
 

 

*Recommended initial base policies  

*1. CODE OF CONDUCT 

OVERVIEW 

At Company Name ("the Company") we require that all of our employees conduct themselves 

according to the highest standards of ethics, integrity, and behaviour when dealing with our clients, 

colleagues and other stakeholders.  This includes, but is not necessarily limited to, full compliance with 

all legal obligations imposed by statute or any other source of law. 

This Code establishes the standards of behaviour that must be met by all employees. Where these 

standards are not met, appropriate disciplinary action will be taken. In cases where the breach 

involves serious misconduct, this may result in summary dismissal. In cases where a breach of the 

policy involves a breach of any law, then the relevant government authorities or the police may be 

notified. 

 

OPERATION 

The purpose of this policy is to make it clear what the Company expects from employees, and 

employees are required to be familiar with and comply with the terms of this policy at all times.  Failure 

to do so may result in disciplinary action, including potentially termination of employment. 

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  They set the terms and conditions of employment that are intended to be contractual 

out in an employee’s written employment contract. 

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

  

STANDARDS OF CONDUCT 

The standards expected of employees include: 

• Compliance with all Company and workplace policies, procedures, rules, regulations and 

contracts; 

• Compliance with all laws; 

• Compliance with all reasonable and lawful instructions given by or on behalf of the Company; 

• Devotion of the employee’s entire time, attention and skill during normal working hours and 

at other times as reasonably necessary for the employee to perform their duties; 

• To be honest and fair in dealings with customers, clients, co-workers, Company management 

and the general public, and to treat them with courtesy and respect; 

• To be faithful and diligent, and actively pursue the Company’s best interests at all times; 

  



 

 

*2. WORKPLACE ANTI-BULLYING  & ANTI-HARASSMENT POLICY 

 Company Name (“the Company”) seeks to provide a work environment that is safe and enjoyable for 

all. 

Workplace bullying has a detrimental effect on the Company and its people. It can create an unsafe 

working environment, result in a loss of trained and talented workers, cause the breakdown of teams 

and individual relationships, increase absenteeism and reduce efficiency and productivity. People who 

are bullied can become distressed, anxious, withdrawn and can lose self-esteem and self-confidence. 

Workplace bullying is also in some circumstances against the law. For these reasons, bullying will not 

be tolerated by the Company. 

The Company recognises that workplace bullying may involve comments and behaviours that offend 

some people and not others. The Company accepts that individuals may react differently to certain 

comments and behaviour. That is why a minimum standard of behaviour is required of workers. This 

standard aims to be respectful of all workers. 

The Company recognises that workplace bullying can take place though a number of different 

methods of communication including face to face, email, text messaging and social media platforms. 

As such, this Policy applies to all methods of communication through which workplace bullying can 

take place. 

This Policy applies to behaviours that occur: 

• In connection with work, even if it occurs outside normal working hours; 

• During work activities, for example, when dealing with clients; 

• At work related events and functions, for example, at Christmas parties; and 

• On social media platforms where workers interact. 

This Policy applies to all workers including employees, contractors and volunteers. 

In so far as this policy imposes any obligations on the Company (ie those additional to those set out 

under legislation), those obligations are not contractual and do not give rise to any contractual rights. 

To the extent that this policy describes benefits and entitlements for employees (ie those additional 

to those set out under legislation), they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

WHAT IS WORKPLACE BULLYING? 

Workplace bullying occurs when an individual, or a group of individuals, repeatedly behaves 

unreasonably towards a worker, or a group of workers, and the behaviour creates a risk to health and 

safety. It includes both physical and psychological abuse. 

Bullying behaviours can take many different forms, from the obvious (direct) to the more subtle 

(indirect). 

The following are some examples of direct bullying: 

• Abusive, insulting or offensive language or comments; 

• Violent, aggressive or intimidating conduct; 



 

 

*3. WORKPLACE  EQUAL OPPORTUNITY AND ANTI-DISCRIMINATION POLICY 

Overview 

Company name (“the Company”) is committed to providing all workers with a healthy and safe work 

environment that promotes equal opportunity and is free from discrimination and sexual harassment.  

