location/position> to ensure you are paid any sick leave that you are entitled to.  If you are absent for more than one consecutive day, you will be required to present a doctor’s certificate stating the nature of the illness and the reason(s) why you were absent from work.  If you are unable to work due to illness, it is important that you telephone your supervisor advising the day you believe you will return to work.  These benefits are of course restricted to employees who are absent from work for genuine health reasons only. 
It is expected that all staff always give a minimum of one hour’s notice.  It is preferred that you give your supervisor as much notice as possible in order to provide alternative cover for your shift and reduce extra workload on your colleagues.  All sick leave payments will be made at standard pay rates only. 
If you require an extended period of leave (due to accident or illness) you will need to inform your supervisor and keep them updated regarding the estimated date you will be returning to work.  It is important that you are in contact with your supervisor on a regular basis to ensure that your position of employment is protected.
Carers Leave 
Up to ten days of personal leave (above) in any given year can be used as carer's leave; however, a further two days of unpaid carer's leave will be available on each occasion a member of your immediate family or a member of your household requires care and support because of illness, injury or unexpected emergency. 
Employees will be required to complete a Carer's Leave form on return to work.  If the duration of the Carer's Leave is for a period of two days or more, (“the Company”)  requires you to present a doctor's certificate stating, in addition to the fact that a family/household member is ill, that the illness is of such a nature that the person required looking after.  If you require an extended period of leave, (“the Company”) asks that you contact your supervisor and keep them updated in regard to the estimated date that you will be returning to work. 
Compassionate Leave 
In the event that a member of your family or household dies or contracts or develops a personal illness or sustains a personal injury either of which poses a serious threat to their life, you are entitled to take up to two days of paid compassionate leave on each occasion.  In this situation you may be required to produce a medical certificate or statutory declaration as soon as reasonably practicable, in order to access paid sick leave, carer's or compassionate leave. 
Parental Leave
Employees are entitled to take up to 52 weeks of unpaid parental leave at the time of the birth or adoption of a child.  An employee must have completed at least 12 months of continuous service with (“the Company”) immediately preceding the date on which parental leave commences.  More information about parental leave can be located in the Parental Leave Policy.
Community Service Leave
Employees are entitled to unpaid leave to undertake eligible community service activities such as voluntary emergency service duties and paid leave for jury service.  (“the Company”) will provide make up payments for full time and part time employees undertaking jury service up to a period of ten days.  Make up pay is the difference between what an employee was paid for jury service and the employee’s base rate of pay for their ordinary hours of work for the period of jury service.  Notice and evidence requirements must be met by an employee for them to take this leave.


Family and Domestic Violence Leave
All employees are entitled to a maximum of five days unpaid leave to deal with family and domestic violence.
Family and domestic violence means violent, threatening, or other abusive behaviour by an employee’s close relative that:
seeks to coerce or control the employee
causes them harm or fear.
A close relative is:
an employee's:
spouse or former spouse
de facto partner or former de facto partner
child
parent
grandparent
grandchild
sibling
an employee's current or former spouse or de facto partner's child, parent, grandparent, grandchild, or sibling, or
a person related to the employee according to Aboriginal or Torres Strait Islander kinship rules.
The five-day entitlement starts when they start work and renews each year, but the entitlement does not accumulate from year to year if unused.
The leave can be taken if it is required, and it is unable to be dealt with during working hours, to attend to matters involving family and domestic violence such as:
making arrangements for the safety of themselves or family members
attending court hearings
accessing police services
The leave can be taken as single or multiple days and can be taken at less than one day at a time if agreed between the employer and employee.
Pay Details
Staff will be paid for all hours worked on a <insert weekly, fortnightly, monthly> basis and your contract of employment will provide your hourly rate of pay.  You will be paid via EFT into a bank account of your choice.  Please ensure you have completed all forms associated with your pay prior to your commencement.  Failure to complete or return these forms may result in a delay in the processing of your pay.  If you have any queries about your pay, please contact <insert Payroll Officer name and contact number>.
<Include information about timesheets and submission cut off times if appropriate>
Superannuation
<insert business name> will contribute 10% of your wage into a superannuation fund of your choice. 
Note: This amount will stay at 10% until 30 June 2022, and is expected to increase to 10.5% from July 2022, increasing to 12% from July 2025, and the superannuation guarantee contribution amounts will need to be reviewed in line with these increases.
Please provide the details of your preferred superannuation fund with your pay details.  You may elect to contribute additional pay towards your superannuation.  Please contact <insert payroll officer name and contact number> for the appropriate forms. 
Benefits and Training
At <insert business name> we invest in our employees and consider you to be a valuable asset to the business.  To ensure we attract and retain the best staff, where appropriate, we offer our employees relevant benefits and training opportunities.  See the Education and Training policy on page 63 for further information.
Working from Home
Employees are required to work from our premises, however working from home arrangements will be considered in special circumstances.  Please speak to your supervisor for more information about working from home or refer to the Working from Home Policy.
Parking and Company Vehicle
Parking is provided on site and public transport is available via <insert closest train station name>. 
<Provide further details about site parking, a map, public transport etc.>
If you are required to travel between sites during the course of your employment, a work vehicle will be provided for your use.  It is a requirement upon the commencement of your employment that a copy of your driver’s license be provided to your supervisor.  If there is any change to your license circumstances, you must inform your supervisor immediately. 
We trust that you will treat all (“the Company”) property with the same care as your own possessions, including our company vehicles.  For further information, see our Use of Company Vehicle policy. 
Keys and Access to the Premises
On your first day of employment, your supervisor will give you <insert keys, swipe card etc.> to access the building.  Your hours of entry are from <insert time and consider two hours prior and after start and finish times to allow for overtime>.  Access to the building out of these hours will require your supervisor’s approval and you will be provided with instructions on how to de-activate and set the alarm system. 
If you misplace or are unable to find your <insert keys or access card etc.> for a period of more than 2 days, you must inform your supervisor for security purposes.  A new <insert keys, access card> will then be arranged for you. 
Smoking
Smoking is not permitted in any <insert business name> buildings or places of work including vehicles.  A designated smoke area has been established <insert information about this> where staff can smoke only during break times.  All employees are reminded to ensure cigarette butts are extinguished and disposed of in the provided smoke bin.
OR 
Smoking is not permitted on any (“the Company”) premises including work vehicles.  If staff wish to smoke, they must do so away from the premises and only during designated break times. 
Induction 
At <insert business name> we understand that commencing with a new organisation can be a daunting experience and we aim to make this process as seamless and enjoyable as possible for each new employee. 
On your first day of employment your supervisor will guide through an induction program in the following key areas:
Health and safety
Orientation of the building and facilities
Meeting your team members and other office staff
Confirmation of (“the Company”) policies and procedures
Submission of all appropriate forms to the payroll officer
Introduction to your induction buddy
Set up of your workstation, computer log-in, stationery, etc.
In addition to induction with your immediate supervisor, (“the Company”) also has an induction buddy system in place.  On your commencement you will be paired with a staff member who has been selected for their knowledge and understanding of the role and the organisation.  Your buddy will be available to assist you with any queries throughout your induction and probationary period.
Once your initial induction is complete your supervisor will work with you to ensure smooth onboarding and transition to your new role.  The onboarding process includes further learning required for your specific position, such as:
Use of software programs
Position and company procedures
Filing systems
Procedures for using specific equipment
Personal Property
(“the Company”) cannot be held accountable for any personal property that is damaged or goes missing at the workplace. 
Any personal property an employee brings to the workplace or worksite of (“the Company”) is the responsibility of that employee.
Redundancy Pay and Notice Periods
Award employees who are terminated due to a genuine redundancy may be entitled to the following payments dependent upon their employment status, length of service and size of the business they are employed in:
Notice of Termination or Payment in Lieu of Notice
Employee’s period of continuous service with the employer at the end of the day the notice is given.
Period
Not more than one year one week
More than one year but not more than three years two weeks
More than three years but not more than five years three weeks
More than five years four weeks
Then increase the period by one week if the employee is over 45 years old and has completed at least two years of continuous service with the employer at the end of the day the notice is given.
Redundancy Pay
The amount of the redundancy pay equals the total amount payable to the employee for the redundancy pay period worked out using the following table at the employee’s base rate of pay for his or her ordinary hours of work:
Employee’s period of continuous service with the employer on termination.
Redundancy Pay Period
At least one year but less than two years four weeks
At least two years but less than three years six weeks
At least three years but less than four years 7 weeks
At least four years but less than five years eight weeks
At least five years but less than six years 10 weeks
At least six years but less than seven years 11 weeks
At least seven years but less than eight years 13 weeks
At least eight years but less than nine years 14 weeks
At least nine years but less than 10 years 16 weeks
At least 10 years 12 weeks
These provisions do not apply where an employee had had less than 12 months’ continuous service on termination.
Abandonment of Employment
An employee who is absent from work for a continuous period of three working days without the approval of (“the Company”) and without notification of the reason to (“the Company”) within that period, will be deemed to have abandoned their employment.
In these circumstances the employee will be assumed to have resigned their employment and (“the Company”) will be required to provide the employee with notice of termination of your employment.
(“the Company”) shall attempt to contact the employee prior to exercising the rights in this clause, in order to establish whether absence from work is because of illness, injury, other emergency or unavoidable reasons.
General Staff Expectations
Customer relations are of utmost importance to <insert business name> and as an organisation we always strive to deliver above and beyond service.  Our reputation relies on the service that our employees provide, and we have clearly outlined standards which all employees must uphold.  This includes:
A response to phone calls and email messages within two business days
A response to letters within one business week
A positive, warm, and helpful approach – smile!
A willingness to assist always even if it is not your area of responsibility
An above and beyond approach to customer service – if time allows, go out of your way to ensure a fantastic service experience
Show courtesy and respect to all customers
Always follow up on the commitments you have given.  If you are unable to provide an answer within a timeframe, contact the customer to let them know
Always show respect to other team members and management and particularly when dealing with customers - you are representing the business as a whole 
Try to anticipate customers’ needs, particularly if they are regular customers
If you do not know the answer, find out or transfer to an appropriate person who can assist
Where time/tasks allow, make friendly but professional conversation
Treat any complaints seriously and contact your immediate supervisor

Telephone Phone Protocol
A telephone enquiry is usually the first form of communication customers will have with our business and may mean the difference between an ongoing client and choosing to do their business elsewhere. 
Because of this it is vitally important that all telephone communication is professional and helpful.  The following standards will assist you:
Answer phone calls within the first three rings
It is every employee’s responsibility to answer phone calls, even if the phone is not on your desk
Smile when you answer the phone – this will reflect in your tone
Our standard phone greeting is as follows: 
‘Good morning/afternoon, (business name and/or division if appropriate) you are speaking with (name) how may I help you?’
All calls (including those internally and from suppliers) should be answered with enthusiasm and genuine interest. 
If you are taking a message for another staff member, the following should be recorded:
Date and time
Callers name and business if applicable
Their contact numbers
Information the caller is seeking/reason for call
Approximate time the person will be available (if applicable)
Time the caller prefers to be contacted
The standards outlined in the general staff expectations also apply to telephone protocol. 
Dress, Uniform and Presentation
All staff are required to dress and present themselves professionally and with a high standard of personal grooming.  General standards for dress are outlined below:
At all times, your attire should be professional – shirts with collars are considered professional attire
Outdoor or trades staff should dress appropriately to suit their circumstances
Skirts should be at the knee or below and shoulders covered – singlet tops are not considered professional attire
Clothes should be clean and ironed
Hair should be tied back if possible 
Make up and jewellery should be worn in moderation
Appropriate footwear is important for the health and safety of employees and should be enclosed
A clean-shaven appearance is preferred
Tattoos and facial piercings should not be visible
Where a uniform is supplied by the employer, employees are not to alter the design, cut or pattern of the garments in anyway, except where necessary for correct fitting.  The uniform must be worn in its entirety at all times in the manner and style in which it was intended (including of shirts and blouses to modest level), and is not to be mixed or worn with any other non-approved items of clothing (blouse/shirt with skirt/pant, under jacket/cardigan/vest as required). 
It is important that uniform items are maintained (laundered, repaired) in a neat and clean condition by the employee to whom they have been issued.  The manufacturer’s care, washing and ironing instructions should be followed.  It is recommended that jackets be dry-cleaned.
Clothing and accessories with the attributes listed below are unacceptable: 
Torn, dirty or frayed clothing.
Clothing that is not pressed (if required) and/or wrinkled.
Missing, or mismatched buttons.
Broken zips
Hems down.
Stained, faded/discoloured (beyond normal wear and tear).
Uniforms will be reissued approximately every <insert issue time> at a time specified by (“the Company”). Replacement or additional clothing will be on the basis of fair wear and tear or such basis as approved in writing by the Supervisor, and at the discretion of the Manager.
If an employee’s size changes between the placing of an order and delivery, unless extenuating circumstances apply, there will be no returns or exchanges performed at Company expense.  It will be the responsibility of the employee to arrange replacement/alteration of the garment/s, in liaison with your direct Supervisor. 
Where an employee loses a garment, or it is permanently damaged as a result of non-work-related activities, replacement of such garments will be at the employee’s expense. 
All Company funded uniforms and accessories are required to be returned to your immediate supervisor, to be then forwarded to the appropriate person within (“the Company”) , within 5 working days of the day the employee ceases working with (“the Company”) .  Garments should be returned clean and ironed.
Although at the discretion of (“the Company”), styles deemed not appropriate footwear in an office environment include: 
Open toe of any description (includes thongs, sandals)
Casuals (includes slippers)
Joggers and all sports shoes (include athletic shoes, tennis shoes)
Shoes with stiletto heels
Shoes with patterns, trims, cut-outs, patent or non-leather or non-leather-look finishes
Where issued, name badges must be kept in good repair and worn where visible as part of the uniform while at work.  Replacement badges will be on the basis of fair wear and tear or such basis as approved in writing by the Supervisor, and at the discretion of (“the Company”).  Additional badges will be at the employee's expense. 
Hair should be kept neat and styled in a business-like fashion.  Female staff should colour coordinate hair accessories.
<Insert other uniform/personal protective equipment as applicable to your organisation/the role.  This may include steel-capped boots, long sleeves and pants, safety hat, gloves, sunscreen etc.>
Exceptions
There may at times be exceptions that prevent employees from wearing required garments.  Some examples include:
Maternity wear
Religious restrictions / requirements
Illnesses or accidents
Problems relating to the spine, leg, or foot
Casual for a Cause day
Theme days, e.g. Black Friday, St Patrick’s Day, State of Origin
Dress standards should still be adhered to as much as possible on Casual and Theme days.
All exceptions are to be approved by and are at the discretion of (“the Company”) .


Code of Conduct
Code of Conduct for all Staff
The following Code establishes the standards of behaviour that should be met by all staff:
Compliance with all company Policies, Procedures, Rules, Regulations and Contracts
Compliance with all reasonable and legal instructions of Managers/Supervisors
Ensure that all staff, customers/clients are treated with courtesy and respect
Do not engage in any gossip, particularly regarding other staff
Do not engage in harassing behaviour towards other staff, customers, or clients
Do not swear or use inappropriate or offensive language
Ensure company telephones are not used for personal use unless in an emergency situation that would constitute as medical or traumatic events
Staff receiving personal calls during works hours, must recognise the interruption to colleagues and their work and quickly deal with the call.  Staff are strongly encouraged to take messages and contact their caller in their own break time
Understand that mobile phone usage whilst at work is a privilege, must be limited and must not distract other employees.  Managers/Supervisors may require the employee to turn off his mobile telephone during working hours
Be honest and fair in dealings with customers, co-workers, company management and the general public
Do not discriminate on the basis of irrelevant characteristics, such as sex, race, disability, pregnancy, age, marital status, sexual preference
Do not perpetrate, permit, or fail to report violations of any federal, state or local government law or regulation
Ensure that you declare any conflict of interest between your role as an officer of (“the Company”) and your involvement in an outside activity
Do not misappropriate company funds or property
Do not misappropriate funds or property of customers or clients
Ensure the highest standard of quality in services
Do not falsify reports or breach copyright
To maintain during employment with (“the Company”) and after the termination of employment, the confidentiality of any confidential information, records or other materials acquired during the course of employment with (“the Company”)
To not make any unauthorised statements to the media about (“the Company’s”) business
To ensure no fighting in the workplace
To dress in an appropriate manner and to ensure that appearance is presentable, clean, neat, and tidy
Always put safety first and do your utmost to comply with workplace health and safety requirements, and
Always acknowledge other people's work and ideas.

