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Welcome
I would like to take this opportunity to welcome you to [Company Name], and look forward to a long and happy association with you.
In joining [Company] you will be working as part of a professional, dedicated team committed to providing the highest level of service and products to our customers and your contribution will be valued.

The information contained in this Handbook outlines our company history, the things we value as a business and employer, a summary of company policies, and some details about your employment conditions (which should be read in conjunction with your Award and/or Contract of Employment where applicable).  We encourage you to take the time to read and understand this information.  If you have any questions relating to your employment conditions or company policies please contact [nominee] on [phone number].
Once again I extend to you a warm welcome and I trust you will find your career with [Company] both rewarding and fulfilling.

Yours sincerely





[Name, Title]



[bookmark: _Toc442257904]History of [Company]

[Company] is a ….. enter details about history.
 

[bookmark: _Toc442257905]
About Us Today
Today [Company]'s ….. enter details about current operations.
 


Our People

Enter details about company structure and location(s). Consider adding an organisational chart.

[bookmark: _Toc442257906]Our Vision
Add vision details
[bookmark: _Toc442257907]Our Priorities
Outline Priorities



[bookmark: _Toc442257908]General Policy and Employment Conditions
All employees are required to adhere to the overall philosophy of [Company] (Vision and Priorities) and observe all policies and procedures as they apply to your role and responsibilities. These have been established to ensure that we meet the regulatory and industrial standards necessary for a high level of success, and provide a safe and valued working environment. A copy of the Policies and relevant Procedural documents are available on site and via the Organisation’s computer network. All hard copies are considered ‘Uncontrolled’. 
There are a wide range of policies and procedures that govern your employment. The following are snap shots of our policy intent which are the foundations that support and manage our people within the business. Information in this document is presented alphabetically.

Note: This is an authoritative document, when a breach of any company policy is confirmed, following investigation, appropriate disciplinary action shall be taken, which may lead to dismissal.
[bookmark: _Toc442257909]Absenteeism

All individuals have a responsibility to honour their work commitments to the best of their ability. It is expected that all employees will be punctual and responsible for satisfying the requirements to complete scheduled hours of work. 

Where unplanned absence is necessary employees are required to notify their manager/supervisor prior to their normal starting time stating the details and extent of the expected absence. Where contact cannot be made prior to normal commencement time it shall be as soon as possible and information shall be provided as to the reason for the delay in notification.

Abandonment of employment processes will be initiated after three consecutive days of leave without notification or consent.

Please refer to the various Leave Provisions outlined in this handbook for individual requirements. All planned leave and absences must be documented on the Application for Leave Form.

Where use of the any leave provision is deemed to be abused disciplinary action will be initiated. 
[bookmark: _Toc442257910]Alcohol and Other Drugs

[Company] is committed to providing a safe, healthy and productive workplace. All individuals have a responsibility not to be affected by alcohol or another drug that impacts on work performance or safety. Employees shall not be adversely affected by alcohol or drug use during working hours. For more information refer to the Drug and Alcohol Policy.

Official work functions and events were alcohol is available remain subject to the requirements of good conduct and safety. Employees and their guests are required to demonstrate responsible consumption of alcohol and good conduct, and are reminded that the use and or possession of illegal drugs is prohibited. Management reserve the right to cease the sponsored supply of alcohol to anyone and/or request persons to make safe departure from work related functions and events when necessary. 

[bookmark: _Toc442257911]Annual Leave

Annual Leave is an entitlement for each full-time or permanent part-time employee at the completion of 12 months’ continuous paid employment. Annual Leave is a period of 4 weeks paid absence from work (pro-rata for part-time employees) unless varied by Award or Contract of Employment.  

Employees are encouraged to take their leave as it falls due and no later than 12 months after the leave is accrued. To manage financial liability and workplace planning requirements [Company] can at any time require employees to take Annual leave when amounts greater than eight weeks (304 hours) have been accrued. Annual Leave should be taken at a time agreed between the Supervisor/Manager and the employee. A Leave Application form must be submitted for approval at least 14 days prior to the commencement of leave (unless or at the request of management), applications received at short notice may be automatically denied. 

Please do not book any holidays prior to the leave application being approved.
[bookmark: _Toc442257912]Bereavement/Compassionate Leave

[Company] provides paid leave to a full or part-time employee to help them cope with the death or life threating illness or injury of a relative. 
· Spouse (including former spouse)
· Parent/Parent in law
· Sibling
· Child or stepchild
· Grandparent or Grandchild

Bereavement/compassionate leave will be paid based on the relevant Award or employment contract. As a general indication each event will enable up to two days leave to be taken. A Leave Application form must be submitted to your Supervisor/Manager.
[bookmark: _Toc442257913]Carer’s Leave – Personal Leave

[Company] recognises the needs of employees with family responsibilities. Carer’s leave is available to full and part-time employees when a relative (as identified in 3.4) is ill and need of care. For these employees, the amount of Carer’s leave is managed in line with and deducted from Sick Leave entitlements as per Award or contract of employment. A Leave Application form must be submitted to your Supervisor/Manager.
[bookmark: _Toc442257914]Change of Personal Details

Employees are required to notify their Supervisor of any change of address, telephone numbers including emergency contacts using an Employee Details Form. This is important in the case of an emergency and to prevent information being forwarded to an incorrect address.  Please be advised that this information will be treated confidentially.
[bookmark: _Toc442257915]Children

Children (excluding those in paid employment or work experience/tours) may not accompany their parent to work unless prior arrangements have been made with your Supervisor. Where consent is given children must be under the supervision of the parent/guardian at all times and must not cause any unreasonable disruption to workplace and/or productivity. Under no circumstances will children be permitted in high risk environments.

