GENERAL INFORMATION
Your Company Name commenced business in 

Company has enjoyed strong growth in all areas of the business over this time 
Mission Statement
Company aims are to 
Introduction
Company in its efforts to achieve unrivalled standards in its approach 
Our aim
Company’s aim is to achieve 
Company Occupational Health & Safety (OHS)
Company is totally committed to OHS and takes very seriously the health & safety of all Company workers, customers and stakeholders in the business, including contractors and sub-contractors.

Company strives to achieve the highest measures of compliance with all OHS statutory obligations and encourages input from all parties with respect to any health & safety matters to ensure an effective approach to its duty of care.

COMPANY POLICIES
1. Quality policy
· To maintain or seek market leadership in all aspects of our business.

· To aspire to & achieve levels of performance above industry standards.

· To continuously improve our processes & services to exceed our 
      customer’s needs.

· To commit ourselves in a quality approach in everything we do.

2. Telephones
All Company workers are responsible for answering telephones within their vicinity. All calls need to be answered in the following manner:

· Answer within three rings in a courteous & professional manner.

· Answer Company Good morning/etc
· Give them a choice; don’t just put them on hold. (If the customer is on hold let them know why!)
· If you take a message ensure it is passed on to the person concerned.
Telephones are to be used for company business only, except in the case of an emergency or when prior arrangements have been made with management.

3. Mobile phones
Company expects our workers to devote their full attention to the performance of their duties. Mobile telephones can create a safety hazard by distracting employees from concentrating on their duties (including equipment vehicle operation). 
The use of mobile phones in view of customers projects an unprofessional habit and may determine current & future business from them. 

Company workers may only use their personal mobile phones in areas out of sight from customers and only during worker’s allocated breaks.
The Company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company mobile telephone policy.
4. Keys & lockup
Department managers are in charge of keys and lock up. If any Company worker intends to enter the premises outside normal business hours, this must be arranged with the appropriate Department Manager in advance.

5. Company stationery
All stationery items must be ordered through administration with prior authorisation from the relevant Department Manager.

6. External purchases
All purchases are to be authorised by a Department Manager & issued on an official Company company order. 
External purchases of a private nature are not permitted for any reason whatsoever and the company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company External Purchases policy.
7.  Solicitation
Any solicitation and collections, for any purpose in company time must be with prior permission from senior management.
8. Dress regulations
Where the company provides or suggests a uniform, that uniform must be appropriately laundered by the Company worker. Other Company workers are expected to dress in a neat and tidy manner appropriate to their position in the company. Open footwear, jeans, shorts, stretch Lycra, cotton leggings are all deemed inappropriate in either a sales or office environment.
Company reserves its right to counsel a worker inappropriately attired.
9. Staff training & development
Company is strongly committed to the development and training of all Company workers. 
10. Internet & email policy
Company has a comprehensive internet and email policy attached in Appendix A of this document to ensure the use of internet and email is both appropriate and professional.

All Company workers are required to sign they have read and fully understand Company’s internet and email policy.

The company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company internet and email policy.
11. Bullying policy
Company is committed to ensuring all workers are treated with mutual respect. It is important for a productive and harmonious workplace that workers are aware of the impact of their behaviors on others.
All Company workers are required to sign they have read and fully understand Company’s bullying policy attached in Appendix B of this document.

The company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company bullying policy.

12. Sexual harassment policy
Company exercises a zero tolerance involving sexual harassment of any kind including but not limited to physical, verbal, gestures, innuendo, email and social media of any kind.

All workers are required to sign they have read and fully understand Company’s sexual harassment policy attached in Appendix C of this document.

The company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company sexual harassment policy.

13. Social media policy
Company expects all workers will use social media in an appropriate and professional manner reflecting 
All workers are required to sign they have read and fully understand Company’s social media policy.

The company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company social media policy.
14. Discrimination policy
The Victorian anti-discrimination Act 1977 determines it unlawful to discriminate in areas of Race (including racial vilification), Sex (including pregnancy & sexual harassment), Marital status, Physical impairment, Intellectual impairment & Sexuality.