Code of Conduct for Managers and Supervisors
In addition to complying with all the above, Managers and Supervisors also have the responsibility to execute their managerial and supervisory duties with fairness.
You should also ensure that you:
Do not condone, permit, or fail to report any breaches of the above Code by employees under your supervision
Promote a team spirit amongst employees through your own behaviour
Maintain confidentiality when conducting investigations into employee grievances
Avoid bias in decision making
Ensure compliance with company procedures when counselling and disciplining employees
Disqualify yourself from decision making where you are unable to remain objective
Never pressure an employee to resign
Exercise objectivity when administering rewards or discipline
Do not accept bribes, gifts, or benefits, and
Do not represent someone else's idea as your own.
Where these standards are not met, then appropriate disciplinary action will be taken.  In cases where the breach involves serious misconduct, this may result in instant dismissal.  In cases where a breach of the Policy involves a breach of any law, then the relevant government authorities or the police will be notified.


Policies and Procedures
Work Health and Safety 

At <insert business name> we promote a positive health and safety culture, and this is vital to the way we operate our business every day. 
(“the Company”) recognises its moral and legal responsibility to provide a safe and healthy work environment for employees (including contractors and employees of contractors), clients and visitors to site.  This commitment extends to ensuring that operations do not place the local community at risk of injury, illness, or property damage.  
Our WHS objective is to actively work towards elimination of injuries and fatalities.  Our target is to have an annual reduction of all injuries and incidents.  
Responsibilities
Management are committed to…

Integrating WHS into all aspects of (“the Company”) operations
Doing everything reasonably practicable to ensure the health, safety, and welfare of its employees while they are at work
Compliance with legislative requirements, current industry WHS standards and co-operation with Regulatory bodies, as far as is reasonably practicable
Identifying any hazards in the workplace that may be a risk to health and safety and eliminating or controlling those hazards
Exceeding legislative requirements and aiming for best practice systems of work
Measurable targets to ensure continued improvement reflected in accountability/key performance indicators at all levels
Provision and maintenance of a work environment that is safe and without risks to health
Consultation with employees and other parties to improve decision-making on WHS and environmental matters
Development, implementation, and review of written safe work procedures
Distribution and communication of safety information and safe work procedures
Information, training and supervision to employees’ contractors, clients, and visitors to ensure safety
Support and assist employees in effective injury management and rehabilitation 
Review and assessment of WHS policies

Employees are expected to

Take reasonable care for the health and safety of themselves and others at work
Co-operate with (“the Company”) to enable compliance with WHS legal obligations
Participate in consultative arrangements
Assist management to meet WHS targets/key performance indicators
Participate in return to work programs (RTW)
Comply with all reasonable instructions from managers in relation to health and safety issues at work
Ensure that they know how to use equipment safely and that they use all equipment in a correct manner.
Safety can be as simple as using correct manual handling techniques when lifting a box or ensuring water on the floor is mopped up. 
If you are provided with personal protective equipment it is a condition of your employment that this be appropriately maintained and worn when completing appropriate tasks. 
Designated health and safety and first aid representatives (HSR’s) are present throughout the business and you will be introduced to the representative for your designated work area upon commencement. 
If you sustain an injury while at work, you must inform your supervisor immediately and within 24 hours of sustaining the injury.  In the event that you sustain an injury where you are unable to perform your usual duties, (“the Company”)  will work with you, your supervisor and your doctor to achieve a successful return to work. 
Roles, Responsibilities and Accountabilities Policy
Successfully managing health and safety in the workplace relies on commitment, consultation, and co-operation. Everyone in the workplace needs to understand the need for health and safety, what their role is in making the workplace safer, and how they can fulfill their responsibilities and duties.
(“the Company”) allocates the following responsibilities:
Employer – Officer (Board Member, Managing Director or other)
Approval of WHS documentation
Communication of WHS policies and objectives
WHS Leadership
Allocating sufficient WHS resources
Reviewing WHS performance
Providing direction for increasing WHS performance
Establishing and promoting a WHS culture
Legal obligations to provide and maintain a safe workplace
Employer - Management
Integration of WHS into all decision making
Consult with employees and other duty holders/contractors
Plan, develop, implement, monitor and review WHS policies and programs
Control risks
Support WHS Committees
Provide WHS Communication
Discuss WHS at toolbox meetings
Identify training needs and enable training as required
Reporting and recording
Liaise with relevant Regulatory Authorities
Legal obligations to provide and maintain a safe workplace
All employees
Comply with WHS policies, procedures, and programs
Work in a manner that is safe and does not create risks to themselves or others
Report and assist to rectify hazards
Participate in consultative arrangements
Legal obligations to not endanger others by their acts or omissions
WHS Committees
Develop, monitor and review WHS policies and procedures
Monitor and report on WHS performance
Monitor changes in legislation
Review Corrective Actions
Provide WHS information to employees
Emergency Procedures
In the event of an emergency your supervisor or a trained member of staff will direct you to the appropriate exit subject to where the emergency is located within the building.  Please remain at your desk until you are instructed to vacate the premises. 
<insert building specific WH&S information here such as emergency exits, warden procedures, siren sounds at the premises etc.> OR 
Reference (“the Company”) Work Health & Safety Emergency Response Plan Manual for specific information on Policy and Procedures. 
Upon commencement your supervisor will provide information regarding the location of emergency exits, first aid kits and fire extinguishers in the building.


Hazard Inspections
All work areas are required to complete a hazard inspection checklist every six months.  This responsibility will be rotated amongst the team and you will be provided with assistance from your WH&S representative.
If you identify a hazard it is your responsibility to report it.  This includes eliminating the hazard immediately (where possible and safe to do so), informing your colleagues of the hazard particularly where it poses an immediate danger, completing the hazard reporting form and providing this to your supervisor with suggestions for hazard elimination. 
Identification and the reporting of hazards is particularly important to the way we do business.  At (“the Company”) we welcome suggestions to improve the health and safety of staff and customers.  If you have a suggestion for the improvement of a health and safety item, please contact your WH&S representative.
Safety is everyone’s responsibility.
WHS REPORTING POLICY
<insert business name> is committed to the provision of a functional and effective WHS management system and as such, understands the value in seeking feedback on certain elements of this.
Objective 
To provide direction for nominated persons to provide feedback via reports submitted to Senior Management on selected WHS management system elements.
Policy
(“the Company”) will select nominated persons to report on the following:
Legislative:
Injury reporting
Notifiable incidents
Health Monitoring
Maintenance of company vehicles, plant, and equipment
Other legislated matters as relevant (e.g. manual handling, dangerous chemicals etc)
Reviews of risk controls
Consultative arrangements

Non-legislative:
WHS performance
Results of audits
Incident reports and investigation
Corrective Actions
Lost Time Injuries rates and times
Return to Work statistics
Hazard Identification
Risk Assessments 
Safe Work Method Statements
Preventative actions


Rehabilitation and Return to Work Policy
<insert business name> believes that its employees are its greatest assets. We are committed to assisting injured employees to return to work as soon as medically appropriate and work with the medical community to help injured employees regain quality of life. 
Objective
(“the Company”) will develop a program to ensure injured employees return to work in a timely and safe manner.
Policy
(“the Company”) will undertake the following in the case of a workplace injury:
Ensure the injured employee’s right to confidentiality of medical information
Ensure that no information will be used to discriminate against the injured employee
Nominate a Return to Work (RTW) Coordinator who has:

Authority and time to adequately consult, liaise and make decisions with the relevant parties, subject to this policy and procedure
Ability to communicate across cultures, including ethnicity, gender, and age,
No function in the role of a claim’s manager
Has completed training as a RTW Coordinator (approved by State Authority) 
Establish a return to work group, which will comprise the RTW coordinator, the injured employee (where medically able), the Health and Safety Representative and the union delegates 
Ensure RTW plans are completed within the legal timeframes
RTW plans will:
Commence as soon as possible after the likely time off work is known
Be based on the advice of the employee’s own treating health practitioner/doctor, and the occupational rehabilitation service provider
Be developed with regard to the health and safety of co-employees
Be developed in adherence to the risk management plan
Be in compliance with the relevant legislation and agreed consultation procedures
Be written using the Return to Work plan agreed format and provided to the employee and their health care provider
Be regularly evaluated, monitored, and updated by the RTW Group
(“the Company”) will ensure the employees early return to work where it is safe to do so. Options for a RTW plan shall be in accordance with the following preferred order:
Original duties within work area/shift, with modification of workstation and equipment where required
Modified duties, hours, and/or work area
Alternative duties with appropriate training
Retraining or further training and/or education
Employees of (“the Company”) must participate in RTW by:
Obtaining appropriate medical treatment
For work related injuries, obtain a Medical Certificate from their treating medical practitioner and provide appropriate employees compensation forms and documentation
Contacting the employer as soon as possible after injury/illness
Maintaining communication
Assisting to identify suitable modified duties
Accepting modified duties where agreed/reasonable
Actively participating in return to work plans
(“the Company”) will:
Maintain a register of acceptable modified duties
Make offers for modified duties in writing (on the applicable forms) and provide these to the injured employee and healthcare practitioner. Not terminate the employment of an injured employee by reason of their injury or reasons that include their injury
Educate employees in relation to the causes of the injury and subsequent risk controls
Keep records as required by State Authority
Display an “If you are injured” (or similar) poster for employees
Ensure all employees are aware of responsibilities and rights in relation to RTW through training and education
Manage disputes through agreed procedures and legislative requirements




Fatigue Management Policy
<insert business name> is committed to protecting the health, safety, and welfare of our employees. We believe that fatigue can cause the potential for fatalities or serious injuries to employees (including contractors and employees of contractors), visitors or members of the public and as such, are committed to the effective management of fatigue risks. 
Objective
To identify and reduce risks in relation to fatigue and to provide adequate resourcing to prevent fatalities, injury or illness caused by fatigue. 
Policy
(“the Company”) will:
Develop and implement a documented Fatigue Management Plan (FMP) in the following situations:
Overnight shifts
Potential for extended shifts 
Employee shifts that could exceed 48 hours in a consecutive 5-day period (including unplanned, on-call or emergency work)
Employees do not have a minimum of 2 days in a row without working in any 7-day period
Where fatigue has been identified as a potential health and safety risk
FMP will be developed in consultation with relevant persons and include the following:
Allocation of responsible persons
Allocation of resources (including financial and personnel) to implement FMP
Identification of risk factors for fatigue. Including:
Mental / physical demands of work
Work schedules and planning
Environmental factors
Commute times
Work/home life balance / constraints
Existing health conditions that may contribute to fatigue
Assessment of risk
Development and implementation of suitable controls
Training for all relevant persons in importance and use of controls
Review of exposure standards and PPE requirements for extended work times 
Review and audit of controls
Adequacy of the FMP will be reviewed every 6 months, or if an incident or near miss occurs in relation to fatigue. The FMP will then be monitored and reviewed accordingly



Fatigue Management Procedure
Purpose 
The purpose of this procedure is to ensure the effective, systematic, and consistent management of all risks associated with employee/worker fatigue and the continuous improvement of our Fatigue Risk Management Framework.
Scope
This procedure applies to any worker with control over or that might influence the fatigue of an employee or worker within (“the Company”) (including but not limited to the roles listed below).
Procedure detail
Overview of fatigue management 
The purpose of fatigue management is to identify and assess potential fatigue-related risks before they occur so that risk treatment measures can be implemented which either eliminate the risk entirely (where practicable), or reduce the likelihood that  the risk will occur or reduce the potential adverse consequences of the risk.
Fatigue Risk Management Framework
<insert business name> Fatigue Risk Management Framework incorporates the relevant Fatigue Management Strategy that we operate under (i.e. Standard Hours, Basic Fatigue Management or Advanced Fatigue Management) and contains the same set of stages included in the Risk Management Procedure. Refer to the Risk Management Procedure for further guidance on each of the following stages
Establish the context
This stage defines the basic parameters for fatigue risk management and sets the scope for the rest of the risk management process. The context is established as part of our general Risk Management Framework and is then applied throughout the organisation.
Identify risks
This stage can either take place at initialisation or during maintenance.
During initialisation, this stage identifies the individual risks to be managed in our workplace by systematically identifying what can happen, when, where, how, why and to who. The aim is to generate a comprehensive list of fatigue-related risks which will be added to the Risk Register.
During maintenance, this stage works in conjunction with the Monitor and Review stage to identify whether:
implemented control measures result in new risks
reported hazards, near-misses or incidents highlight new risks
new activities, processes, equipment etc. result in new risks
This stage will incorporate recommendations from the:
Hazard Observation Form (where a hazard has been observed)
Incident Report Form (where an incident has been reported) 
Other Risk Management Framework processes (e.g. review of policies, procedures, and data)
Industry bodies, specialists, and representatives
This stage will focus on those tasks and roles that have a potential impact on employee fatigue, such as consignors, consignees, schedulers, drivers, loaders, packers, Senior and department managers, and the employee/worker themself.
Fatigue-related risks can be divided into two categories representing shared responsibility:
work-related risks (responsibility of the organisation)
non work-related risks (responsibility of the worker)
Common fatigue-related risks include:
Work-related risks	Non work-related risks
Schedulers over-scheduling an employee/worker for a shift that exceeds the allowable work time based on the work and rest hours option they operate under	Schedulers allocating timeslots that cannot be met without an employee/worker skipping a rest break	Schedulers scheduling employees/workers to work combinations of day shifts and night shifts 	Schedulers not rostering sufficient rest periods between shifts	Loaders experiencing delays in vehicle loading which impact the employee/workers’ work time	Consignors demanding unachievable delivery times	Company not providing appropriate facilities to enable employees/workers to rest 	Company payment schemes that incentivise employee/workers to skip rest breaks	Employees/workers not being able to recognise and act on their fatigue warning signs	Employees/workers starting a shift already fatigued from factors in their personal life such as a new baby or excessive social activities	Employees/workers repeatedly not getting enough good quality sleep between shifts leading to accumulated sleep debt	Employees/workers with poor health habits such as excessive smoking, drinking, and use of caffeine	Employees/workers with un-diagnosed or un-reported medical conditions that cause fatigue such as insomnia

Fatigue-related risks can be identified in a range of ways, such as:
making informed opinions based on experience and industry trends
consulting with employee/workers, schedulers, and other appropriate workers
inspecting rosters and schedules
analysing hazard observations, incident and near-miss reports and other documentation
observing scheduling, loading and driving-preparation activities
auditing the Fatigue Risk Management Framework annually
Assess risks
This stage involves analysing and then evaluating the identified fatigue-related risks.
Analysing involves considering the sources of fatigue-related risk and combining their potential consequences and the likelihood that they will occur in order to allocate their risk level. It is important to evaluate the effectiveness of existing controls that have already been implemented from previous risk management activities. 
Analysing the likelihood and consequence of fatigue-related risks can be difficult because individuals respond differently to factors that may contribute to fatigue. For example, a factor that causes one person to feel fatigued may have little impact on another person. There are some factors that are likely to contribute to fatigue in a majority of individuals because they disrupt normal body rhythms or prevent adequate rest and recovery. These include the:
total length of the shift
total number of hours worked during the shift
type of work performed
time of day when work is performed
length of rest break during the shift
length of rest break between shifts
number and regularity of night shifts 
number and regularity of on-call shifts
Evaluating is about using the outcomes of the risk analysis to decide which of the fatigue-related risks need risk treatment measures and their priority for implementation.
When assessing the risk of fatigue, it is important to remember that fatigue is cumulative. A risk that has a low or moderate risk level but is ongoing, can lead to severe consequences if not treated. 
Likelihood	Consequences
	Insignificant	Minor	Moderate	Major	Severe
Almost certain	Moderate	High	High	Extreme	Extreme
Likely	Moderate	Moderate	High	High	Extreme
Possible	Low	Moderate	Moderate	High	Extreme
Unlikely	Low	Moderate	Moderate	Moderate	High
Rare	Low	Low	Moderate	Moderate	High


Treat risks	
This stage involves identifying, assessing, selecting, documenting, and implementing the risk treatment options that will eliminate the fatigue-related risks that will not be tolerated or minimise them if elimination is not reasonably practicable.