This Policy applies to all workers including employees, contractors and volunteers. 

In so far as this policy imposes any obligations on the Company (ie those additional to those set out 

under legislation), those obligations are not contractual and do not give rise to any contractual rights. 

To the extent that this policy describes benefits and entitlements for employees (ie those additional 

to those set out under legislation), they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

Policy 

The objectives of this policy are to: 

• take all reasonable steps to prevent unlawful discrimination on the basis of the attributes and 

areas listed under both State and Federal anti-discrimination legislation and the Fair Work Act 

2009; 

• provide those covered by the scope of this policy with a healthy and safe environment for 

work that is free from behaviours, processes and practices that may constitute discrimination 

or discriminatory harassment; 

• outline the responsibilities of managers, supervisors, team leaders and other staff; 

• encourage the early reporting of allegations of discrimination and discriminatory harassment; 

• ensure, as far as practicable, that complaints are dealt with in a sensitive, equitable, fair, 

timely and confidential manner and in accordance with the principles of natural justice and 

procedural fairness; 

• ensure, as far as practicable, that the persons covered by this policy are not victimised or 

penalised for reporting alleged bullying conduct. 

This policy establishes the standards of behaviour that must be met by all workers. Where these 

standards are not met, appropriate disciplinary action will be taken. In cases where the breach 

involves serious misconduct, this may result in summary dismissal. In cases where a breach of the 

policy involves a breach of any law, then the relevant government authorities or the police may be 

notified. 

Workers found to have engaged in discrimination or sexual harassment might be counselled, warned 

or disciplined. Severe or repeated breaches can lead to formal discipline up to and including 

termination of employment. 

 

 

 



 

 

*4. WORKPLACE HEALTH & SAFETY (WHS) POLICY 

 Company Name (“the Company”) is committed to providing a safe and healthy workplace, safe 

working methods, and the provision of safe equipment. Workplace health and safety is considered by 

management to be an integral and vital part of the successful performance of any job. 

This policy sets out the responsibilities of the Company and its employees with the aim that together 

we can keep the workplace safe and productive. 

In so far as this policy imposes any obligations on the Company (ie those additional to those set out 

under legislation), those obligations are not contractual and do not give rise to any contractual rights. 

To the extent that this policy describes benefits and entitlements for employees (ie those additional 

to those set out under legislation), they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set in 

an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

The Company, as a person conducting a business or undertaking (PCBU), is committed to: 

• Integrating workplace health and safety into all aspects of its operations; 

• Identifying hazards, assessing risk and implementing control strategies to minimise risk of 

injury to people and property; 

• Ensuring that relevant health and safety laws that apply to working conditions and the work 

environment are observed and enforced; 

• Developing and implementing safe systems of work; 

• Providing adequate safety information, training and supervision; 

• Designing, purchasing, installing and maintaining a safe site and machinery; 

• Ensuring that the workplace under their control is safe and without undue risks to health; 

• Ensuring that the behaviour of all persons in the workplace is safe and without undue risks to 

health; 

• Attempting to remedy all problems relating to workplace health and safety; 

• Consulting with workers and other parties to address safety issues and improve decision 

making on workplace health and safety matters; and 

• Supporting and assisting workers in effective injury management and rehabilitation. 

All employees and contractors are required to: 

• Adhere to safe work practices, instructions and rules; 

• Immediately report any unsafe work condition or equipment to the Company; 

• Not misuse, damage, refuse to use, or interfere with anything provided in the interest of 

workplace health and safety; 

• Perform all work duties in a manner which ensures individual health and safety and that of all 

other people in the workplace; 



 

 

5. GRIEVANCE HANDLING POLICY 

 

OVERVIEW 

At Company Name (“the Company”) we aim to foster good relations amongst employees and between 

employees and management. We acknowledge that the enjoyment you experience in your job is 

reflected in how well you work and how well you relate to your colleagues and customers. 