All workers are required to sign they have read and fully understand Company’s discrimination policy attached in Appendix C of this document.

The company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company discrimination policy.

15. Affirmation action & equal opportunity employment
The Federal Government has introduced the Affirmation Action (Equal Employment Opportunity Act), which is designed to promote equal employment opportunities for all workers. The aim of the Act is to eliminate all discrimination in the workplace & ensure that women & men are accorded the same opportunities with the recruitment & promotion procedures. 
All workers are required to sign they have read and fully understand Company’s equal employment opportunity policy attached in Appendix D of this document.

The company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company equal opportunity policy
16. Smoke free workplace
Victorian Government Legislation determines all workplaces must be smoke free. Company exercises a duty of care towards all workers under WorkPlace Health & Safety legislation and promotes a smoke free work place. Company workers who chose to smoke must only do so in the designated areas and only during worker’s allocated breaks.
Company accepts no responsibility for the health of workers who chose to smoke. 

17. Grievance procedure
Company is committed to open and honest communication. 

Should a worker have any grievances, problems, questions or suggestions, initial contact should occur with the appropriate Department Manager.

If the problem is of a personal nature and a worker believes they may require professional help, contact should be made with the General Manager. 

All matters will be treated in the strictest of confidence

18. Company Workplace Health & Safety (WHS)
It is policy of the company to achieve & maintain the highest possible standard of health, safety & wellbeing of its workers. Safety is worker’s responsibility and all should consider how we perform our tasks with safety in mind. Any near miss or injury must be reported to the appropriate Department Manager and details recorded in accordance with the current injury report form.
All Company workers are required to sign they have read and fully understand Company’s WorkPlace Health & Safety (WHS) policy attached in Appendix E of this document.

The company reserves its right to instigate disciplinary action (which may include termination of employment) for any breach of the Company’s WorkPlace Health & Safety (WHS) policy.
19. Emergency procedures
Emergency phone numbers:

· Life threatening Emergency: 000

· Local Police: 5941 1033

· Fire: 000

· Poisons Information: 13 11 26

· Xxxx  Hospital: 
· xxxxHospital: xxxxx (8.30am – 8.00pm)

     A/H: 
· xxxxMedical Centre: 
· xxxx Water: 
· Txxxx (Energy):
· Electrician: 
Evacuation Procedure:

In the event of an emergency raise the alarm by alerting the appropriate Department Manager. 
EMPLOYMENT INFORMATION
1. Hours of Company Workers
Hours of Company workers are defined by the position you hold and the department you work in. The minimum expectation is that your working hours will reflect the work requirements of the position which will mean from time to time working outside your normal hours. You are employed in a service industry and we must ensure that as a company we satisfy our customer’s needs and expectations.

2. Trial period
All new Company workers are hired on a 3 month probationary basis. During this period the company will consider your work performance, attitude & your future value to the club. During this time you also need to consider whether this is the correct position and company for you.
Company desires for all workers to have a long & fulfilling career with the company. Continued employment beyond the trial period is not an automatic guarantee for long term employment, that being subject to a worker’s performance, attitude and compliance with Company’s policies and procedures.
3. Salary
Salary is paid by Electronic Funds Transfer (EFT) directly into your nominated bank account. Pay periods commence on a 
Sick leave
Company workers are entitled to 10 days sick leave per annum, which accrues immediately. A worker shall inform the General Manager of their inability to attend as soon as possible before the start of the working day, state the nature of the injury or sickness and the estimated duration of absence, supported by a Doctor’s Certificate where appropriate.
Any claims for sick leave must be supported by a Doctor’s Certificate.
4. Superannuation
Company contributes 9% of base earnings to the industry superannuation fund of your choice.
5. Annual leave
Each Company worker is entitled to 20 days per annum. A minimum of 1 weeks’ notice is required prior to submitting an application for annual leave. All applications for annual leave are to be completed on the Annual Leave application form available from your General Manager. Granting of leave is at the sole discretion of the company and the company accepts no responsibility for bookings of any kind (Accommodation, Airfares) prior to leave being granted.