Risk treatment options
Eliminate the risk	By removing the risk altogether (uses Elimination from the Hierarchy of Controls below)
If you cannot eliminate the risk, then consider:
Reduce or control the risk consequences	By implementing one or a combination of control measures from Substitution, Isolation, Engineering, Administration and PPE from the Hierarchy of Controls below
Reduce or control the risk likelihood	By implementing one or a combination of control measures from Substitution, Isolation, Engineering, Administration and PPE from the Hierarchy of Controls below
Share the risk	By sharing or transferring ownership and liability for the risk to another party (e.g. partnership/joint venture or insurance)
Tolerate the risk	By making an informed decision to accept the risk at its current risk level 

The Hierarchy of Controls is used to rank each treatment option (risk control) from the highest level of protection and reliability to the lowest. You must always aim to eliminate a hazard, which is the most effective control. If this is not reasonably practicable, you must minimise the risk by working through the other alternatives in the hierarchy. 





Hierarchy of Controls
Level 1: Always aim to eliminate the risk
Elimination	Involves removing the risk altogether, for example, enforce and monitor employees/workers to eliminate the potential to exceed the legal work hour requirements
Level 2: If it is not reasonably practicable to eliminate the hazards and associated risks, you should minimise the risks using one or more of the following approaches
Substitution	Involves substituting the hazard with a hazard that has a lower risk
Isolation	Involves separating the hazard from the person at risk, for example, providing employees/workers with rest facilities away from noise and distraction
Engineering	Involves applying mechanical devices or processes, for example, re-engineering the process for loading and unloading or lifting
Level 3: Should only be used as a last resort, an interim measure or to support a higher-level control measure
Administration	Involves minimising the risk by administrative means, such as procedures and training, for example, providing training in safe scheduling procedures to schedulers. It is not recommended to use this control on its own as it relies on human behaviour and supervision.
Personal Protective Equipment (PPE)	Involves using PPE, for example, ensuring vehicle seatbelts and airbags are maintained and in good condition. While this option can provide added protection, it is considered the least effective control method.


Common fatigue-related risk treatment options (controls) include
scheduling
implement rosters and schedules that meet all legal work and rest hour requirements
use predictable rosters (where possible) that limit the number of night shifts and provide appropriate rest breaks during and between shifts
restrict shift work, especially night shifts, to essential tasks and projects 
avoid high-risk, complex tasks during fatigue risk periods (e.g. 2am-6am)
assess new rosters or alterations to existing rosters to identify any fatigue-related risks prior to implementation
reduce the need for workers to be on-call
consider the impact of work-related phone calls that disrupt a worker’s sleep while not at work

monitoring and supervision
provide suitable supervision during shift work (especially high-risk tasks)
monitor workers for signs of fatigue
conduct random fatigue assessments of workers
monitor rosters, schedules, and trip plans for risks
contingency plans
provide a process for fatigued workers to stop work and report to their supervisor (without penalty) rather than continuing working and risking a fatigue-related incident
provide a process to manage a fatigued worker (e.g. re-allocate to suitable alternate duties or send home to gain suitable rest) 
policies, procedures, and tools that
communicate the roles, responsibilities, and requirements of the Fatigue Risk Management Framework
enable those roles with control or influence over employee/worker fatigue to eliminate or minimise fatigue-related risks (e.g. Employee/worker Fitness for Duty Checklist and Declaration, Scheduler Checklist)
information and training on
roles, responsibilities, and requirements of the Fatigue Risk Management Framework
legal work and rest hour requirements and other requirements under the legislation
identifying the signs of fatigue in yourself and others
managing work and non-work-related fatigue
counselling, support, and treatment
provide a confidential Employee Assistance Program (EAP) through an external service provider that is available to all workers and their families (places emphasis on the recognition and management of fatigue)
provide treatment and/or support for workers who experience fatigue-related issues
consignor/consignee
inform consignors/consignees of the effect of unreasonable scheduling demands
obtain consignor/consignee commitment to safe scheduling practices
All risks, risk treatment options (controls), implementation plans, responsible persons and due dates must be recorded in our Risk Register and implemented into any relevant documentation such as Safe Work Procedures. 
Monitor and review
This stage involves the ongoing monitoring and review of the fatigue-related risks and their controls.
The monitoring and review process can take place on a:
day-to-day basis as part of daily operations
ad-hoc basis, for example, after an incident has been reported
scheduled basis as part of annual audit processes

This stage checks that the controls:
have been implemented 
continue to be effective in eliminating or minimising the risks
do not result in new risks
If non-conformances or new risks are identified, then the risk management process will need to be repeated to make further decisions about risk treatment. 
(“the Company”) Risk Register will specify who is responsible for implementing the risk controls and by which date. It will also set out the date of the next review of the risk and controls.
Communicate and consult
It is important to communicate and consult with all relevant stakeholders (the parties impacted by the risks and/or controls) at each stage of the fatigue risk management process. 
Responsibilities 
(“the Company”) has identified the following roles within our organisation with obligations for fatigue management, as: 
<Insert person responsible in your business>
Supporting policies and procedures
This procedure operates within the Risk Management Framework outlined in the Risk Management Policy and Procedure, WHS Policy, and Fatigue Management Policy.

Implementation and evaluation
(“the Company”) will ensure this Procedure is reviewed and evaluated for its effectiveness in delivering objectives on an annual basis or earlier in the event of major changes to the legislation or our organisation structure and operations.


Excessive Working Hours Policy
Purpose 
<insert business name> has a duty of care that requires us to ensure that our employees are not subjected to the heightened risk of working extended and excessive hours. 
Scope 
(“the Company”) is committed to providing a safe, healthy, and productive workplace for all its employees. This policy defines and provides a clear guideline to the management of excessive work hours. 
Excessive Working Hours Policy 
To develop relevant policies, plans and programs to implement in consultation with employees and management which include: 
A working hours policy statement that demonstrates a commitment to reasonable working hours, taking into consideration specific workplace circumstances. For possible issues to address in it, see control measures for working hours arrangements suggested at the beginning of this section. 
Where applicable, a fatigue management plan/strategy that addresses specific workplace issues associated with different tasks, jobs, and operations. 
Consider including in the fatigue management plan/strategy: 
job, task, and operations-specific fatigue management plans. 
definition and communication of the roles and responsibilities of supervisors and employees. 
fatigue management guidelines based on current knowledge, with information and training tailored for the workplace and range of occupations and tasks. 
self-assessment checklists; and 
a means for checking information and training is provided to employees on fatigue management. 
And other control measures: 
procedures for employees to alert supervisors of potential hazard factors. 
procedures for the management of fatigued employees. 
a drugs and alcohol policy. 
a fitness for work policy. 
where relevant, ‘working in heat’ guidelines; and 
health and fitness programs. 
It has been acknowledged that there exists a correlation between excessive hours worked and workplace safety incidents - the difficulty arises in determining just what constitutes excessive hours.
While the awards cover penalty payrates for hours worked beyond specified limits, they do not take into consideration the physical effects on workers working successive extended shifts. Long and extended working hours coupled with activities outside working hours have the potential to lead to severe sleep deprivation that can result in lack of concentration and inevitably, workplace safety concerns.

Activity	Trigger
Maximum continuous hours worked	5 Hours 
Maximum average hours worked per day over 14 days	12 Hours
Consecutive periods exceeding 14 hours per day	0
Minimum continuous rest break per week	1 Day
Maximum hours worked per week	72 Hours
Minimum rest period per day	10 hours
Minimum short rest periods	10-hour shifts 	1 x 15mins & 1x 30 mins
Minimum short rest periods	12-hour shifts 	2 x 15mins & 1 x 30mins

Procedures 
(“the Company”)  payroll will monitor the time sheet information presented for pays and when the trigger points are reached as set out below, we will take the appropriate action to ensure the required breaks are taken. 
Work patterns as presented on time sheets outside the above limits are to be brought to the attention of the Site Manager’s 
The Site Manager will use discretion in determining if there is a continuing pattern developing or it is a one-off situation. 
If there is a consistent breach of these limits the HR Manager will be notified, and they are to take the matter up with the Site Manager for resolution. 
A refusal by the Site Manager to comply with requests by the HR Manager may lead to disciplinary action



Stress Policy

<insert business name> is committed to protecting the health, safety, and welfare of our employees. We recognise that workplace stress is a health and safety issue and acknowledge the importance of identifying and reducing workplace stressors. 
Objective
To identify and reduce risks in relation to stress and to manage the negative impact of stress. 
Policy
(“the Company”) will:
Identify sources of workplace stressors
Determine risks by describing the circumstances and exposure to risk and the potential effects
Control risks by implementing risk controls to eliminate or reduce risks in relation to stress
Consult with industry stakeholders, State Authorities, Health and Safety Representatives and employees in relation to stress risk controls
Promote recognised stress management techniques
Provide awareness raising and training for appropriate management of employees 
Establish reporting, issue, and conflict resolution guidelines
Recognise and support employees who may be experiencing work related stress
Ensure injured employees receive treatment and assistance they require to return to work
Reviewing systems work and risk control measures regularly, and in the event of an injury report in relation to stress. 





Grievance and Dispute Resolution Policy
At <insert business name> we strive to provide a harmonious and enjoyable place to work and encourage communication at all levels within the business. 
A grievance or dispute is generally described as feelings of wrongdoing or resentment towards another staff member or their actions and can arise from a range of workplace occurrences.  This can include:
Lack of communication
Workload and distribution
Opportunities for advancement and training
Use of offensive language
Leadership style
Personality clashes
In the event that you are involved in a grievance or dispute, the guidelines below should be followed to ensure resolution.
Step 1
 In the first instance you should always attempt to resolve the grievance directly with the person involved.  In most cases the other employee is not aware of their actions or the feelings they may have caused.  This gives both parties the opportunity to discuss the issue and a resolution to be reached straight away.  Keep in mind that every person has commitments, responsibilities, and stresses away from the work environment.  Resolving grievances, yourself will increase your sense of empowerment and better equip you to deal with grievances if they arise in the future.
If you decide to resolve the grievance yourself, meet with the other person in a quiet and confidential location and ensure you both have equal opportunity to express your views. 
Step 2
If the grievance is more serious, you feel you are unable to resolve the issue independently or the grievance remains unresolved, you should notify an immediate supervisor or manager. 
The <insert business name> leadership team have a responsibility to address problems in the workplace and they will take your grievance seriously and act respectfully to those involved.  The leadership team are committed to the principals of natural justice, will not pre-judge your grievance and will be fair in their approach to resolution. 
If you contact your manager or supervisor for resolution assistance this is considered a formal complaint and the matter will be investigated and an outcome decided.
The leadership team may require the services and guidance of other staff such as their manager or a member of the HR team, however they will not discuss the matter with others unless essential to the resolution.  In some cases, to provide an objective opinion, a third-party resolution company may be engaged.  You will be informed if management, a member of the HR team or another organisation will be contacted.
Following the investigation outcomes, the leadership team may implement resolution strategies for those involved such as:
Training and development
Counselling services
Disciplinary procedures
Changes in reporting structure, role, or workload
Implementation of policies and procedures
Personality type assessments and workshops
In some cases, the details of the resolution will be clear such as reporting structure or workload; however other actions may be confidential such as a formal warning or counselling services.  If the outcome is confidential, the person investigating the grievance will let you know. 
Step 3
It is important to remember that the grievance process is in place to resolve any issues and enable a positive move forward in the workplace. 
Following the resolution your supervisor may follow up with you from time to time to ensure your wellbeing and the prevention of future grievances.




Equal Employment Opportunity (EEO) / Anti-discrimination Policy
<insert business name>is an equal opportunity employer.  We value diversity and are committed to the principals of merit.  In our business all staff will be provided with equitable employment, learning and advancement opportunities. 
In addition to discrimination being unlawful, it is company policy that employees will not discriminate on the basis of any of the following attributes:
Sex
Sexual preference
Pregnancy
Family or carers responsibility
Political opinion
Disability
Race
Colour
Age
Social origin
National extraction
Note: There are state specific anti-discrimination laws that will apply to your business (such as trade union activity, lawful sexual activity etc.) and these items need to be included.  For more information about the antidiscrimination laws in your state, visit the Australian Human Rights Commission website www.humanrights.gov.au.
As an employee of (“the Company”) you are required to commit to the principals of EEO and anti-discrimination.  If you believe you are being discriminated against on any of the attributes above, please follow the grievance process laid out in this Manual.




Bullying and Harassment
<insert business name> aims to provide a workplace which is safe and enjoyable for all staff and any forms of bullying or harassment will not be tolerated. 
What is bullying and harassment?
Bullying is repeated behaviour which is offensive, humiliating, threatening, or degrading.  It may be directed towards one employee or a group of employees and can occur both down the reporting line from managers to staff and up the reporting line from staff to management.  Mobbing in particular occurs when a group of staff bully or harass another member of staff, such as their supervisor. 
The definition of harassment is when someone is made to feel intimidated, insulted or humiliated because of his or her race, colour, national or ethnic origin, sex, disability, sexual preference, or some characteristic specified under anti-discrimination or human rights legislation.
Harassment
Sexual harassment most often happens against women, but men can also be subjected to sexual harassment.
Workplace harassment can also be based on other grounds including race, disability, age, pregnancy, marital status, homosexuality, transgender, or HIV/AIDS status.
Harassment in the workplace can create an unpleasant or even hostile work environment.
Workplace harassment usually consists of a pattern of unwelcome behaviour; however, it can consist of just one act where this is of a serious nature.
Also, there is no requirement that the harasser intended to offend or harm in order for it to be unlawful.
All that is required under the law is that a reasonable person would consider that the person being harassed would be offended, humiliated, or intimidated by the behaviour in question.
The key element of sexual harassment is that it is unwelcome behaviour.  It has nothing to do with mutual attraction, or private, consenting friendships, whether sexual or not.
The definition of harassment is when someone is made to feel intimidated, insulted or humiliated because of his or her race, colour, national or ethnic origin, sex, disability, sexual preference, or some characteristic specified under anti-discrimination or human rights legislation.
Examples of Unlawful Harassment
suggestive comments about a person’s body or appearance
leering or staring at a person or parts of their body
demands that revealing clothing be worn
tales of sexual performance
persistent, unwelcome proposals of marriage
gender based insults or taunting
sexist or racist jokes
pornographic or nude posters in the workplace
homophobic material displayed on the notice board
homophobic abuse
verbal or written abuse directed at a transgender person
touching a person in a sexual way
sexual assault (criminal offence)
'flashing' (criminal offence)
obscene telephone calls (criminal offence)
asking questions about a person’s sex life 
unwanted confidences about a person’s sex life or lack thereof
persistent requests for a night out where these are rejected
requests for sex where these are unwelcome
making jokes at the expense of a person with a disability
verbal abuse or derogatory comments based on race
abuse based on a person’s age
bullying
Workplace Bullying
Bullying includes physical abuse and psychological abuse.
Violent behaviour is a highly objectionable form of bullying.  Note, however, that it can be manifested in more subtle ways that impact on the health and well-being of the victims of bullying.
Examples of Bullying Behaviour
Aggressive or frightening behaviour (e.g.) shouting or threatening or engaging in violence.
Threats of assault against a work colleague or damage to their property or equipment.
Rude or belittling comments
Standing in someone’s way or deliberately blocking their path in an intimidating manner
Isolating or excluding a person or persons from work discussions and /or other work-related tasks
Sabotaging a person’s work or their ability to do their job by not providing them with necessary information, appropriate training and/or resources
Abuse of management or supervisory power (e.g. inappropriate or unreasonable blocking of promotion, training, development, or other work opportunities
Any reasonable action by management, however, will not be considered to be bullying for example bullying is not:
Setting of reasonable workplace goals and standards, including work deadlines
Reasonable supervisory practices, or
Reasonable work performance assessment, counselling and disciplinary practices
In some instances, the harassment might take place outside the workplace: at the office Christmas party for example, or when an employee makes unwelcome phone calls to another employee at their home or follows them home from work.
If you go to another workplace to do your work there, it is also against the law to harass someone who is working there.
Bullying, harassment, and discrimination should not be part of the daily workplace environment and recently introduced State and Federal laws provide real penalties for those who transgress and/or allow this type of behaviour at work.
If you believe you have been bullied or harassed, in the first instance you must inform the other employee that you are not comfortable with their behaviour and ask them to stop.
If the situation does not resolve, follow the grievance procedures on Page 25.
Any forms of bullying and harassment pose a risk to employee health and safety will not be tolerated.  Employees who have harassed or bullied another employee will face disciplinary procedures and may be dismissed. 
Complainants will be provided with information on the progression of their claim in a timely manner and provided with support applicable to their particular circumstances and workplace, however employees must be aware that lodging a false or vexatious bullying, discrimination or harassment claim against another employee can have a serious impact on the accused person, and if during the course of, or at the completion of an investigation into the complaint it is found that the claim has been made in a vexatious or false manner, the employee who lodged the vexatious or false claim will be subject to disciplinary action up to and including dismissal.
At (“the Company”) we are mindful of developing a leadership culture which supports and motivates staff, however on occasion staff behaviour and performance may require close management.  Reasonable performance management of staff is not considered to be bullying and harassment. 