We also acknowledge that problems can arise at work that may sometimes cause you to feel 

aggrieved. These problems can sometimes arise from the behaviour or decisions of management or 

other employees. 

The purpose of this policy is to allow you to have such problems, referred to as grievances, addressed 

internally in a timely and confidential manner. 

A grievance can be about anything done, or not done, by management or another employee or 

employees, which you feel affects you unfairly or unjustly. A grievance can also be about 

discrimination, harassment, bullying or any other employment related decision or behaviour that you 

think is unfair, unjust or upsetting. 

This Grievance Handling Policy outlines the procedures you should follow to try to resolve a grievance 

and also outlines the steps the Company will take to resolve your grievance if you make a formal 

complaint.  

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

  

WHAT ARE YOUR OPTIONS IF YOU HAVE A GRIEVANCE? 

In general there are three options to consider if you have a grievance, being: 

• Deal with the matter informally. A grievance can be dealt with informally by approaching the 

involved in your grievance, if you feel comfortable in doing so. You can tell them that their 

behaviour, decision, actions, etc. was unfair, offensive, discriminatory etc., and why you 

believe this to be so. The person may have been totally unaware of the affect of their 

behaviour or decision on you. By telling them you will give them a chance to redress the 

situation. This may not be appropriate in some cases, particularly if you do not feel 

comfortable speaking to the person. 

• Speak to your manager or other senior person. If you do not want to speak to the person 

directly, you can tell your manager about your grievance. They should be able to tell you what 

your options are. They may approach the person complained about and talk to them 

informally about your grievance. They may decide to take more formal action. Generally, they 

will seek your approval before doing anything – although sometimes they may decide that 

taking action will be necessary even if you do not wish them to do so (for example where 

failure to do so poses a health and safety risk). If your grievance is about your manager, you  



 

 

 

6. DISCIPLINE & TERMINATION POLICY 

OVERVIEW 

Company Name (the Company) aims to ensure that our people behave in a way that ensures everyone, 

including our colleagues, contractors and customers, are treated fairly and without bias or 

discrimination. We encourage behaviour that supports and fosters self-discipline and promotes our 

code of conduct.  

Where deemed appropriate, disciplinary measures may be taken when people conduct themselves in 

a way that detracts from our ability to deliver a quality service to our customers, contradicts our code 

of conduct or in any other way perceived to adversely affect our company, objectives or good 

reputation.  

This policy contains guidance on performance and conduct management, and the disciplinary 

consequences, up to and including termination, that may follow. It is strictly for general guidance 

purposes only and aims to provide employees and management with an understanding of the 

procedures that may be followed in certain circumstances.  

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract. 

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

 WHAT CONSTITUTES POOR PERFORMANCE? 

An employee’s performance will be considered poor or unsatisfactory if the employee is repeatedly 

not meeting the requirements of their role (as set out in the employee’s position description, contract 

of employment, key performance indicators, Company policies, or as communicated to the employee 

otherwise). Poor performance may be observed by the employee’s manager or other relevant person 

and may or may not be the result of a formal performance evaluation. 

 WHAT CONSTITUTES MISCONDUCT? 

Misconduct includes, but is not limited to:  

• Unauthorised absenteeism; 

• Unacceptable behaviour towards managers/supervisors/employees/clients/customers of the 

Company; 

• Inappropriate or dishonest behaviour in the workplace; 

• Any instances of harassment and/or bullying; 

• Non-compliance with Company policies, procedures or practices; 

• Failure to follow lawful and reasonable direction from the Company or an authorised 

representative of the Company. 

  



 

 

7. TELEPHONE, MOBILE PHONE & INTERNET POLICY 

Company Name ("the company")  provides this policy to set out guidance relating to telephone, mobile 

and internet use by employees. 

Inappropriate use of mobile, telephone and internet at work decreases productivity, causes security 

risks, distracts co-workers and colleagues, and can cause significant expense to a business. 