6. Long service leave
Under the Federal Award to qualify for long service on a pro-rata basis, Company workers must have continued employment for 7 years. Long Service leave is effective after 15 years of continuous service. 
7. Attendance & punctuality
Attendance and punctuality is expected of all Company workers. Excessive abuse of your attendance or punctuality responsibilities may result in the company instigating disciplinary action (which may include termination of employment).
8. Attendance clock cards
The accurate clocking on & off your attendance is an important part of our business as are used for: 

· Work Cover under ‘The Workplace Act’
· Accrual & payment of Annual Leave

· Payment for Public Holidays

· Tracking of training

· Payment of Weekly Wage

· Payment of overtime. 
(Any overtime must be signed by the appropriate Department Manager)
9. Internal promotions
Company is committed to the growth & development of all workers. We therefore encourage all internal workers to apply for job vacancies you feel you may be suited for. Company will promote internally where possible allowing our workers the opportunity to widen their areas of expertise & at the same time, use the valuable knowledge & experience they have gained.

10. Notice of resignation
Resignations require appropriate notice: 

	0-12 months service
	1 week

	12-36 months service
	2 weeks 

	3-5 years service
	3 weeks

	5 years plus service
	4 weeks


11. Basic hiring & termination procedures
We guarantee to meet minimum statutory obligations with respect to employment standards on wages, conditions, contract periods, equal opportunity for equal value, considering advice from appropriately qualified parties, if needed.
All Company workers will be given Job Descriptions, where possible & enter direct negotiation with management on work conditions (usually at point of job offer). 

Company workers may be terminated for breach of company policies.

12. Irresponsible behaviour
Company encourages a harmonious and happy working environment where workers enjoy their surroundings, their job positions and are challenged and fulfilled in their working day.

Irresponsible behavior of any kind which might result in the injury of a fellow worker will not be tolerated under any circumstances, including but not limited to bullying, skylarking, practical jokes and any actions contravening Company policies and procedures.

13. Termination procedures
Based on the Industrial Relations Act 26 February 1994 Company will follow a fair standard three warning procedure to avoid unfair dismissal.

1. First Formal Warning (verbal & written)
Undesirable behavior will be explained to the worker and the warning will be kept on file.
2. Second Formal Warning (Written)

If the undesirable behavior persists a formal written warning will be kept on file. A review date will be set to check progress of worker.
3. Final Warning (Second Written)

Depending on the nature of the worker’s behavior, management may set a date whereupon  if improvement has not resulted, termination can and will result. 

Any of the following actions may result in instant dismissal:
· Refusing duties, or refusing to comply with company rules or reasonable instructions

· Consuming or being in the possession of alcohol on the premises     (except authorised functions)

· Consuming or being in the possession of drugs

· Falsifying or purposely misleading information on your job application form or resume

· Unauthorised private use of company property & equipment
· Disclosure of company confidential information to a competitor
· Theft of company property, property and willful damage or vandalism

· Noncompliance with trade practices or any Company policies and procedures
· Irresponsible behavior, including but not limited to physical altercations
COMPANY POLICIES
1. Bullying Policy
Company recognises that all workers have the right to be treated with respect and dignity. Workplace bullying is unlawful! It is the obligation and responsibility of every worker to ensure the workplace is free from bullying.

The company reserves its right to instigate disciplinary action (which may include termination of employment or cancellation of contracts) for any breach of the Company bullying policy.

A. The Policy
Company will not tolerate bullying under any circumstances and
the Company policy sets out what conduct constitutes bullying and what you, our worker, can do if you experience bullying. 

The policy applies to Company workers, full time, part time and casual including Department Managers and Contractors and Sub Contractors’ engaged by the company.

The Company expressly prohibits bullying in our workplace. WorkPlace Health & Safety legislation imposes legal responsibilities on both the Company and all workers with respect to bullying and proven breaches may result in a criminal offence being committed.