Workplace Bullying Policy
<insert business name> recognises the risk to employee health and safety from exposure to bullying and has adopted a ZERO tolerance policy.
Policy
Bullying is defined as “repeated, unreasonable behaviour, directed toward employees, who may create a risk to health and safety in the workplace”
Bullying can include:
Verbal abuse 
Demeaning language
Threats
Outbursts of anger or aggression
Humiliation
Physical or verbal intimidation
Excluding or isolating employees
Deliberately:

Assigning meaningless tasks
Unrealistic volume of tasks
Withholding information that prevents persons from working effectively
Changing rosters to inconvenience person
The Business will engage a 3-part approach to bullying.
Prevention:

Training employees about what constitutes bullying behaviour 
Creating awareness of the health and safety risks associated with bullying
Encouraging reporting 

Investigation:

All reports will be investigated by suitably trained persons
All cases will be investigated in a fair, unbiased manner following set guidelines

Control

Control strategies will be put in place that include (where relevant):
Re-assigning tasks/shifts/work locations
Mediation (internal or external)
Counselling
Disciplinary action that could result in termination of employment




Responsibilities
Principal Contractors/Management:
Be familiar with bullying policy and investigation procedure
Remain impartial and treat all cases fairly
Manage each case in a confidential and timely manner
Respond to all reported cases
Ensure prompt referral to support/mediation
Oversee controls and follow-up as required

Employees:
Report bullying to supervisor and/or complete bullying report form



Workplace Bullying Procedure
Responsibilities
All employees are responsible to ensure their behaviour in the workplace is appropriate for the work environment at all times and are to not act in a manner which could be considered or interpreted as being workplace bullying against other person/s. Employees are required to follow reasonable directions in respect of workplace bullying whilst working at (“the Company”). 
Managers / Supervisors are responsible for:
Identifying any inappropriate behaviour in the workplace that may lead to workplace bullying
Assisting relevant employees with informal notifications and resolutions of workplace bullying incidents
Informing and consulting with the HR Manager or HSR regarding any reported workplace bullying matters or concerns as necessary
The HR Manager or Health and Safety representative (HSR), is responsible for:
Maintaining and reviewing the Workplace Bullying Procedure and records as required by legislation
Ensuring all employees understand and are familiar with the Workplace Bullying Policy & Procedure
Assisting relevant employees with informal or formal notifications and resolutions of workplace bullying
Informing and consulting with the business owner/CEO regarding any reported workplace bullying matters or concerns as necessary
At (“the Company”) the employer is responsible for ensuring that:
There is an effective Workplace Bullying Procedure and supportive mechanisms in place 
All employees are trained and familiar with the Workplace Bullying Procedure
Review of the Workplace Bullying Procedure is conducted as required 

Procedure
A person who has been the subject of conduct which they believe constitutes workplace bullying may make a formal complaint or may seek to have the matter resolved on an informal basis. Information provided will be kept confidential and will not be shared with any other person without the consent of the employee involved.
Use the Workplace Bullying Report Form in conjunction with this procedure.
Informal Complaint:
Directly approach the person who is bullying and ask that they stop.
If direct communication is not possible, or does not resolve the bullying, then discuss the matter with the HR, WHS Manager or HSR, who will explain possible strategies for dealing with the bullying.
In consultation with HR, WHS Manager or HSR, decide on a course of action to attempt a resolution
Once a satisfactory resolution is achieved, the matter will be monitored by <insert Person Responsible /or Position> to ensure there are no re-occurrences or further concerns. 
HR, WHS Manager or Health and Safety representative (HSR), and the employee will keep documentation during the resolution process.
Formal Complaint:
Where attempts to resolve a complaint informally have failed, then a formal complaint can be made.
The employee should complete a Workplace Bullying Report Form, with supporting statements or documents attached, and submit the documents to the HR, WHS Manager or Health and Safety representative (HSR),
The HR, WHS Manager or Health and Safety representative (HSR), will investigate the complaint in consultation with the relevant persons. 
Once the investigation has been completed, the HR, WHS Manager or Health and Safety representative (HSR), will make a finding as to whether workplace bullying has occurred, or whether it is likely to have occurred.
<insert Person Responsible/or Position> will then submit a detailed report with a recommended course of action to the appropriate decision-maker in senior management.
An appropriate course of action will then be decided and implemented, inclusive of consultation. 
Where formal disciplinary action against an employee is required, it will be initiated in accordance with the relevant company policies and procedures.
If required, and in accordance with relevant legislation, assistance to achieve an acceptable resolution will be initiated by (“the Company”) management from the appropriate external Regulator.
State Authority will provide advice and guidance to relevant persons to assist the resolution process.
The HR, WHS Manager or Health and Safety representative (HSR), will then implement strategies following the guidance of State Authority to reach a satisfactory resolution.
<insert Person Responsible/or Position> will monitor the outcomes, document, and maintain records.


Use of Company Vehicle policy
<Should outline information about the vehicle, cleanliness requirements, fuel card and responsibilities, recording mileage, what to do in the event of an accident and insurance information>.
In the event that (“the Company”) supplies you with a motor vehicle to carry out your duties, you must:
Remain fully qualified to drive the vehicle.
Inform management immediately if at any time your driver’s licence is suspended, endorsed, disqualified, etc.  Where your position requires you to drive a vehicle, employment cannot be guaranteed in the event that your driver’s licence is suspended, endorsed, disqualified, etc.
Take good care of the vehicle and maintain it in a clean and tidy condition and serviced as per the manufacturer's recommendation.
Ensure that the conditions of any insurance policy on the vehicle are observed.
Not permit the vehicle to be driven except in accordance with the relevant Company policy.
If required, keep a logbook providing sufficient information for the Company to assess its liability for fringe benefit tax.
Return the vehicle and its keys to (“the Company”) immediately upon the termination of employment for any reason.
Not drive any Company vehicle in a manner or at a time which would be a breach of laws including the law relating to blood alcohol content.
Drive in a safe manner in accordance with the relevant Company policy.
Be fully responsible for all fines and infringements incurred while driving a company vehicle.
Not carry unauthorised passengers at any time, unless specified in the employment contract.
Company vehicles are to be used for work purposes only.  Written permission is required from your immediate supervisor to allow you to use the work vehicle for personal use, unless otherwise specified in your employment contract.  If a group of employees/contractors require the use of a vehicle for private use, they are required to nominate a driver and notify their supervisor who the nominated driver is and that person will be responsible for all aspects of that vehicle including infringement notices.  Permission to uses a company vehicle for personal use does not include any off-road use.
Where a fuel card is provided it is only to be used for work related business and only in the allocated vehicle provided.
No smoking is permitted in the vehicles at any time.
In the case of taking over a vehicle or if a vehicle swap/upgrade takes place, the vehicle must be inspected at that time and any faults noted and given to the management.
No changes of alterations to (“the Company”) vehicles are to be made unless first approved by management.  No changes or alterations are to be made that compromise the roadworthiness of (“the Company”) ’s vehicles at any time.
(“the Company”) reserves the right to recover costs from you where the vehicle has sustained damage and was being used in such a manner that it is uninsured.
Any insurance excess costs or other associated costs incurred by an employee while driving a company vehicle involved in an accident where the employee admits to, or is found to be at fault, will be paid by the employee in full.

Failure to comply with the terms and conditions outlined in this policy will result in disciplinary action up to and including dismissal.


Living Away from Home Allowance and Vehicle Usage policy
As part of your employment or engagement with <insert business name> you may be required to work on-site at locations away from your normal place of residence.
When working away from home you will be paid the designated Living Away from Home Allowance as prescribed by the relevant Industrial instrument to compensate for some of the associated costs with your temporary relocation.
While (“the Company”) provides suitable accommodation, it is your responsibility to act responsibly and to minimise any cost and/or damage to property associated with your temporary accommodation and to abide by the following requirements and Company Policy:
Due to the high standard of accommodation supplied it is essential that all employees and contractors always treat their surroundings with respect 
Any costs arising from breakages or damage to household items such as plates and cutlery, coffee makers, appliances and furniture and fittings including walls and ceilings will be at the expense of the employee/contractor.
The accommodation should always be kept clean and tidy with particular attention paid to cooking and laundry areas.
Swimming pools and outdoor furniture (where supplied) are to be kept in good condition with no glasses or bottles used in the pool and any failure of pool equipment to be notified to the manager or rental agent as soon as practical.
Noise is to be kept to a reasonable level so as not to disturb neighbours.
No pets are allowed under any circumstances.
No smoking inside the accommodation at all, and if smoking outdoors make sure that there are no cigarette butts or unsightly ashtrays left outside.
All rubbish to be placed in the appropriate rubbish/waste bins and the bins to be put out for collection each week in line with the local garbage collection timetable.
For hygiene purposes all employees/contractors are required to supply their own linen in these rented premises including, towels, sheets, pillows, pillowcases, face washers and bathmats.
Personal linen should be kept clean and washed frequently to minimise damage to beds and furniture.
Work boots must be removed before entering the premises and floors kept clean and tidy.
The accommodation must be kept securely and access points such as doors and windows properly closed and locked when not in use with security/alarm systems used where supplied.
Visitors should be kept to a minimum with no visitors staying overnight or longer in the accommodation without formal approval from your manager.
Power consumption is to be as efficient as possible and appliances and air conditioners should be turned off when not in use to reduce power costs.  A reasonable allowance is made for power costs but any power usage in excess of <insert $....  per quarter> per residence will be paid by the occupants of the provided accommodation.
The cost of any telephone calls made on the telephone in the rental accommodation will be paid for by the occupants of the rental accommodation.  It is the responsibility of the occupants to maintain a phone record.  Failure to do so could result in phone charges being deducted from all occupants to cover any unidentified phones charges.
It is expected that employees/contractors behave in a manner that does not disrupt or concern neighbours and that noise is kept to a minimum.
Consumption of alcohol must be in a responsible manner and in accordance with the applicable social and legal boundaries.
Any damage, breakages or malfunction of furniture and/or appliances must be reported as soon as practical to your manger and/or the rental agent or owner.
In the event that additional charges are received for the accommodation including but not limited to loss of bond, cleaning costs, repair costs, excess electricity above the (“the Company”)  allowance, telephone costs, visitor expenses etc., these additional costs will be charged to the occupants of the accommodation.
Vehicles
In the event that (“the Company”) supplies you with a motor vehicle to carry out your duties, you must:
remain fully qualified to drive the vehicle
take good care of the vehicle and maintain it in a clean and tidy condition, and serviced as per the manufacturer's recommendation
ensure that the conditions of any insurance policy on the vehicle are observed
not permit the vehicle to be driven except in accordance with the relevant Company policy
if required, keep a logbook providing sufficient information for (“the Company”) to assess its liability for fringe benefit tax
return the vehicle and its keys to the Company immediately upon the termination of employment for any reason
not drive any Company vehicle in a manner or at a time which would be a breach of laws including the law relating to blood alcohol content
drive in a safe manner in accordance with the relevant Company policy
be fully responsible for all fines and infringements incurred while driving a company vehicle; and
operate the vehicle in a manner that does not reflect poorly on (“the Company”).  As an example, there is to be no “hooning” or “skylarking” in any supplied vehicle at any time.
Company vehicles are to be used for work purposes only.  Permission is required from your immediate supervisor to allow you to use the work vehicle for personal use.  If a group of employees/contractors require the use of a vehicle for private use, they are required to nominate a driver and notify their supervisor who the nominated driver is and that person will be responsible for all aspects of that vehicle including infringement notices.  Permission to uses a company vehicle for personal use does not include any off-road use.
Where a fuel card is provided it is only to be used for work related business and only in the allocated vehicle provided.  Fuel consumption for private usage is limited to one full tank of fuel per week, any additional fuel used in excess of this amount over weekends or time off must be paid for from your Living Away from Home Allowance payments.
Strictly no smoking is permitted in the vehicles at any time.
It is the responsibility of the driver of the vehicle to ensure the safety of the vehicle and its contents when parking and leaving the vehicle.  Specifically, if using a vehicle for approved personal use, any Company equipment that may be within the vehicle or in the tray or trailer must be either removed or secured to prevent theft in the event the vehicle is parked and left unattended.
Shirts must always be worn when in (“the Company”) supplied vehicles
(“the Company”) reserves the right to recover costs from you where the vehicle has sustained damage and was being used in such a manner that it is uninsured.
Any insurance excess costs or other associated costs incurred by an employee while driving a company vehicle involved in an accident where the employee admits to, or is found to be at fault, will be paid by the employee in full.
Failure to comply with the terms and conditions outlined in this policy will result in disciplinary action up to and including dismissal.