This policy is designed to set down minimum standards regarding mobile phone, telephone and 

internet use for all employees during their employment with the Company. 

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

 TELEPHONE & MOBILE PHONE USE  

The Company appreciates that staff may have a need to make and receive some personal telephone 

calls during work hours. However, unless in the case of an emergency, telephone and mobile phone 

use should never interfere with employees’ work duties, including but not limited to the service of 

customers. 

The following guidelines govern the use of telephones and mobile phones and the making and/or 

receiving of personal calls during work time: 

• Personal calls should never take precedence over the service of customers and clients. Unless 

there is an emergency, all personal phone calls should be restricted to legitimate work breaks 

(for example, your meal break) or before or after the commencement of your shift; 

• Any workplace telephones are provided for the conduct of the Company's business. Such 

telephones should not be used for personal calls except in the case of emergency, or where 

you have permission to make or receive personal calls by your manager. Any use of Company 

telephones for the conduct of any other business or for the financial gain of any other party is 

expressly prohibited; 

• All personal calls during the performance of your work duties, should be kept as short as 

possible in the interests of minimising disruption to work; 

• Employees must not use Company telephones (including mobile phones) in any way that 

offends the law or as a device for delivery of offensive or objectionable communications. 

Offences of this nature may result in disciplinary action up to an including termination of 

employment; 

• Where you are provided with a Company mobile phone it is provided solely for performance 

of your work duties, unless the Company informs you otherwise. The Company will only pay 

for legitimate work calls and you may be required to pay for personal phone usage (unless you 

are informed otherwise). 

  



 

 

8. STAFF SOCIAL FUNCTIONS POLICY 

At Company Name (“the Company”) we believe that socialising between co-workers, management, 

clients and customers can help to build staff morale and positive and productive working relationships. 

The Company may organise staff social functions from time to time. These functions may be held 

either on work premises or at another venue. Whilst these functions are for the enjoyment of staff, 

clients and business colleagues may attend these functions on occasion. 

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

Employees are reminded that they must conduct themselves in a professional and responsible manner 

during staff functions and all employees are expected to meet the following behavioural standards: 

• If alcohol is served during a staff function, employees must take an appropriate and 

responsible approach to alcohol consumption; 

• Any use of illegal drugs during staff functions is strictly prohibited; 

• Equal opportunity and anti-discrimination are a high priority within the Company and 

employees are required to be mindful of their behaviour consistent with the Workplace Anti-

Bullying & Anti-Harassment Policy and Equal Employment Opportunity and Anti-

Discrimination Policy; 

• Abusive language and threatening or violent behaviour are not permitted in work situations 

including during staff functions; 

• Employees are required to treat all company property or other facilities (such as where a staff 

function is held at a different venue) with respect and care. 

A breach of this policy may result in disciplinary action up to and including termination of employment. 

  

  



 

 

9. SOCIAL MEDIA POLICY 

At Company Name (“the Company”) we understand that social media networks (such as Facebook, 

Twitter, LinkedIn, Instagram etc.) play an important part in today's society and that the majority of 

our employees may use social media in some personal capacity. 

It is important for all employees of the Company to be aware that much of the information exchanged 

within social media networks online or otherwise falls within the public domain, and the line drawn 

between what is considered to be personal and public is not always clear. It is also important to 

remember that information posted on social network sites can be easily traced and can generally be 

accessed at any time. 

The purpose of this policy is to outline minimum standards regarding social media use and 

participation for all employees during their employment with the Company. 