Company will;

· Treat bullying complaints in a sensitive, fair, timely and confidential manner

· Ensure an effective process following a bullying complaint 

· Encourage the reporting of behavior constituting bullying

· Ensure protection from victimisation or reprisals for workers reporting bullying

B. What is bullying?
Bullying is repeated, unreasonable behavior directed towards a fellow worker or group of workers which creates a risk to health and safety. Unreasonable behavior constitutes behavior that a reasonable person, having regard to all the circumstances, would expect to victimise, humiliate, undermine or threaten that fellow worker/s

Bullying usually occurs within a workplace between workers and may not necessarily be intentional, but may also include customers, and contractors.
Examples of bullying:

· Physical assaults or threats

· Verbal abuse

· Outbursts of anger or aggression
· Initiation rites

· Practical jokes

· Excluding or isolating fellow workers

· Teasing, sarcasm or insults

· Psychological harassment or intimidation

· Assignment of meaningless or impossible tasks

· Deliberately withholding information vital for effective work performance

· Constant and unwarranted criticism

· Deliberately altering worker’s rosters 

· Public criticism or ridicule of workers

· Discriminatory bullying involving religion, race, sex, citizenship, handicaps or parental status

Please note: Bullying is not reasonable performance management and work allocation in accord with a workers employment expectations which ensure workers achieve the Company’s expected standards of work and behavior.

C. Procedures if bullied

· Workers should endeavor to resolve the situation themselves in the first instance with the other party/s involved

· If you do not feel comfortable engaging the party/s involved or if you feel the situation is continuing you must refer the matter to the General Manager if necessary. Such referrals will be treated in the strictest of confidence.

· Document in writing details of the complaint including the date, time, location and witnesses if applicable to the incident/s

· If appropriate the General Manager may seek external assistance from an appropriately qualified company’s/persons including where determined necessary Victoria Police.
Please note: The Company expects any bullying complaints are made honestly and in good faith. Any evidence of trivalent, vexatious, malicious or untrue complaints will be treated with the utmost seriousness and may result in disciplinary action (which may include termination of employment or cancellation of contracts).
D. Assistance with Bullying
· Company will determine whether the following are required:

1. An interpreter

2. A support person (Family member, friend)

3. An alternative location to the work premises
· Company will work with the complainant confidentially to document all details of the complaint within two (2) working days of being made aware of the complaint

· Appointment of an impartial mediator/investigator

· Investigate the complaint in accord with impartiality and confidentiality

· Document all relevant information from the investigation

· Maintain open communication with the complainant

· Arrange mediation where appropriate including but not limited to apologies, changes to work practices, appropriate disciplinary action, training and counseling
E. Non Assistance with Bullying
· Company may not cooperate with a bullying complaint where the complaint has been satisfactorily dealt with or resolved previously, unless a repeat incident

· The complaint is anonymous

· The complaint is deemed not be bullying as defined by the bullying policy

F. Outcomes
The possible outcomes will be determined by the nature of the complaint. Where a subsequent bullying complaint is substantiated, appropriate action will be taken against the person about whom the complaint was made and may result in disciplinary action (which may include termination of employment) or referral to the appropriate authorities.

G. Further Bullying Information
· WorkSafe Victoria 1800 136 098….03 9641 1555

· Victoria Police

· Your Union Representative

· WorkPlace Health & Safety Legislation, Victorian Government
· Company’s chosen external WorkPlace Health & Safety providers
2.
Equal opportunity policy
Company acknowledges that all workers have the right to be treated with respect and dignity. 
A. The Policy
Company is committed to equal employment opportunities for all workers. 
Company’s aim is to ensure our development programs will not put any existing jobs at risk but rather will simply encourage all workers to consider options that they may not have considered previously. In essence, the company will continue to recruit on the basis of merit. The General Manager will have the overall responsibility for developing the program and the relevant Department Manager will undertake the day-to-day supervision.

3. Sexual Harassment Policy
Company recognises that all workers have the right to be treated with respect and dignity. Sexual harassment is unlawful! It is the obligation and responsibility of every worker to ensure the workplace is free from sexual harassment.