Computer, Email, Internet, Social MEDIA, and Mobile Devices (including Smart Phones) Policy
Employees may have access to a PC or related equipment as part of their employment which may provide access to the internet and/or to our internal intranet.  (“the Company”) owns the computer and the corporate communications system contained in and used on this equipment.
This equipment and access are supplied to assist in making your job as efficient and enjoyable as possible. 
Access to this equipment and these facilities is for business purposes only and not for private use without specific formal authorisation. 
This includes the use of social media networks which may only be accessed at work with specific permission and authority to work on or peruse (“the Company”) site/s. 
Email/facsimile/text messaging facilities, including email such as Hotmail, Gmail etc., are not to be used to send material that may reasonably be considered offensive. 
Offensive material may not be accessed or sent in any form, such as text, graphic or image format and includes harassing, defamatory, pornographic, sexually explicit, or obscene material.
Private use of Facebook, Twitter, and other types of social media networks while at work is not permitted and breaches of this policy may result in disciplinary action up to and including dismissal.
Access to sites such as:
violence/racism/hate 
nudity / pornography
gambling
hacking, proxy avoiding and pay to surf
are prohibited.
Email facilities should not be used for the circulation or distribution of private chain letters or graphic pictures.
Where access to the internet is required as part of your job, you will be given appropriate password access and we expect you to treat this password as confidential. 
Any abuse of password access will be considered a serious misconduct.
We also request that you use ONLY external drives (USB storage devices and external hard drives), CD’s, DVD’s or any other storage type device supplied by (“the Company”).  Exterior disks/storage devices may risk the introduction of viruses that may affect the network or company files and information. 
(“the Company”)  has taken all reasonable care to ensure a safe and a virus-free computer environment; it is your responsibility to maintain this system integrity and to not download or introduce any harmful material to the system or hardware. 
The downloading, storage, forwarding or access to pornographic or inappropriate material and/or websites is prohibited.
The use of and data on computers and communication systems owned by (“the Company”) may be intercepted, monitored, recorded, copied, audited, inspected, and disclosed to a third party as required.
The objective of this monitoring is to protect staff and our assets and services.  Deviation from this rule will be considered serious misconduct and may result in disciplinary action up to and including dismissal.
Private use of Facebook, Twitter, and other types of social media networks while at work is not permitted.  When using social media outside of work, employees must be aware that the information in this policy still applies.  Posting information relating to any of the following, even out of work hours will not be accepted and may result in disciplinary action up to and including dismissal:
Information considered to be confidential or intellectual property of <insert business name>
Statements which defame or bring disrepute to our business
Bullying or harassing other employees
Smart Phones
To minimise unproductive time spent by employees, employers need to keep their policies and procedures relevant and up to date with the applicable technology, and the use of Smart Phones in the workplace can then be suitably controlled.
(The following options may be used or customised to suit your workplace circumstances / policies:)
Employees are required to leave their mobile phones, tablets, and personal laptops at the (reception desk or similar secured area) and retrieve them on designated breaks or when work is finished.
The use of mobile phones, tablets, and personal laptops for personal activities at work is strictly prohibited and may lead to disciplinary action up to and including dismissal.
If the employee’s family needs to contact them at work in the event of an emergency, they can contact the designated number for that employee, and the message will be relayed to the employee, either immediately or at the next convenient break depending on the urgency.
The same disciplinary policies apply to the use of mobile phones, tablets and other mobile devices as mentioned above, and access to illegal and/or unauthorised sites is prohibited and may lead to disciplinary action up to and including dismissal.
No personal mobile phones, tablets, personal laptops, and other mobile devices are allowed on/in this worksite/construction site/production floor.
Employees who believe that they have a valid reason to retain their mobile phone at work must seek approval from their supervisor and each request will be dealt with depending upon the individual circumstances of each employee and the nature of the request.
It is important to remain flexible in your approach to this matter and to lead by example.
Issues such as morale and individual employee performance should be considered when setting the rules at your workplace to assess the level of supervision and compliance required.
Parental Leave policy
Parental Leave
Parental leave is an unpaid period of leave available only to employees who have or will have responsibility for the care of a child.  This entitlement covers the birth of children and adoption.
The family leave provisions have been frequently amended and upgraded with some recent additions such as the Dad and Partner Day and the introduction of the Government funded paid parental leave scheme.
Parental Leave includes Maternity, Paternity and Adoption Leave:
Maternity Leave	–	for the mother who is the primary carer of the child
Paternity Leave	–	for the father or partner who is the primary carer of the child
Adoption Leave	–	for the adopting mother or father who is the primary carer of the adoptive child under the age of 16 years 
Primary Carer	–	the person who is most meeting the child’s physical needs.  There can only be one primary carer for a child at one time
Child of a Person	–	as defined by the Family Law Act 1975 is someone who is a person’s biological, adopted or stepchild
Person/Parent/Partner	–	includes biological parents, spouse, de facto and same sex de facto relationships, and adoptive parents of a child under the age of 16 years
Employee Couple	–	where two employees (not necessarily of the same employer) are in a spousal or de facto relationship
Entitlement to Parental Leave
Employees are entitled to parental leave in accordance with the Fair Work Act 2009. 
Eligible employees are entitled to take 12 months of parental leave at the time of the birth or adoption of the child, in one continuous period.
Full-time and part-time employees are entitled to parental leave for the care of the newborn or adopted child if they have worked continuously for 12 months before the expected or actual date of birth or placement of the child.
Casual employees are entitled to parental leave if they have worked on a regular and systematic basis for at least 12 months before the expected or actual date of birth or placement of the child, and had it not been for the expected birth or adoption, they would have a reasonable expectation of continuing employment on a regular and systemic basis.
Each eligible member of an employee couple may each take a separate period of up to 12 months of parental leave.
Under the Fair Work Act 2009 an employee who has worked for (“the Company”) less than 12 months before the expected or actual date of birth or placement of the child, is not entitled to parental leave.  They may resign, or with Company approval, choose to take leave without pay for the period of their absence, however, (“the Company”)  is not obliged to return the employee to the position (or any other position) that they held immediately before taking leave without pay, when they are ready to return to work.  If when they are ready to return to work no position is available, the employee will be required to resign immediately.
Rules for taking Parental Leave
One Employee taking Parental Leave
The following rules apply when one employee (or only one member of an employee couple) takes parental leave:
Parental leave must be taken in a single continuous period.  An employee may, in lieu of or in conjunction with parental leave, access other paid leave entitlements which they have accrued, such as annual leave or long service leave, subject to the total amount of leave not exceeding 12 months.
In the case of a pregnant employee, parental leave can start up to six weeks before the expected date of birth, or earlier if agreed between the employee and (“the Company”).
Parental leave may start at any time within 12 months after the birth or placement of the child if:
the employee has a partner who is not an employee
the employee’s partner has responsibility for the care of the child between the birth or placement of the child and the start date of the leave
Both Members of an Employee Couple taking Parental Leave
The following rules apply to an employee couple if both employees take parental leave:
The employee couple are entitled to no more than 24 months leave between them which generally must be taken separately in a continuous period
If the employee who takes leave first is pregnant or gives birth, they may start their leave up to six weeks before the expected date of birth, or earlier if the employee and their Manager agree
If the employee who takes leave first is not pregnant, their leave must start on the date of birth or placement of the child
Both employees may take leave at the same time for a maximum of eight weeks.  This leave must be taken within 12 months of the birth or adoption of a child.  The concurrent leave may be taken in separate periods.  Each period must be no shorter than two weeks unless the employer agrees.
An employee may, in lieu of or in conjunction with parental leave, access other paid leave entitlements which they have accrued, such as annual leave or long service leave, subject to the total amount of leave not exceeding 12 months.
Employees Required to take Parental Leave within Six Weeks before the Birth
A pregnant employee wanting to work the six weeks before the expected date of birth may be asked to provide a medical certificate stating the employee is fit to work.  If the employee is fit for work, the medical certificate containing a statement of whether it is advisable for the employee to continue in her present position will be required.
The employee will be required to take parental leave as soon as possible if they:
fail to provide the requested medical certificate
provide a medical certificate within seven days stating they are not fit for work
provides a certificate stating they are fit for work, but that it is inadvisable to continue in the present position due to illness, risk, or job-related hazards
are not entitled to transfer to a safe job or to ‘no safe job leave’ (see below)
This form of directed leave runs until the end of the pregnancy or until the planned leave was due to start and is deducted from the employee’s parental leave entitlements.  It is exempt from the rules about when the leave must start, that it be taken in a continuous period, and notice requirements.
Notice and Evidence Requirements for taking Parental Leave
An employee is not entitled to take parental leave unless they advise in writing the following details:
the intention to take unpaid leave parental leave by giving at least 10 weeks’ notice (unless it is not possible to do so)
the intended start and end dates of the leave
provide a medical certificate advising the expected date of the birth of a child, or a statement from the adoption agency of the day, or expected day, of placement of an adopted child.
at least four weeks before the intended start of leave date:
confirm the intended start and end dates; or
advise of any changes to the intended start and end dates (unless it is not possible to do so)
Extension of Parental Leave Period
After the initial period of parental leave has commenced, a request to extend parental leave must be provided to the employee’s Manager, in writing, at least four weeks before the initial end date of the parental leave.
Where Less than 12 Months have been Initially Requested
If an employee has not requested a full 12 months’ parental leave, they can extend their leave up to a total of 12 months, without approval from their Manager, however, when making this extension an employee must inform their Manager in writing four weeks before the end date of the approved leave. 
Where 12 Months has been Initially Requested
An employee taking 12 months’ parental leave may request an extension of a further 12 months’ leave (up to 24 months in total), unless they are member of an employee couple, and the other member has already taken 12 months leave.
Requests to extend leave must be provided in writing at least four weeks before the employee is due to return to work. 
(“the Company”) must respond in writing within 21 days, stating whether they grant or refuse the request.  The request may only be refused if there are reasonable grounds to do so and must detail their reasons in writing.
Reduction of Parental Leave Period
An employee may request a reduction in their Parental Leave period; however, (“the Company”) is not automatically entitled to allow the employee to return to work before the due date.  All requests will be considered and granting of any reduced hours will be based on individual circumstances and is at the sole discretion of (“the Company”).
(“the Company”) will respond in writing within 21 days, stating whether they grant or refuse the request.
Government Funded Paid Parental Leave Scheme
Paid Parental Leave
The Australian Government Paid Parental Leave scheme is managed by the Department of Human Services and is paid in accordance with the Paid Parental Leave Act 2010.  This scheme provides government-funded taxable Parental Leave Pay at the national minimum wage for a maximum period of 18 weeks to working parents of newborn or recently adopted children, who meet the eligibility criteria.
It is the employee’s responsibility to establish if they are eligible for Paid Parental Leave or a Newborn Upfront Payment and Newborn Supplement by contacting the Department of Human Services and lodging any claims.  If the employee is eligible for Paid Parental Leave, they must notify the Payroll Administrator.  The government funds are generally paid to (“the Company”) in instalments, and (“the Company”) will pay the funds to the employee as directed.
Keeping in Touch Days
The Paid Parental Leave Act makes provision for access of up to 10 ‘keeping in touch days.  A “keeping in touch day” is when an employee performs work for (“the Company”) on a day or part of a day while on a period of approved leave.  Such a day (or part of a day) will be considered a ‘keeping in touch day’ if:
the purpose of performing work is to enable the employee to keep in touch with their employment (to assist when the employee returns to work)
both (“the Company”) and the employee consent to the employee performing specific work on that day
the day is not within 42 days of the date of birth or placement of the child to which the period of leave relates (if requested by (“the Company”))
the day is not within 14 days of the date of birth or placement of the child to which the period of leave relates (if requested by the employee)
the employee has not already performed 10 ‘keeping in touch days’ 
Working for one or more hours in a day for the purpose of ’keeping in touch’, will count as one day towards the 10-day limit.  The employee can work these days one at a time or all together, as agreed between the employee and their Manager.  An employee who performs work on a ‘keeping in touch day’ will be paid their normal wages for these days (or part days) worked.
A ‘keeping in touch day’ will not break the single continuous period of unpaid parental leave, nor does it extend the period of leave.  These payments generally do not affect the employee’s entitlement to Government paid parental leave.
The Keeping in Touch Days must not extend beyond the period of paid parental leave.
Dad and Partner Pay
The Australian Government Dad and Partner Pay scheme allows eligible non-primary carers of a child (working dads or partners including same sex-partners and adopting parents) to access up to two weeks of pay at the national minimum wage to take time off work to support their partner and bond with the new child within the first year after the child’s birth or adoption.
It is the employee’s responsibility to establish if they are eligible for Dad and Partner Pay by contacting the Department of Human Services and lodging a claim.  These payments will be made by the Government directly into the employee’s bank account once their claim has been approved.
Eligible employees must not be working or being paid during the period they receive Dad and Partner pay, so they must apply for ‘Unpaid Dad and Partner Leave’ during this period.  A maximum of two weeks’ pay will be approved during the first 12 months after the birth or adoption of the child.
Other Entitlements Related to Parental Leave
Stillborn or Infant Death
An eligible pregnant employee can reduce or cancel their period of unpaid birth-related parental leave if their pregnancy ends due to their child being stillborn, or if their child dies after birth.
In the case of a stillbirth or infant death:
if the employee or (“the Company”)  gives written notice to the other party cancelling the leave before leave starts, the employee won’t be entitled to unpaid parental leave (under these circumstances, if the pregnant employee is not fit for work, she may be entitled to paid personal leave or unpaid special maternity leave)
if the employee gives written notice cancelling the leave after leave starts, they may return to work within 4 weeks of giving notice to (“the Company”) 
(“the Company”) may also request the employee to return to work on a specified day after leave starts but has to provide at least 6 weeks’ notice to the employee.
Whether leave is cancelled or reduced, the employee’s entitlement to unpaid parental leave ends immediately before the day they are specified to return to work. These provisions do not limit (“the Company”) or employee agreeing to reduce the period of unpaid parental leave once it has started, should an agreement be reached.
Cancellation of Adoption
Where the placement of a child for adoption with an employee does not proceed or continue, the employee will notify (“the Company”)  immediately and (“the Company”)  will nominate a time not exceeding four weeks from receipt of notification for the employee’s return to work.
Pre-adoption Leave
All employees (regardless of their length of service) are entitled to up to two days of unpaid pre-adoption leave to attend any interviews or examinations required for the adoption of a child.
(“the Company”) may, however, direct an employee to take another form of leave (e.g. paid annual leave) before accessing their pre-adoption leave entitlement.
An employee must give their Manager notice they are taking pre-adoption leave and the expected duration as soon as possible, and if required a statement from the adoption agency.