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

The following rules should be followed by all employees of the Company in relation to social media 

networks. These rules apply whether employees are using social media either during or outside of 

work hours: 

• Employees should not post anything on social media networks that refers to their 

employment, the Company or any persons associated with the Company (eg other employees, 

directors, customers, clients, suppliers, etc) without the Company’s express permission; 

• Employees should not identify themselves on social media networks as an employee of the 

Company. Employees should not, for example, post pictures of themselves in any work 

uniform; 

• When participating in social media networks, employees of the Company should ensure that 

personal comments do not bring the Company or any of its directors or its employees into 

disrepute; 

• It is unacceptable to disparage the Company, or any persons associated with the Company (eg 

other employees, directors, customers, clients, suppliers, etc) in any way when participating 

in social media networks; 

• Employees of the Company should not participate in social media networks in such a way that 

negatively impacts upon their effectiveness and productivity at work; 

• Employees are not to access social media sites during working hours unless the use is directly 

related to the performance of duties required in the course of their employment; 

• When participating in social media networks, employees of the Company should not imply 

that any personal comments are endorsed in any way by the Company; 

• When participating in social media networks, employees must not disclose confidential 

information belonging to the Company or any other information the employee is required to 

keep confidential; 



 

 

  

10. REMOTE WORKING & WORKING FROM HOME POLICY 

PURPOSE 

Company Name (“the Company”) supports flexible work practices that assist staff to balance their 

work and personal lives. Remote working /Working from home is an initiative that allows greater 

flexibility and balance between work and personal needs (such as family or caring responsibilities). 

The purpose of this policy is to identify the conditions employees must abide by when performing 

work remotely or from home, and how employees may apply for permission to work in this way. Any 

such arrangements must be approved in writing by the Company and in most circumstances the 

Company’s premises will remain your primary place of work. 

Employers and employees have responsibilities under work health and safety laws to ensure that work 

is carried out safely. These rules also apply to remote working/working from home. Employers must 

act in accordance with the Company's requirements and directions in respect of health and safety 

when working remotely or from home. 

In so far as this policy imposes any obligations on the Company (ie those additional to those set out 

under legislation), those obligations are not contractual and do not give rise to any contractual rights. 

To the extent that this policy describes benefits and entitlements for employees (ie those additional 

to those set out under legislation), they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

 

REQUESTS TO WORK REMOTELY OR FROM HOME 

All requests to work remotely or from home must be made in writing by the employee. Where the 

employee makes the request pursuant to a right to request flexible working in accordance with the 

Fair Work Act 2009 (Cth) (“the FW Act”) any request must be made in accordance with the relevant 

provisions of the FW Act, and the Company will consider the request and respond in accordance with 

the relevant provisions of the FW Act (see Flexible Working Policy).  

Nothing in this policy affects employees or the Company’s rights and obligations under the FW Act 

and in the event of an inconsistency with the FW Act and this policy, the FW Act will prevail. 

Factors that the Company will consider when considering a request to work remotely or from home 

include: 

• The needs of the employee; 

• The operational needs of the Company; 

• The nature of the work and its suitability to a remote working or working at home 

arrangement; 

• Potential positive or negative effects on the quality of work processes, practices and outcomes 

and the impact on work colleagues; 

• Availability of equipment used to facilitate working remotely or from; 



 

 

11. ALCOHOL & DRUGS POLICY 

OVERVIEW 

Company Name ("the Company") provides a work environment which aims to ensure the health, 

safety, respect and productivity of all employees. The Company acknowledges that the use of alcohol 

and drugs may impair an individual's capacity to perform their job safely, efficiently and with respect 

for work colleagues and customers. 

The use of such substances may result in the risk of injury or a threat to the wellbeing of the impaired 

employee, other employees, and customers as well as members of the public. 

The Company has a duty of care to all its employees, contractors and visitors, and is committed to 

providing a safe and healthy working environment. The term employee throughout this document is 

inclusive of employees, contractors and visitors. 

The purpose of this policy is to maintain a work environment that is free from the negative effects of 

illicit or prescription drugs and alcohol use. Further to outline the actions in the event that an 

employee is impaired in the workplace.  

Where the actions of an employee is influenced by drug use (including illicit or prescription drugs and 

alcohol) and these actions are improper, unsafe or constitutes a risk to themselves or others, this 

behaviour must be addressed and managed immediately. 

The consequences of breaching this policy may include disciplinary action, up to and including 

termination of employment.  Contractors may be prohibited from performing work for the Company 

again. 