The company reserves its right to instigate disciplinary action (which may include termination of employment or cancellation of contracts) for any breach of the Company sexual harassment policy.

A. The Policy
The ` sexual harassment policy outlines what constitutes sexual harassment and what you as a worker can do if you believe you have experienced exposure to this behavior. This policy applies to all workers, managers whether permanent, part time, casual or contractors.

B. What is Sexual Harassment?

Sexual harassment is an unwelcome sexual advance directed to another worker, a request for sexual favours from another worker or any other unwelcomed conduct of a sexual nature.

A worker sexually harasses another when a reasonable person, aware of all the circumstances, anticipates offence, humiliation or intimidation. It is unwelcome and uninvited conduct irrespective of any innocent intent.

Sexual harassment may occur in a single incident or a series of incidents.

Examples of sexual harassment:

· Sexual or suggestive remarks

· Sexual propositions or repeated requests for dates 

· Repeated questions about personal life

· Sexual jokes or innuendo

· Physical contact including touching, brushing against a fellow worker, hugging a fellow worker
· Offensive telephone calls, reading matter or objects, e mails, screen savers, pictures, calendars, any and all forms of social media

· Suggestive looks, leers or gestures

C. Procedures if Sexually Harassed
· Workers should endeavor to resolve the situation themselves in the first instance with the other party/s involved

· If you do not feel comfortable engaging the party/s involved or if you feel the situation is continuing you must refer the matter to the General Manager. Such referrals will be treated in the strictest of confidence.

· Document in writing details of the complaint including the date, time, location and witnesses if applicable to the incident/s

· If appropriate the General Manager may seek external assistance from an appropriately qualified company’s/persons, including where determined necessary Victoria Police.
Please note: The Company expects any sexual harassment complaints are made honestly and in good faith. Any evidence of trivalent, vexatious, malicious or untrue complaints will be treated with the utmost seriousness and may result in disciplinary action (which may include termination of employment or cancellation of contracts).

D. Assistance with Sexual Harassment

· Company will determine whether the following are required:

1. An interpreter

2. A support person (Family member, friend)

3. An alternative location to the work premises
· Company will work with the complainant confidentially to document all details of the complaint within two (2) working days of being made aware of the complaint

· Appointment of an impartial mediator/investigator

· Investigate the complaint in accord with impartiality and confidentiality

· Document all relevant information from the investigation

· Maintain open communication with the complainant

· Arrange mediation where appropriate including but not limited to apologies, changes to work practices, appropriate disciplinary action, training and counseling
E. Non Assistance with Sexual Harassment
· Company may not cooperate with a sexual harassment complaint where the complaint has been satisfactorily dealt with or resolved previously, unless a repeat incident

· The complaint is anonymous

· The complaint is deemed not be sexual harassment as defined by the sexual harassment policy

F. Outcomes
The possible outcomes will be determined by the nature of the complaint. Where a subsequent sexual harassment complaint is substantiated, appropriate action will be taken against the person about whom the complaint was made and may result in disciplinary action (which may include termination of employment or cancellation of contracts) or referral to the appropriate authorities including where determined necessary Victoria Police.

G. Further Sexual Harassment Information
· WorkSafe Victoria 1800 136 098….03 9641 1555

· Victoria Police

· Your Union Representative

· WorkPlace Health & Safety Legislation, Victorian Government

· Company’s chosen external WorkPlace Health & Safety providers
4. E mail, Internet & Social Media Policy
A. The Policy
The objective of this policy is to assist in preserving the integrity of the computer systems and information of Company and to provide clear, unambiguous conduct guidelines for all users of the internet, e mail and social media, including Blogs.
B. Policy guidelines
Any use of the internet and e mail facilities on Company computers during business hours is deemed to be the use of Company property. Company may log, store and access the contents of e mails and records of internet browsing activities by all workers and reserves the right to access these records and data, including but not limited to utilisation of internet filtering software.

Further, inappropriate external use of e mail, internet and social media that reasonably contravenes the Company policy and involves fellow workers or contractors will be deemed as if that use occurred during business hours.