Special Maternity Leave
An eligible pregnant employee is entitled to take Unpaid Special Maternity Leave if the employee is not fit for work because of a pregnancy-related illness or the pregnancy ends, not in the birth of a living child within 28 weeks of the expected date of birth.
An employee must give their Manager notice they are taking Special Maternity Leave as soon as possible, and the expected period of leave.
The employee must complete a Leave Application Form (which may be after the leave has started) and provide a medical certificate.
Periods of unpaid Special Maternity Leave taken by a female employee prior to giving birth do not reduce the employee’s entitlement to 12 months’ unpaid parental leave.  If a female has accrued an entitlement to paid personal/carer’s leave (e.g. sick leave), the employee may take that leave rather than taking unpaid Special Maternity Leave.
Transfer to Safe Job or ‘Paid No Safe Job Leave’
A pregnant employee has an entitlement to be transferred to an ‘appropriate safe job’. An appropriate safe job is a job that has:
the same ordinary hours of work as the employee’s present position, or
a different number of ordinary hours agreed to by the employee.
This entitlement applies if the employee has provided evidence (e.g. a medical certificate) that would satisfy a reasonable person that they are fit for work, but that it is inadvisable for them to continue in their present position during a period because of:
illness or risks arising out of the pregnancy, or 
hazards connected with that position.
If this requirement is met and there is an appropriate safe job available, the employee must be transferred to that job for the risk period, with no other change to the employee’s terms and conditions of employment.  The employer must pay the employee at their full rate of pay for the position they were in before the transfer and for the hours they work during the risk period.
If there is no appropriate safe job available, and the employee is entitled to unpaid parental leave then the employee is entitled to take paid ‘no safe job leave’ for the risk period, and be paid at their base rate of pay for ordinary hours of work during the risk period.
If there is no appropriate safe job available, and the employee is not entitled to unpaid parental leave then the employee is entitled to take unpaid ‘no safe job leave’ for the risk period.
If an employee is on paid no safe job leave during the six-week period before the expected date of birth, the employer may ask the employee to give the employer a medical certificate stating whether they are fit for work.
The employer may require the employee to take a period of unpaid parental leave, if they are eligible, as soon as practical if:
the employee does not give the employer a medical certificate within seven days after the request or
within seven days after the request, the employee provides a certificate stating they are not fit for work.
The no safe job leave ends when the period of unpaid parental leave starts. 
Consultation Requirements
Employees on unpaid parental leave are entitled to be kept informed of decisions by their employer that will have a significant effect on the status, pay or location of their pre-parental leave position. The employer must take all reasonable steps to give the employee information about (and an opportunity to discuss) the effect of any such decisions on the employee’s position.
The employee’s pre-parental leave position is the position they held before starting the unpaid parental leave, or the position they held before they were transferred to a safe job or reduced their hours due to the pregnancy.
Return to Work Guarantee
An employee is guaranteed to return to work immediately following a period of unpaid parental leave, entitling them to:
their pre-parental leave position, or
if that position no longer exists, an available position for which they are qualified and suited, which is nearest in status and pay to their pre-parental leave position.
Before engaging an employee to perform the work of the employee on leave, the employer is required to notify the replacement employee:
that their engagement is temporary
that the employee on leave has a guarantee to return to work when their unpaid parental leave ends
the rights of the employee on leave in the case of a stillbirth or infant death
the rights of the employee on leave in the case where they cease to have responsibility for the care of the child
Requesting Reduced Return to Work Hours
An employee may request temporary or permanent reduced hours upon their return to work from parental leave.  All requests must be in writing to be considered and granting of any reduced hours will be based on individual circumstances and is at the sole discretion of (“the Company”).
(“the Company”) will respond in writing within 21 days, stating whether they grant or refuse the request.
Use of Other Leave while on Parental Leave
An employee may, in lieu of or in conjunction with parental leave, access some or all of their paid leave entitlements which they have accrued, such as annual leave or long service leave, subject to the total amount of leave not exceeding 12 months.  The taking of paid leave does not break the continuity of the period of unpaid parental leave.
However, employees cannot access personal or compassionate leave whilst on a period of parental leave, nor are they paid for public holidays.  
Accrual of Leave Entitlements while on Unpaid Parental Leave or Dad and Partner Pay
The taking of parental leave does not break an employee’s continuity of employment; however, an employee does not accrue any leave entitlements, such as annual, personal, or long service leave, while on Unpaid Parental Leave or Unpaid Dad and Partner Leave.
Australian Defence Force Reserve Service – Private Sector Leave Policy
Support for Australian Defence Force Reserves
<insert business name> is committed to supporting employees who are members of the Australian Defence Force (ADF) Reserves.  The following ADF Reserve Service Leave Policy offers recognition through special leave conditions and applies to all employees who have formally advised (“the Company”) that they are members of the ADF Reserves. 
(“the Company”) recognises that service in the ADF Reserves involves a significant commitment of an employee’s personal time.  The annual commitment of an individual Reservist varies significantly depending on their specialisation, experience and skills.  Consequently, this may affect the frequency and duration of service they undertake, and the amount of notice provided.
Responsibilities and Actions for (“the Company”)
Ensure that all relevant Managers and Supervisors familiarise themselves with the (“the Company”) ADF Reserve Service Leave Policy (this document) and where necessary, the provisions under the Defence Reserve Service (Protection) Act 2001.
Provide up to <Insert the number of days you wish to provide your employee.  For example: 14 days or 21days or 28 days> days of ADF Reserve service leave on full pay or half pay or leave without pay or top-up pay <select which type of leave you wish to provide>.  Top-up pay is the difference between ADF pay and the employee’s civilian pay. 
Provide an additional 14 days leave on full pay or half pay or leave without pay or top-up pay (select which type of leave you wish to provide) in the first year of ADF Reserve service to allow the employee to complete his or her common induction training requirements.
For other periods of ADF Reserve service in excess to the ADF Reserve leave provided by (“the Company”) employees may elect to take:
leave without pay.
annual leave.
long service leave.
other forms of accrued leave entitlements; or 
a combination of the above to cover the required period of absence.
[Optional Insert] Following a 12-month qualifying period, part time and casual employees may be entitled to paid ADF Reserve service leave on a pro rata basis, determined on an individual basis.  (Note: casual employees are paid a casual loading and do not normally have an entitlement to paid leave, this inclusion would be at the employer’s discretion.)
ADF Reserve service leave is based on a financial or calendar year (select which year type you intend to use) and is in addition to any other forms of accrued leave (e.g. Annual Leave, Long Service Leave etc.).
ADF Reserve service leave is not cumulative and cannot be carried over to the following year.
6.	Up to six weeks of ADF Reserve service leave per year is to be treated as unbroken service for the purpose of calculating accrued leave (e.g. Annual Leave, Long Service Leave, Sick Leave, etc.).  The six weeks can be made up of a single block or a number of occasions.
7.	(“the Company”) may contact the ADF Unit point of contact provided by the employee to discuss possible alternative options when the absence of an employee will cause a significant and serious impact on the Employer’s operational requirements.
8.	(“the Company”) may be eligible to claim Employer Support Payments (ESP).  Claim forms and postal details are available on the Defence Reserves Support website: http://www.defencereservessupport.gov.au/for-employers.aspx
9.	When additional information, assistance or guidance is required, (“the Company”) will contact the Defence Reserves Support State or Territory Manager, on 1800-803-485 or visit http://www.defencereservessupport.gov.au 
Responsibilities and Actions for Eligible Employees
Read and familiarise themselves with the ADF Reserve Service Leave Policy set out in this document. 
Notify (“the Company”) of their ADF Reserve status when they first become an employee or when they first become a Reservist if they are already employed.
Provide (“the Company”) with relevant information about the supportive initiatives available to them including assistance with accessing the Defence Reserve Support website.
Inform (“the Company”) at the beginning of each working year, of their anticipated ADF Reserve service commitments for the next 6-12months, even when specific dates are unknown.  Once specific dates become available, the employee should notify (“the Company”) at the earliest practicable opportunity.
Provide (“the Company”) with written ADF notification before and after the requirement to provide ADF Reserve service.  The written notification is to be included with the leave application.
Attempt to resolve ADF Reserve service-related issues at the lowest appropriate level, e.g. immediate supervisor prior to contacting the Office of Reserve Service Protection.  When an internal resolution is unsuccessful, the employee should utilise any internal grievance or dispute resolution process.  The employee should also provide (“the Company”) with the details of an appropriate ADF Reserve Unit point of contact. 
Assist (“the Company”) to complete the necessary ADF ESP Scheme documentation when assistance is requested.  Forms are available from http://www.defencereservessupport.gov.au
Relevant Documents and References
10.	The documents and reference used to compile and support these policy guidelines are: 
Federal Awards <Insert the specific name of the Award>
Enterprise Bargaining Agreement <Insert the specific name of the Agreement if applicable>
Defence Reserve Leave Policies and Guidelines at www.defencereservessupport.gov.au
Defence Act 1903
Defence Reserve Service (Protection) Act 2001 www.comlaw.gov.au
Employer Support Payment Scheme Guidelines www.defencereservessupport.gov.au




Cash Handling policy
Definitions
Cash: Currency, cheques, and electronic and credit card transactions
Custodian: The employee charged with the responsibility for day-to-day administration of cash or negotiable instruments
Negotiable Instrument: An unconditional order or promise to pay an amount of money, a transferable instrument (as a note, cheque or draft) containing an unconditional promise or order to pay to a holder, or to the order of a holder, upon issue, possession, demand or at a specified time was determined to be a holder in due course of a negotiable instrument.
Company Responsibilities
(“the Company”) will provide a secure work environment and procedures that will protect employees and safeguard cash and negotiable instruments. 
Managers and custodians responsible for cash or negotiable instruments are accountable for the handling and control of cash and negotiable instruments within their area of responsibility in accordance with this policy.
Employees and contractors responsible for handling and control of cash and negotiable instruments must be appropriately aware of, trained in and requested to comply with the policy and standards. 
Employees are encouraged to use transaction processes that do not require currency. 
A breach of this policy may result in disciplinary action including dismissal, and legal action.
Employee Responsibilities
Employees with cash handling responsibilities must ensure that: 
They do not accept cash or negotiable instruments unless they are a cash custodian. 
Negotiable instruments are not exchanged for cash.  Where the value of a negotiable instrument exceeds the amount payable, change must not be given. 
Access to cash and negotiable instruments, cash containers and cash handling areas is strictly minimised and controlled. 
Cash and negotiable instruments are secured in an appropriate cash container or banked, where reasonably possible, and must where the balance (including cash floats) is above $400.00 operate from an individual lockable cash drawer or tin to which the custodian solely controls access. 
The amount of cash in a cash container is kept to an absolute minimum through regular banking and review of cash float collections. 
Access cards, keys and combinations for cash handling areas and cash containers are identified, accounted for, secured, and controlled. 
Exercise care where cash is transported outside of, or between Company premises. 
Where they are aware of a discrepancy, anomaly, or issue with the balancing of cash and negotiable instrument records, immediately notify your supervisor / manager.


 Alcohol and Other Drugs policy
(“the Company”) is committed to provide a safe, healthy, and productive workplace for all employees.
(“the Company”) recognises that alcohol, or other substance abuse by staff will impair their ability to perform properly.
It will have adverse effects on the safety, efficiency and productivity of other employees, customers, and (“the Company”) as a whole.
The misuse of legitimate drugs, or the use, possession, distribution, or sale of illicit or non-prescribed controlled drugs on company business or premises, is strictly prohibited.
Possession, use, distribution, or sale of alcoholic beverages on company premises is not allowed without prior approval of appropriate senior management.
Failure to meet this policy will result in appropriate disciplinary action, up to and including dismissal.
Being unfit at work because of use of drugs or alcohol is strictly prohibited and is grounds for dismissal.
While this policy refers specifically to alcohol and other drugs, it is intended to apply to all forms of substance abuse.
(“the Company”) reserves the right to ask an employee to undergo testing for alcohol or other drug use during normal business hours.
Alcohol or drug dependency may be a treatable condition depending upon the circumstances of each individual case.
Staff members who suspect they have an alcohol or drug dependency are encouraged to seek advice and to follow appropriate treatment promptly before it results in work performance problems.
This policy does not require, and should not result in, any special regulations, privileges, or exemptions from normal job performance requirements.
If it is established that the employee is deemed to be under the influence of drugs or alcohol to a degree that it affects their work performance, during work hours, then the employee may be required to leave the workplace and take annual leave until in a fit state to return to work.
Any worker who takes prescription drugs should check with their doctor to establish if the use of the drug will impair their work performance or pose a safety risk to the worker or any other person in the workplace. If so, the worker should seek advice in writing from their doctor and provide a copy of this letter to their manager / supervisor.

Disciplinary Process and Procedures policy

Throughout your employment with <insert business name> you will have regular discussions with your supervisor as well as your annual performance plan to ensure the expectations of your position are met.  In these meetings two-way conversations are encouraged and your supervisor will support you as much as possible to get the best outcomes for you and your role. 
However, from time to time employee performance may not meet the expectations of the business and in this instance a disciplinary procedure will be followed.  To ensure clarity, this procedure is outlined below. 
The disciplinary process and procedures will be followed in the event that a staff member:
Breaches any of the responsibilities outlined in this policy manual
Underperforms in their role on a regular and consistent basis
Fails to follow reasonable requests from their supervisor
Fails to follow safe work practices
The steps in this process are outlined as guide and are subject to the severity of the behaviour/underperformance.  At all stages of the disciplinary process you will be given the opportunity to respond to the allegations and your response will be given due consideration by our leadership team before final decisions are made.
Step 1 – Informal Warning
Your supervisor will arrange a meeting with you to discuss the performance or behaviours which do not meet the expectations of this business.  In this meeting you will have an opportunity to respond and agree on a plan to improve your performance (if applicable).  At this stage, your supervisor will give you an informal verbal warning and the outcomes of the conversation will be recorded.  A formal letter of warning is not issued during this stage and on most occasions, employees are able to rectify their work performance/behaviour before a formal warning is required.
Performance improvement strategies may include the following:
Training and development
Process mapping 
Workload reviews
KPIs and performance objectives clearly documented
Revision of related policies and procedures and sign off on understanding



Step 2 – First Written Warning
If following an initial verbal warning the employee’s behaviour or performance does not improve a written warning will be issued.  Your supervisor will contact you to arrange a meeting and will clearly outline with you: 
The reason for the written warning and standard of behaviour / performance which requires improvement
A plan to improve the performance or behaviour and timeframes that these goals will be met (usually within three months)
The steps which will be taken if performance does not improve by the set timeframes (this may include a further warning or dismissal)  
This information will be documented, and you will be provided with a letter outlining the outcomes of this meeting. 
Step 3 – Final Written Warning 
In the event that the employee’s performance / behaviour does not improve within the set timeframes, a final written warning will be given.  Your supervisor and manager will arrange a formal meeting and outline with you the performance / behaviour which was expected and how this was not achieved during the timeframes.  Usually at this meeting you will be informed that failure to improve your performance / behaviour will lead to dismissal and a final performance / behaviour improvement plan will be put in place.  As with step 2, employees will receive a formal letter outlining the details of the warning and the steps for improvement. 
Step 4 – Dismissal
After all steps in this process have taken place and the employee’s performance is still not to an acceptable standard as an employer, we have the ability to terminate the employment contract.  In this instance you would be provided with a Letter of Termination and the employment contact between you and (“the Company”) would cease.  You will be paid your final leave entitlements within two working days of your Letter of Termination. 
Instant Dismissal – Serious Misconduct
In some cases, an employee’s performance or behaviour will be of such a serious nature that it will warrant immediate dismissal.  This can include but is not limited to:
Causing an imminent risk to health and safety of others including verbal abuse
Disobedience to a reasonable and lawful request given by your supervisor or manager
Theft from the business
Vandalism or damage to business property
Damaging the reputation and/or profitability of our business
Being under the effects of alcohol or other drugs in the workplace
If you are instantly dismissed, you will be provided with a formal letter of termination of employment.  The letter will outline the reasons for the termination.  You will be paid all entitlements including a notice period reflecting your length of employment within two business days.  If you are not required to return to your duties prior to your termination date a payment in lieu of your notice period will apply. 
Throughout the disciplinary process you will be notified of all meetings in advance and provided with the opportunity to bring a support person of your choice such as an immediate family member, close friend, or a union representative. 
Dismissal is always the last option for <insert business name> and we strive to work with employees to improve performance or behavioural issues.
Note: If you are a small business, the Small Business Fair Dismissal Code may apply to you.  For more information, visit the Fair Work website www.fairwork.gov.au.




Information Management policy

Throughout the course of your employment with <insert business name> you may be exposed to information about customers, suppliers, the business, or staff members which is of a confidential nature and should not be shared with others. 
As a condition of employment, you are required to protect any information which may be regarded as confidential, a trade secret, where disclosure may impact negatively on the business and includes any information not available to the public. 
This requirement applies even after the course of your employment with (“the Company”) has ceased.  Failure to comply with this requirement may be a breach of intellectual property laws and could result in dismissal or legal action.
(“the Company”) observes privacy principals relating to personal/business information and all staff are required to follow the below:
Collect only the information required to carry out your role/task
Information collected must only be used to perform the role/task of which it was intended
Information will not be disclosed for any purpose other than the above unless:
It is required by law
Permission is given by the individual
Individuals have a right to request the information held by us
We will provide the individual with information about why we are collecting the information and what it will be used for
If you are employed in a position where you are collecting personal or confidential information, your supervisor will provide more detail about the Privacy Principal or intellectual property requirements specific to your role. 
Note: Generally, the above privacy principals are good business practice; however, depending on the size of your business and industry, you may be required to comply with the National Privacy Act for the collection of personal information and further state related privacy requirements.  For more information about the Privacy Act go to http://www.oaic.gov.au
Confidentiality is very important to all aspects of our business and we trust you will act in good faith when carrying out your role.


Flexible Work Options policy
Requests for Flexible Working Arrangements

An employee who is a parent or has a responsibility for the care of a child under school age or under the age of 18 with a disability, is a carer, is 55 or over, has a disability, is experiencing family or domestic violence or is caring for an immediate family or household member suffering from domestic violence, may request the employer for a change in working arrangements.
Note:  Examples of changes in working arrangements include changes in hours of work, patterns of work and changes in location of work.
The employee is not entitled to make the request unless:
for an employee other than a casual employee, the employee has completed at least 12 months of continuous service with the employer immediately before making the request; or
for a casual employee, the employee: 
has been engaged on a regular and systematic basis for a sequence of periods of employment during a period of at least 12 months before making the request and
has a reasonable expectation of continuing engagement by the employer on a regular and systematic basis.
The request must:
be in writing and 
set out details of the change sought and reasons for the change.
The employer must give the employee a written response to the request within 21 days, stating whether the employer grants or refuses the request.  In some instances, more discussion may be required to develop a mutually beneficial arrangement.
The employer may refuse the request only on reasonable business grounds.  If the employer refuses the request, the written response must include reasons for the refusal.