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in your written employment contract. 

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

  

PROCESS 

1. Definitions 

a. Alcohol means any beverage that contains ethyl alcohol (ethanol), including but not 

limited to beer, wine and distilled spirits.  

b. Workplace means all property of the Company (including home offices (where 

applicable during designated hours), including parking facilities, company-owned or 

leased vehicles and equipment wherever located.  

c. Drug testing means the scientific analysis of urine, blood, breach, saliva, hair, tissue 

and other specimens of the human body for the purpose of detecting a drug or 

alcohol.  

d. Illegal drug means any drug which is not legally obtainable; any drug which is legally 

obtainable but has not been legally obtained; any prescribed drug not legally 

obtained; any prescribed drug not being used for the prescribed purpose; any over-  



 

 

12. MENTAL HEALTH AND WELL-BEING POLICY 

BACKGROUND 

Mental health is a state of wellbeing that allows people to realise their potential while coping with the 

ordinary challenges of life. 

We all experience varying levels of mental health during our lives. 

Good mental health supports people to thrive in their life, work and relationships with others. 

Meanwhile, mental ill-health can negatively impact these parts of our lives in a significant way. 

OVERVIEW 

Company name (“the Company”) is committed to establishing, promoting and maintaining the mental 

health and wellbeing of all staff through workplace practices, and encouraging staff to take 

responsibility for their own mental health and wellbeing. 

The Company believes that the mental health and wellbeing of their staff is key to organisational 

success and sustainability. 

In so far as this policy imposes any obligations on the Company (ie those additional to those set out 

under legislation), those obligations are not contractual and do not give rise to any contractual rights. 

To the extent that this policy describes benefits and entitlements for employees (ie those additional 

to those set out under legislation), they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in an employee’s written employment contract.   

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

PROCESS 

The Mental Health and Well-Being Policy applies to all employees of the Company, contractors and 

casual employees.  

Roles and Responsibilities 

Section 5 of the Occupational Health and Safety Act 2004 (OHS Act) defines health as including 

psychological health.  

Under the OHS Act, employers must: 

1. Provide and maintain a working environment for their employees, including independent 

contractors, that is safe and without risks to health, so far as is reasonably practicable. This 

includes providing and maintaining safe systems of work. 

2. Employers also have an obligation to consult with employees and health and safety 

representatives (if any) on matters that directly affect, or are likely to affect their health or 

safety, for example when identifying hazards and deciding on appropriate risk controls. This 

includes hazards and risks associated with mental health. 

 

  

  



 

 

13. FAMILY AND DOMESTIC VIOLENCE POLICY 

OVERVIEW 

Company name (‘the Company’) is committed to addressing family and domestic violence and 

ensuring that employees affected by it are reasonably supported to overcome the work-related 

impacts.   

The purpose of this policy is to: 

• promote a respectful and safe workplace environment that does not tolerate or excuse 

domestic and family violence  

• clearly identify the responsibilities for preventing occurrence and responding to the needs of 

employees at the Company who are affected by family and domestic violence. 

The policy applies to all employees and contractors of the Company. 

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  They set the terms and conditions of employment that are intended to be contractual 

out in an employee’s written employment contract. 

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

  

Process 

1. Definitions 

 

For the purpose for the purpose of this clause the following definition applies: 

(a) family and domestic violence means violent, threatening or other abusive behaviour by a 

family member of an employee that seeks to coerce or control the employee and that causes 

them harm or to be fearful. 

(b) family member means: 

(i) a spouse, de facto partner, child, parent, grandparent, grandchild or sibling of the 

employee; or 

(ii) a child, parent, grandparent, grandchild or sibling of a spouse or de facto partner of 

the  employee; or 

(iii) a person related to the employee according to Aboriginal or Torres Strait Islander 

kinship rules. 

(c) A reference to a spouse or de facto partner in the definition of family member in this policy 

includes a former spouse or de facto partner. 