Inappropriate use is deemed to be any communication that may threaten the security of the Company information technology systems, affect the privacy of fellow workers and result in any legal liability whatsoever for Company and/or its workers 

The company reserves its right to instigate disciplinary action (which may include termination of employment or cancellation of contracts) for any breach of the Astel 

e mail, internet and social media policy.

C. General computer systems behavior
The following guidelines apply to workers, contractors or visitors who access the Company computer network from time to time and relate to all computer usage.
The following is not permitted:

· Interference with the normal operation of the network including the propagation of computer viruses and sustained high volume network traffic which substantially hinders other workers in the use of the network

· Transmit, reveal or publicise the Company’s confidential or proprietary information which includes, but is not limited to financial information, marketing strategies and plans, databases and the information contained therein, customer/client lists, technical products information, computer software source codes, computer work access codes and business relationships

· Examine, change or use another person’s files, output or user name under any circumstances

· Use the network in any other appropriate manner including non-Company business

· Solicit business for personal gain or profit

· Represent personal opinions as those of the company

· All computers must be placed in power saver mode ensuring access is only available using a password
D. Specific E mail behavior
E mails should be relevant and used where and when it is considered to be the best and most relevant form of communication for the task. Company promotes personal contact and phone communication as the preferred communication medium within the sales environment and acknowledges e mails in other departments may be considered appropriate.

Considerations when using e mails:

· Workers should consider the likely format of the e mail prior to sending, ie phrasing, type fonts etc.. Write well-structured e mails and use short descriptive subjects
· Consider to whom e mails are being sent as once received there is no control or discretion to whom that e mail may be forwarded

· Only use read receipts where absolutely necessary to maintain the minimum e mail traffic

· Spell check and reread e mails prior to transmitting

· Only use COMPANY and bc fields if the main recipient is aware you are doing so

· Only send attachments where necessary, PDF format and compressed if appropriate
· E mails folders should be checked regularly and those past their use by date deleted from the Company server. Excessive storage of unnecessary e mails may result in minimizing the Company computer hardware performance

· Workers must not send chain letters, forge e mails, use another worker’s e mail account 

· Under no circumstances may e mails may contain information which is defamatory, false, inaccurate, misleading, abusive, offensive, violent, pornographic, racial or discriminatory of any kind  

· Complete the transmission with a signature and Company disclaimer

Company reserves the right to check e mails on a regular basis. The following may be deemed contravention of the Company e mail policy:

· Any transmissions denied access by the recipient due to filtering software may be deemed an inappropriate communication
· The content of the e mail could or might have resulted in the unauthorised interference with or damage to a computer network or any program on that network

· E mail content or any attachments could be regarded by a reasonable person to be offensive, menacing or harassing
· All workers expressly waive any right of privacy in anything they create, store, send or receive on the Company’s computer systems
· Workers must not download or transmit material unless there is definite knowledge doing so does not infringe any copyright

E. Policy amendments & disclaimer
· Company reserves its right to amend or replace any and all policies from time to time

· All care has been taken to ensure information provided in this worker induction handbook is accurate however Company takes no responsibility if policies or laws have changed from the date of signing by the worker or if any misinterpretation occurs by the worker
· Company categorically states it is the responsibility of the worker to seek external assistance from an appropriately qualified person if there are any queries whatsoever

· By signing this worker induction handbook you agree to follow its policies and procedures as written
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What’s in my Worker handbook induction booklet?
1. Worker record card
2. Tax file number declaration form
3. Superannuation fund choice form

4. Motor vehicle drivers declaration form

5. Declaration confirming reading, understanding & signing worker induction handbook
6. Victoria Police check form

7. Fair Work Australia information statement 
I acknowledge that I have read and understood the Company Worker induction handbook, pages 1-21 inclusive, and agree to abide by all policies and procedures contained within and acknowledge receipt of a printed, bound and signed copy for my reference.

Name:___________________________________________________________

Signed:__________________________________________________________ 

Dated:___________________________________________________________

Witnessed:

CEO:_______________________________________________
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