Working from Home policy

(“the Company”) staff work from a number of locations depending on the role and requirements.  On occasion and usually through a flexible work option request, part of your role may be considered for a working from home arrangement.  Some positions may not be conducive to this type of working arrangement.  This can include:
Reception/Front desk
Positions with high volume paperwork and an in/out requirement with duties
Positions responsible for staff where supervision is required on a daily basis
Key support roles within the organisation
If you have a requirement to perform some of your duties from home, please speak to your supervisor for further information.  Your role, along with the impact of this arrangement on the business will be assessed for a decision to be made.  In some cases, a trial period will apply to assist with assessment and designated days/hours will be agreed upon
If your application for working from home is approved, designated days/hours and communication methods will be agreed upon and there are minimum requirements for working from a home office to ensure it is a safe place for staff to work. 
Employee Acceptance
Each employee or sub-contractor who undertakes work at the request of (“the Company”) utilising their own home office must abide by the terms and conditions as specified on the checklist below and must sign and date the checklist as confirmation and agreement of the Working from Home Guidelines prior to commencing a working from home arrangement.  The Checklist will be reviewed with each employee at least annually.
Items Supplied by <insert business name>
<insert business name> will supply a First Aid Kit to each employee to be stored in their home office.  Where items in the First Aid Kit need to be replaced, the employee is responsible for purchasing all replacement items and claiming the cost through the (“the Company”) Expense Claim process. 
(“the Company”) will provide an annual ‘test and tag’ process for electrical equipment used in the home office.  The employee should bring their electrical equipment (in particular, laptop and printer) to be tested annually.


Temporary working from Home Safety and Wellbeing
Part A – Temporary working from Home Safety and Wellbeing Checklist (Complete items only if applicable. Leave blank if not)

Employee’s Name	
Department	
Contact Number	Mobile or home phone	


1. Work Environment	Yes	No
Designated Work Area
A designated work/study area has been identified which provides sufficient clear space to enable the employee to have full range of movement required to work without risk of strain or injury.		
There are no trip hazards (e.g. cabling, mats, clutter)		
Environmental Conditions
Lighting is adequate for the tasks being performed (i.e. easy to see and comfortable on the eyes)		
Glare and reflection can be controlled		
Ventilation and room temperature can be controlled, regardless of season (i.e. I feel comfortable with the room temperature and air flow)		
There is no excessive noise affecting the work area		
Non-smoking environment		
Emergency Exit
Path to the exit is reasonably direct		
Path to the exit is sufficiently wide and free of obstructions or trip hazards to allow unimpeded passage		
Electrical
Power outlets are not overloaded with double adapters and power boards		
Earth leakage circuit protection is in place for work related equipment		
Electrical cords are safely stowed		
Connectors, plugs, and outlet sockets are in a safe condition		
Electrical equipment is free from any obvious external damage		
2. Workstation Set Up	Yes	No
Work Surface
The area of the work surface is adequate for the tasks to be performed (i.e. similar workspace to that used while the person is at the office)		
A document holder is used if transcribing information from hard copy to computer or if referring to reference material for prolonged periods		
The most frequently used items are within easy reach from the seated position		
There are no sharp contact points on the workstation or other equipment		
Chair
There is adequate lumbar support and padding		
Chair arms are not present or are low enough to easily clear the desk		
Desk	The desk or table is at a suitable heightThere is adequate leg room under the desk or table, and no clutterA footrest is available if needed
Keyboard and Mouse
Keyboard to user distance allows user to relax shoulders with elbows close to the body		
Keyboard position is flat and in front of the screen		
Mouse is placed directly next to the keyboard, fits hand comfortably and works freely		
Mouse is at same level as the keyboard		
Monitor
Monitor height is adjusted so top of the screen is level with or at slightly lower height than eye level (approx. 400mm above the work surface). A suitable object can be used to raise the monitor height, e.g., ream of paper		
Monitor is approx. arm’s length from user		
Monitor is positioned to avoid glare, i.e. perpendicular to window or other strong light source		
Laptop (complete if applicable)		
In the event of using a laptop computer:		
a laptop stand or suitable object is used to raise the laptop screen such that it is the same height as the user’s eyes		
an external keyboard and mouse are used with the laptop		


4. Nature of Tasks	Yes	No
Physical Demands of Tasks
Safe posture is adopted 		
Any lifting, pushing, or carrying type task is well within physical capacity (i.e. my work does not involve physically heavy, overly repetitious, or demanding tasks) 		
Work Practices
Wrists are kept straight and not supported on surface while typing		
Sitting posture is upright or slightly reclined, with lower back supported		
The telephone is within easy reach from the seated position		
Long periods of continuous activity are broken by performing other tasks, changing position, standing up and stretching		
			
5. Emergency procedures, incidents and check-in	Yes	No
Other
A procedure has been established to periodically confirm with the office that the employee is safe and well		
Telephone or other communication devices are readily available to allow effective communication in an emergency situation		
Emergency contact numbers and details are known, i.e. 000 for fire, ambulance, or police 		
Access to first aid supplies is available		
A smoke detector is installed in/near the designated work area and is properly maintained		
Any safety incidents will be reported using the business’ incident reporting system 	 		
Individual factors
The employee’s fitness and health are suitable to the tasks to be undertaken		
Important: Any special needs to ensure health and safety have been advised to the manager and can be accommodated (e.g. are there any pre-existing injuries, illness or disease that could be accelerated, exacerbated, aggravated, re-occur or deteriorate in performing the inherent requirements of the role – especially when working remotely from a home-based office)		
		
6. IT Set up  	Yes	No
A (“Company”) notebook or laptop is available to take home 		
A personal notebook, desktop or laptop is available at home with internet  		
The (“Company”) phone number has been diverted to a mobile or home phone 		
For cloud-based work through Microsoft Teams, the files have been placed in Teams before leaving the office		
A request for a remote access to IT systems has been made and approved by the manager 		
Remote access to IT systems has been installed/enabled on the (“Company”) notebook or laptop before leaving the office 		


7. Plan of the home-based office	Yes	No
A photograph of the home-based work office is attached to the checklist and includes desk layout, power outlets, telephone, and lighting		










Part B – Reassessment or correction to work environment is required. 
Manager to complete as necessary (i.e. where ‘No’ is answered to any of the above questions in the checklist)

Checklist Item	Correction or mitigation required and by who and when	Date actioned
		
		
		
		
		


Part C - Manager’s review and approval

Approval	Yes	No
I have reviewed the checklist for the person listed and I am confident that the safety and wellbeing requirements are met to approve to work from home on a temporary basis		


Authority to work from home cannot be granted where you have indicated a ‘No’ in the approval above. 

Where corrections are required, do not sign Part C until corrections are completed and request to work from home arrangements are reviewed. Part B will need to be completed and actioned before approval is given and authority to work from home is granted.

Signed 	
Manager Name (Please print)	
Date	




Education and Training policy
<insert business name> is committed to investing in our employees and we will provide you with learning and development opportunities related to your role. 
Generally, learning needs are identified through the annual performance review process and a training plan will be developed for the year ahead.
All other requests for training should be submitted directly to your immediate supervisor and will be approved subject to finances and staff availability.  All approved training programs will be funded by (“the Company”) and you will be paid your normal rate of pay for that day. 
To support your career development (“the Company”) will also provide monetary assistance up to <insert amount> per annum towards tertiary education which directly relates to your role.  All employees are required to provide evidence of enrolment, costs, and completion of subjects.
Employees will be required to return all costs of non-mandatory training provided if the employee leaves within 12 months of completing the training which is paid for by the employer.
<insert further information about the education and training you provide.  Could include job rotation, internal training, leadership programs, regular conferences etc.>


Threats to Personnel policy
Refer to (“the Company”) Work Health & Safety Emergency Response Plan Manual for specific information on Policy and Procedures.
The following guidelines are provided to assist employees:
Negative or Abusive Statements by Letter / Email
Deal with the issues.
Use appropriate language in your response, remaining professional at all times.
Negative or Abusive Discussion by Telephone
Deal with the issues.
Use appropriate language in your response, at the caller’s / customer’s level of understanding.
Keep an even and calm voice tone.  Avoid showing impatience or anger.
Listen and demonstrate interest.
Empathise to the situation and show willingness to assist with the problem.
Give the person time to “vent” their frustration.
Where required:
Interrupt firmly but politely.  Tell the person that you:
Do not like the tone of the conversation
Will not accept abusive treatment
Will end the conversation if necessary,
e.g. “If you continue to use abuse, I will terminate the call.”
b)	Terminate the call if appropriate.
Advise your supervisor as required.
If the caller calls back (returns):
Interrupt firmly but politely.
Tell the person that you will deal with the issue if they will cooperate
Where required, explain:
Will not take future calls but will deal with in writing (provide contact options)
Will transfer the call to your supervisor or refer the customer to your supervisor
Note:  Put caller on hold and contact your supervisor before transferring the call.
Negative or Abusive Discussion in Person
*  See above ‘Negative or abusive discussion by telephone’
Also:
Tell the person that you will ask him or her to leave the office or building.
Ask the person to leave the office or building.
If the person does not agree to leave, remove yourself from the scene and immediately inform other staff and your supervisor immediately.
Call security and / or your local police if necessary.
*  See below ‘Disruptive behaviour on premises’
Threats by Letter / Email
Retain the letter and the envelope
Handle the letter and envelope as little as possible, to protect evidence
Do not photocopy the letter and envelope
Report the incident immediately to your Security Advisor
Advise the police if considered appropriate.
Threats by Telephone
Threatening Call
If an anonymous threatening phone call is received:
Do not hang up – make a note of the phone number from the call ID.
If possible, indicate to work colleagues that the call is threatening.
Listen carefully and make detailed notes about the threat, the caller and any background noise.
Do not hang up after the caller has terminated the call.
Report the call to the Security Advisor as soon as possible.
Advise the police if considered appropriate.
Malicious Call Tracing
Note details of the:
Telephone number calling
Extension call received on
Time and date call received
Duration of call
Leave telephone off hook for at least 5 minutes at end of conversation.
From another telephone:
Advise the Security Advisor and / or the police
Threats in Person
Where there is a concern of violence or assault on you:
Move away from the threat to a safe place.
Protect yourself and call for help.
Call the police if considered appropriate.
Advise your supervisor and Security Advisor
*  See below ‘Hold up / Robbery’
Intruder on Premises
An intruder is an unauthorised person who enters company / business property.  If this occurs:
Advise management / site supervisor and Security.
Ask another staff person to accompany you before approaching subject person.
Politely greet subject person and identify yourself as a company employee.
Ask subject person the purpose of his/her visit.
If applicable, inform subject person that all visitors must register at the relevant point, e.g. reception, security gate, etc.
Watch to see that person goes to the appropriate place or leaves.
If subject person’s purpose is not legitimate, ask him/her to leave.  Accompany subject person to exit.
If subject person refuses to leave:
Warn subject person of consequences for staying on company property.  Inform him/her that you will call police.
Notify security or police and the site supervisor if subject person still refuses to leave.  Give a full description of subject person.
Walk away from subject person if he/she indicates a potential for violence.  Be aware of subject person’s actions at this time (where he/she is located in the building, whether he/she is carrying a weapon or package, etc.
The site supervisor may require staff to lock-down the building/s.
Hold-up / Robbery
When bandits are on premises, use the ‘COPS’ method:
CALM
Remain calm and quiet.  Do not attempt to attack or disarm the bandit for the sake of protecting money.  If you are out of danger, stay out of danger.  Blend into the group and avoid attention.  Personal safety and lives are most important.
OBEY
Obey the bandit’s instructions.  Avoid eye contact.  Do only what you are told and nothing more.  Keep your actions open and deliberate with no sudden movement.
PICTURE
Note the description of the bandit, the weapon, the vehicles and anything else that may help the police.
SAFEGUARD
Observe the bandit’s description.  Ensure no one touches potential forensic evidence, e.g. fingerprints, DNA, on hop up notes, counters, and cash tins.
When bandit/s leave the premises:
Activate the ‘Hold Up’ alarm.
Lock the door after the bandit leaves.
One person watches the bandit/s while another raises the alarm.  Do not chase after the bandit/s.
Dial 000 (triple zero).  Ask for Police.  Give details of location, injuries, description of bandit, weapons, vehicle, and direction of escape.
Dial your manager / switch and ask for help and counselling support.  Advise Security.
Do not touch anything at the scene unless absolute necessary.
Keep the telephone lines open.
Dial home if you wish to tell family that you are safe (please use your mobile phone if possible).
Ask all witnesses to complete the Bandit Description Form, without discussing it with each other.  Individual observations are extremely important.
Make no comments to the Media.  Management should ensure appropriate media comment.
Ask all witnesses to wait for the Police.  Obtain full contact details as soon as possible.
Remember that the Security / Police response to a hold up alarm will be along the following lines depending on the circumstances:
Security – immediate patrol response, may enter and encourage bandit to leave premises, secure the premises, assist staff, may challenge offender outside premises.
Police – as for Security but will attempt an arrest.
Hostage Situation / Bandit Barricaded with Staff
*  See also ‘Hold up / Robbery’
If you witness a hostage situation on the premises:
Do not intervene.
Call Police ‘000’ immediately and advise of situation.
Notify site supervisor / management and security.
NOTE: Site supervisor / management to ensure that Police and Security advised (if not already).
Seal off area near hostage scene.
Keep details notes of events.
If you are taken hostage:
*  See ‘Hold up / Robbery’ and ‘Intruder on Premises’
Disruptive Behaviour on Company Premises
*  See above ‘Intruder on Premises’
Where a person’s behaviour is causing a potential threat or risk to the safety of the other parties or the building security, management may decide to ask them to leave the premises.
Ask another staff person to accompany you before approaching subject person.
Politely greet the person and identify yourself as an employee.
Warn the person that he/she could be asked to leave the premises if the behaviour does not stop.
If the behaviour does not stop, advise the person that they are required to leave the premises and indicate the nearest exit point.
Advise the person when and under what circumstances he/she may return if that is appropriate.
Watch to see that the person goes to the appropriate place or leaves.
If subject person refuses to leave:
Warn subject person of consequences for staying on company property.  Inform him/her that you will call police.
Notify security or police and the site supervisor if subject person still refuses to leave.  Give a full description of subject person.
Walk away from subject person if he/she indicates a potential for violence.  Be aware of subject person’s actions at this time (where he/she is located in the building, whether he/she is carrying a weapon or package, etc.
The site supervisor may require staff to lock-down the building/s.

People with a Weapon on Premises
Where it is suspected that a person has brought a weapon onto the premises:
Immediately notify security or police and the site supervisor if subject person still refuses to leave.  Give a full description of subject person.
Walk away from subject person if he/she indicates a potential for violence.  Be aware of subject person’s actions at this time (where he/she is located in the building, whether he/she is carrying a weapon or package, etc.
The site supervisor may require staff to lock-down the building/s.
*  See above ‘Intruder on Premises’ and ‘Hold up / Robbery’
Civil Disorder / Demonstrations on Premises
*  See above ‘Intruder on Premises’
Lockdown
Management or the site supervisor may issue lock-down procedures in situations involving dangerous people or civil disorder that may result in harm to persons on the premises.
Immediately call the emergency services ‘000’ – police
Lock external doors and cover external windows.
Move all persons away from doors and windows.
Remain inside premises until all clear signal is given by Police or site supervisor.