 

 



 

 

14. RETURN TO WORK POLICY 

Purpose 

The purpose of this policy is to document Company’s approach to recovery and return to work for 

staff members who have sustained a work-related injury or illness. 

Scope 

This policy applies to all Company staff and staff of relevant Company Controlled Entities who have 

sustained a work-related injury or illness. 

Service Standards 

The primary aim of Company is to prevent injury or illness through the provision of a safe and healthy 

work environment. However, in the event of a work-related injury or illness, Company will: 

• view a staff member’s recovery and return to work as the primary goal if a staff member is 

injured while at work;  

• ensure that early and timely intervention occurs to improve recovery and return to work 

outcomes including after retraining (if required);  

• with the active assistance and participation of the staff member, ensure that recovery and 

return to work processes focus on maintaining the relationship between the staff member 

and Company;  

• ensure that it fulfils its recovery and return to work obligations because early and effective 

workplace- based coordination of a timely and safe return to work benefits an injured staff 

member’s recovery;  

• treat a staff member fairly and with integrity, respect and courtesy, and comply with stated 

timeframes;  

• be clear about how it can assist a staff member to resolve any issues by providing accurate 

and complete information that is consistent and easy to understand (including options about 

any claim, entitlements, obligations and responsibilities);  

• assist a staff member in making a claim and, if necessary, provide the staff member with 

information about where he or she can access advice, advocacy services and support;  

• take all reasonable steps to provide services and information in a staff member’s preferred 

language and format, including through the use of interpreters if required, and to 

demonstrate respect and sensitivity to a person's cultural beliefs and values;  

• respect and maintain confidentiality and privacy in accordance with any legislative 

requirements;  

• provide avenues for feedback or for making complaints, and to be clear about what can be 

expected as a response; 

 

 

 



 

 

 

15. FATIGUE MANAGEMENT POLICY 

OVERVIEW 

The management of fatigue is an integral part of our organisation’s “Fit for Duty” requirements and is 

a shared responsibility between (company name) (the Company) and all its employees (including 

contractors).  

The Company is responsible for providing safe systems of work and all employees share in the 

responsibility to minimise and manage the adverse effects of work related fatigue. This policy aims to 

assist in the assessment of the causes of fatigue and mitigate the related hazards for our employees, 

contractors and visitors to our worksites.  

The Company advises that this policy and supporting procedures applies to everyone working at a 

worksite of the Company, or attending a worksite and applies to the entire lifecycle of 

activities/processes. All employees shall comply with this policy and procedure to ensure they 

maintain the capacity to safely perform work. 

Suppliers and contractors are encouraged to adopt this procedure. Where there is a conflict between 

legislation and the Company’s requirements, the more stringent standard prevails while ensuring legal 

compliance requirements are met.  

The consequences of breaching this policy may include disciplinary action, up to and including 

termination of employment.  Contractors may be prohibited from performing work for the Company 

again. 

In so far as this policy imposes any obligations on the Company, those obligations are not contractual 

and do not give rise to any contractual rights. To the extent that this policy describes benefits and 

entitlements for employees, they are discretionary in nature and are also not intended to be 

contractual.  The terms and conditions of employment that are intended to be contractual are set out 

in your written employment contract. 

The Company may unilaterally introduce, vary, remove or replace this policy at any time. 

1. BACKGROUND 

It is normal to feel tired or drowsy after prolonged physical, mental or emotional effort at work. 

Fatigue, however, is an acute and/or ongoing state that leads to physical, mental or emotional 

exhaustion and prevents people from functioning safely. Working long hours, with intense mental or 

physical effort, or during some or all of the natural time for sleep, can cause fatigue. All of these have 

obvious implications for workplace and public safety. Fatigue can also have long-term effects on 

health. 

Fatigue related impairment is considered an identifiable workplace hazard. Like any hazard, the 

control measures for managing fatigue risks are based on sound principles.  

The most effective means to manage fatigue is to have adequate restorative sleep.  

A person’s fitness for duty may be compromised by: 

•  Spending extended periods of time awake 