Christmas Close Down policy (where applicable)
<insert business name> has determined that the offices will be shut over the Christmas / New Year period each year <insert dates>. (Check your relevant Modern Award)
It is the intention of (“the Company”)  that the offices will be fully closed over this period and staff are not to attend work unless required due to assigned/approved operational requirements or for emergency and on-call situations. 
The operational requirements for each section shall be assessed by the end of September each year with staff who may be required to attend work during this period to be notified by the first of November each year (minimum requirement four weeks’ notice).
Where there are operational requirements in a particular section, and staff are required to work during this period, every endeavour is to be made by the supervisory and managerial staff to ensure that the duties are fairly rotated and that all staff in the section are given the opportunity to take advantage of the Christmas close down period on a rotational basis.
Positions in the first instance should be filled by volunteers or by roster arrangements where required.
The following conditions will apply in organisations where flexiday or rostered day off provisions apply:
“Employees are able to bank up to five days off per annum for accrual of leave for the Christmas/New Year close down period only.
Where the accrued time in excess of five days is accrued but unable to be taken due to operational requirements it can be paid out at time and a half.”
On-call Arrangements
Where staff are required to be on-call during the Christmas close down period over <December 25 and January 1> inclusive they shall be paid the normal callout allowance as provided in the relevant award, and shall not be required to attend the offices unless as part of an emergency situation or callout procedure.
Call-out requirements in the first instance should be filled by volunteers or by roster arrangements where required.
Options for taking Christmas Close Down Leave
The <three> days Christmas close down leave may be taken as:
Flexitime (if applicable)
annual leave (accrued or taken in advance)
leave without pay
accrued rostered days off (where applicable)


Accumulation of Leave for Christmas Close Down
All over time must be approved by the relevant supervisor / manager
The Flexitime system shall be amended to accommodate the accrual calculations for the Christmas close down leave.
Any grievances or disputes over Christmas close down leave and/or circumstances shall be handled in accordance with (“the Company”) Grievance and Dispute Handling Procedure. 


Business Gifts policy
Definition
A ‘business gift’ is an item provided to an employee, or an item given to another by an 	employee, in the course of normal business dealings.  Typical business gifts include 	promotional products and merchandise, alcohol, and corporate discounts.  This list is not 	exhaustive.  All business gifts are subject to this policy, regardless of the value of the gift itself.
Protocol
Employees must not abuse or take advantage of their position as an employee for private benefit.  This includes soliciting or accepting unauthorised gifts, rewards or benefits, whatever their nature or value which may place the employee under an obligation to a third party, or which may compromise, or be seen to compromise, the integrity of the employee or (“the Company”) .
Employees are required to advise their manager should they receive an unsolicited gift, reward or benefit from a third party where the value of the item exceeds $25.00.  This includes offers of hospitality, except for invitations to industry functions or annual events such as Christmas parties.
Any proposal to purchase or supply a third party with a gift on behalf of (“the Company”) must be approved in advance by the relevant manager.  Situations where (“the Company”) itself allocates pre-purchased items to be distributed to customers, suppliers and key contacts are excluded from the application of this policy.


Annual Leave Policy
Cashing Out of Annual Leave 
Where the following conditions are met an employee may cash out some of their annual leave entitlements:
A signed written agreement which specifies the amount of leave to be cashed in, the payment to be made to the employee, and the date the payment is to be made, must be made on each occasion between the employer and the employee
The employee must retain a balance of at least four weeks’ annual leave after cashing out any annual leave
The amount of leave that can be cashed out at any one time during a 12-month period is a maximum of two weeks’ leave

Managing Excessive Annual Leave Balances
Excessive annual leave determined under these new rules is at least eight weeks leave (or ten weeks for a shift worker).
Where an employee has accumulated excess leave and no agreement can be reached over the taking of this leave, after genuine attempts to reach agreement the employer can now direct the employee in writing to take annual leave at a future date to be set by the employer.
Under these circumstances at least eight weeks’ notice or more (but not more than twelve months) must be provided to the employee of when the leave will commence.
The employee must retain at least six weeks of paid annual leave after the directed leave is taken.
The employee cannot be directed to take less than one week’s leave.
Taking of Annual Leave in Advance
Employees covered under these provisions may be able to take annual leave before it has been accrued where the employer agrees in writing to this request which contains how much annual leave is being taken in advance, when it will commence and the signatures of both the employer and employee.
Payment of Annual Leave
Most modern awards previously stated that annual leave had to be paid in advance before the leave commenced.
Under the provisions, an employee who is currently paid by electronic funds transfer may continue to be paid during their normal pay cycle during their annual leave.



General
Not all modern awards have been amended and it is important to check if your award has been varied by visiting the Fair Work Australia website (https://www.fwc.gov.au/awards-and-agreements/awards/modern-awards/modern-awards-list).
Employees on Individual Employment Contracts and/or who are not covered by the provisions of the Fair Work Act 2009 (Cth) may also be able to cash out portions of their annual leave depending upon the specific terms of their contract and by agreement with the employer.
























Children in the Workplace Policy
INTRODUCTION
The (“the Company”) recognises that at times there will be children at the workplace due to parenting or carer requirements. This policy outlines the terms for and appropriateness of bringing children on site or to any other place where work is undertaken, including the responsibilities of parents/carers in relation to their supervision, health and safety and that of others, and the right of other people to have a conducive environment for carrying out their employment duties.
 SCOPE 
This policy applies to all staff and visitors. It does not apply to structured activities hosted by the (“the Company”) e.g. Company open days, school-based programs, work experience, at a clinic as a patient or where the accompanying adult is a patient. 
DEFINITIONS AND TERMS 
A child for the purposes of this policy is anyone under the age of 18 who is not otherwise employed by the (“the Company”). 
Carer is a person that is charged with the responsibility of caring for a child other than the parent (includes teachers, outside school hours or vacation care coordinator etc). 
Off Site Activities are activities managed by the (“the Company”) or external collaborator, requiring travel to a location for the purposes of conducting approved duties. 
Parents (includes guardians) are people who are charged with the care and management of a child. 
Restricted or higher risk areas are those areas defined as having an elevated health and safety risk to individuals where crucial risk controls are implemented to maintain health and safety. 
Responsibilities for the purpose of this document are ‘duties’ under the Work Health and Safety Act 2011. 
Unattended children are those children onsite without direct supervision from a carer or parent. 
Staff for the requirement of this Policy, refer to both paid and unpaid persons working or conducting work for or on behalf of the (“the Company”). 
Workplace refers to any place where work is undertaken. This includes both on and off site and includes activities such as field work (domestic and international), conferences, seminars etc. 
RESPONSIBILITIES
Responsibility of the (“the Company”)  
To provide an environment that is conducive to duty performance for all staff and visitors 
Ensure so far as is reasonably practicable, the health and safety of staff and other persons affected by its activities at the workplace and that risks are managed 
To take reasonable steps to assist staff and visitors who may have special requirements to enable access to facilities and services. 
Responsibilities of supervisors and managers
Within the scope of this policy, to approve or reject the request for children to attend the workplace, taking into account: 
a) the particular circumstances that have led to the request
b) the likely impact on others (staff and visitors) 
c) the health and safety issues and risks to the child and others; and 
d) the appropriateness of the child’s attendance.
Responsibilities of parents/carers bringing children to the workplace 
e) the child must be under the direct supervision of the parent/carer at all times whilst at the workplace
f) to safeguard the health and safety of the child in their care whilst at the workplace 
g) to consider the potential risk to the health and safety of others that may come from bringing children into the workplace and to take reasonable steps to safeguard against those risks; and 
h) be responsible for the behaviour of the child in their care so as not to endanger, inconvenience or otherwise disrupt the activities of staff or visitors. 
APPROVAL PROCESS 
Normally, prior approval must be sought from the person’s Supervisor or Manager for the child to attend work and a valid reason must be provided. This approval may be granted due to unforeseen situations where there are sudden and unexpected difficulties in childcare arrangements, except for those areas detailed in section 7 of this document. 
The (“the Company”) does not permit parents/carers to bring children routinely to the workplace as an alternative to regular, organised childcare arrangements. For staff, the (“the Company”) has flexible work arrangements in place to assist with family responsibilities as well as the provision of carers leave. 
AUTHORITY TO DIRECT PARENT/CARERS TO REMOVE A CHILD FROM THE WORKPLACE OR UNATTENDED CHILDREN 
A supervisor/manager/staff member with the authority in that particular working environment, e.g. in a public area, can direct a parent/carer to remove their child from the workplace if: 
(a) the child’s health or safety is at risk 
(b) the child is presenting a health or safety risk to others, for example they are unwell or have an infectious or communicable disease 
(c) the child's behaviour is causing disruption to the work of others, or 
(d) the presence of a child is inappropriate. 
In the case of staff, the person’s supervisor has the authority to direct that the child be removed from the work environment. In the case of visitors, in some cases the person in charge of the area, has the authority to direct that the child be removed. 
In public areas any member of staff on duty has the authority to direct the child be removed from the area. In the event that a child is deemed to be unsupervised and the parent/carer is not present, (“the Company”)  staff will engage with the child so that she/he remains in a safe environment and then: 
(a) take all reasonable attempts to find the parent/carer 
(b) if the parent/carer cannot be found, notify Management or Security. 
RESTRICTED AND HIGHER RISK AREAS 
Areas in which children ARE NOT permitted include, but not restricted to: 
(below are examples only, replace with relevant areas)
(a) All laboratories and ancillary areas, both regulated and non-regulated facilities 
(b) All workshops 
(e) Commercial kitchens and other food preparation areas 
(f) Fitness centres 
(g) Construction sites / sites under refurbishment
(h) In any examination environment. 
Other areas may be identified as unsuitable for children as determined by risk assessment. Supervisors of the respective areas are required to inform staff of these requirements or restrictions. 
CHILDREN AS PASSENGERS IN (“THE COMPANY”) VEHICLES 
Children of (“the Company”) staff or relatives must not be carried in (“the Company”) vehicles, equipment, or boats at any time except with prior approval. This restriction does not apply to vehicles which are assigned to senior staff as part of their remuneration package or where private use of the vehicle is part of the package.


Glossary
Act: A law (legislation) passed and enacted by a state or territory parliament, also commonly known as an Act of Parliament. Acts are the principal pieces of law covering, in this case, health and safety in the workplace.
Approved Code of Practice (COP) is a practical guide to achieving the standards of WHS required under WHS legislation. A COP applies to anyone who has a duty of care in the circumstances described in the code. Mostly, following an approved COP would achieve compliance with the health and safety duties in the WHS Act, in relation to the subject matter of the code. Approved COP’s are admissible in court proceedings under the WHS legislation. Compliance with the WHS legislation may be achieved by following another method, such as a technical or an industry standard, if it provides an equivalent or higher standard of WHS than the code.
Conditions of Employment: These are usually the benefits and responsibilities within a given position, specifically related to items like wage rate, work hours, annual and sick leave allowance, superannuation payments, penalty rates, grievance and discipline policies and other procedural conditions of employment.
Contingent Workers: Employees who may be casual labour, part-timers, freelancers, subcontractors, independent professionals, and consultants.
Contractor: A contractor is any person (other than (“the Company”) employee) or a company performing work for, or on behalf of (“the Company”).
Controlled document or record: Any document for which distribution and status are to be kept current by the issuer to ensure that authorised holders or users have available the most up to date version.
Corrective Action: A corrective action is an action, which is taken to eliminate the cause of an identified compliance breach or a hazard.
Dangerous Goods: Dangerous Goods within the meaning of the Dangerous Goods (Road and Rail Transport) Act 2008 and the regulations under that Act.
Disciplinary Procedure: A procedure carried out in the workplace in the event of an employee committing some act contrary to terms of the employment agreement. If the act is regarded as Gross Misconduct this may lead to Summary Dismissal.
EAP: An Employee Assistance Programme (EAP) can be defined as a work-based intervention aimed at the early identification and/or resolution of both work and personal problems that may adversely affect (job) performance.
Emergency service:
Rural Fire Authority; or
Fire Brigade (State); or
Ambulance Service; or
State Emergency Service; or
Police (State).
Employee - A person employed under a contract of employment or contract of training. An employee is not a contractor.
Grievance: A grievance is a complaint brought forward by an employee about an alleged violation of law or dissatisfaction with work conditions.
Gross misconduct: Gross misconduct is an action so serious that it calls for the immediate dismissal of an employee. Physical violence and intoxication at work are two common examples of this.
Hazard: A hazard is a source or a situation with a potential for harm in terms of human injury or illness, damage to property, damage to the environment, or a combination of these.
Hazardous Chemical: means a chemical that meets the criteria for classification as being hazardous according to the WHS Regulations. A Substance is any natural or artificial substance, whether in the form of a solid, liquid, gas, or vapour. 	
Hierarchy of Control - A hierarchical structure of actions that can be used to control risk, listed in order of effectiveness.
Incident - An incident is any unplanned event resulting in, or having a potential to result in injury, ill health, damage, or loss.
ISO:  the name used internationally for the International Organisation for Standardisation, whose purpose is to establish international standards for services, goods, and industrial methods 
ISO 9000 the ISO’s quality standard for companies producing goods 
ISO 9001/9002 the ISO’s quality standards for companies providing services
Lost Time Injury (LTI) - An injury or illness that occurs in the workplace as a result of an activity, or exposure to a hazard and results in at least one full day absence from work.
Material Safety Data Sheet (MSDS): Information containing data regarding the properties and effects of a particular chemical that must be provided by the manufacturer, supplier or importer of the hazardous chemical/dangerous good. Material Safety Data Sheets must be current – within 5 years of the issue date and meet specific legislated format requirements.
PCBU stands for “Person who Conducts a Business or Undertaking’”. The definition of a PCBU is similar to an employer, however it is termed PCBU to ensure other relevant relationships (such as someone who commissions work, or a landlord) are recognised under the WHS legislation. 
Placard: A sign or notice that is displayed in a prominent place, next to a container or storage area for Dangerous Goods at a workplace. It contains information about the Dangerous Goods in containers or in a storage area. Placards are placed on trucks / vehicles transporting Dangerous Goods.
Plant: includes -
Any machinery, equipment, appliance, implement and tool; and
Any component of any of those things; and
Anything fitted, connected or related to any of those things.
Regulations: Regulations are law that is created under the authority of an Act. Regulations are subordinate to an Act and are the secondary level of law covering, in this case, Human Resources, Industrial Relations and health and safety in the workplace.
Risk - Risk is a combination of the likelihood and consequences of any injury or harm occurring.
Self-employed person - means a person, other than a PCBU, who works for gain or reward otherwise than under a contract of employment or training.
(“the Company”) refers to the business that this manual is intended for.
Volunteer means a person who is acting on a voluntary basis (irrespective of whether the person receives out-of-pocket expenses).
WHS Documents: Include, but not limited to policies, procedures, guidelines, programs, agreements, forms, checklists, templates, risk assessments and safe work procedures.
WHS Records: Include, but not limited to audit reports, workplace inspections, risk assessments, safe work procedures, training plans and registers, WHS meeting minutes, emergency evacuation reports, health monitoring reports, document control registers, inspection testing and monitoring reports and corrective action registers.
Worker: is a person, who carries out work in any capacity for a PCBU, including work as:
An employee, or
A contractor or subcontractor, or
An employee of a contractor or subcontractor, or
An employee of a labour hire company who has been assigned to work in the person’s business or undertaking, or
An outworker, or
An apprentice or trainee, or
A student gaining work experience, or
A volunteer, or
A person of a prescribed class.
Workplace – means a place where work is carried out for a business or undertaking and includes any place where a worker goes or is likely to be while at work. A workplace includes:
A vehicle, vessel, aircraft or other mobile structure; and
Any waters and any installations on land, on the bed of any waters or floating on any waters.




Note: This Manual meets the requirements of the Fair Work Act 2009 (Cth) and addresses the requirements of the National Employment Standards (NES). It is suitable for use throughout all States and Territories of Australia.
Applicable Law: The Fair Work Act 2009 (Cth) applies the National Employment Standards (NES), which are a set of minimum employment standards in Australia.
In addition, each state and territory have legislation that deals with various employment matters such as WHS/OHS or discrimination.
This Manual does not take into account the requirements of modern awards or enterprise agreements. If such an award or agreement applies, then that will set some additional minimum standards with which the employer must comply.
General principles of contract law, as provided by the common law, may also apply.
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Employee Signoff

I, _____________________________________________________________________________
have read, understand, and agree to abide by the responsibilities set out in this Employee Policy and Procedure manual. 




_____________________________________________________	___________________
	Signed by employee		Date




_____________________________________________________	___________________
	Signed by supervisor		Date
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