[bookmark: _Toc442257916]Community Service Leave (Emergency Services and Jury Service)

[Company] recognises the valuable contribution made to the community by employees engaged in emergency service activities and Jury Duties. [Company] is committed to providing employment continuity for employees who serve the community in this capacity. Employees have an obligation to notify [Company] of existing or new commitments to community emergency service agencies, and the expectation of time demands as a result of these activities. The spirit and intent of this policy is to provide the employee with support while not placing undue operational stress on the business.

In principle the minimum requirements and expectations associated with these activities are as follows:

· Employee will remain at work once commenced unless they have specific skills/qualifications placed on demand by an emergency service agency,
· Employee will provide appropriate notice (in advance where reasonable) of intended absence due to emergency service activities e.g. training, on-call, including recovery rest periods post events, and
· Absences due to emergency service activities will not interrupt employee entitlements or period of service.

Note: Community Service Leave is not a mandatory paid leave condition under the National Employment Standards (excluding Jury Service – special conditions apply). Payment of this type of leave is a good will gesture by [Company]. Employees must provide appropriate evidence of service for any payment to be made.
[bookmark: _Toc442257917]Conduct, Confidentiality and Conflicts of Interest

It is important that all employee involvement with suppliers, customers, contractors, visitors and other [Company] personnel is professional at all times. Employees are representatives of [Company] and it is expected that we conduct ourselves in a manner which reflects positively on the business and peers; this includes comments, remarks or opinions in social media. All employees are expected to extend the highest quality of service and assistance to suppliers, customers, contractors, visitors, and fellow employees.

The characteristics of good conduct include:

· Loyalty
· Trust
· Confidentiality
· Respect
· Commitment
· Teamwork

To protect [Company]’s competitive advantage and commercial interests all employees must keep the business of [Company] (information obtained in the line of work) confidential including that of its customers and employees. Employees have a legal obligation not to disclose confidential matters unless required by the courts.

All employees must disclose any actual or potential conflicts of interest they may have in relation to [Company]’s business activities and their involvement with such as a private individual or otherwise interested party.
[bookmark: _Toc442257918]Contact with Media

To ensure [Company] presents a consistent and positive image in its dealings with the media the authority to speak with the media rests solely with [Nominee(s)]. This authority can be delegated only by the [Nominee]. All media enquiries shall be referred to the [Nominee] without any personal opinion being expressed whatsoever.  
[bookmark: _Toc442257919]Education and Training

[Company] encourages and supports internal and external staff training to ensure professional development. This includes an in-house education program for staff.

Training is important for all disciplines at all levels. [Company] offers training schemes for all staff throughout our organisation to ensure they are familiar with the most up to date methods of undertaking their roles. 

Where there is a requirement to possess a licence or specialist qualification [Company] may provide assistance to enable employees to achieve these requirements. However, in general the ongoing maintenance will be the responsibility of the employee.
[bookmark: _Toc442257920]Employee Appearance/Uniforms

The style and type of uniform will be designated by [Company] to suit the type of work and individual site and safety requirements. Clothing will be appropriate, neat and clean and must also enable employees to complete all normal duties safely and without compromising product quality through introduction of potential contaminants.  
[bookmark: _Toc442257921]Equal Opportunity and Anti-discrimination

[Company] is committed to an environment free from all kinds of discrimination and supports and values the principles of Equal Opportunity, and Merit based decision making for all employees regardless of their personal characteristics such as; gender, sexual preference, marital status, race, political opinion, religion, impairment and age. 

[Company] is committed to ensuring that all employees and persons seeking employment with, or services from [Company], are free from any form of prejudicial discrimination by being treated fairly and equitably. It is company policy that such discriminatory behaviour based on personal characteristics is unacceptable and will not be tolerated. For more information refer to the Discrimination and Harassment Policy.
[bookmark: _Toc442257922]Gifts 

Receiving gifts from current or perspective suppliers (including Contractors and Growers) can result in potential conflicts of interest and/or expectation of favourable treatment. Therefore all employees of [Company] must inform individuals and/or companies involved in business dealings of these potential risks. All gifts received valued at over $50.00 (individually or collectively) must be declared and recorded on a ‘Gifts Register’ and reported to the next in command.

*This excludes give-aways and promotional items that are made widely available.

[bookmark: _Toc442257923]Information Technology

Computer Network – provision of the company computer network is solely for business purposes. Access to the network must be approved by management and provided in consultation with the IT department to ensure security protocols are complied with. 

Note: the principles of personal privacy do not apply in regards to organisational resources, devices and equipment.

Internet/email - use of the Internet and email is reserved for business purposes. While it is anticipated that some personal use is acceptable to help maintain work/life balance this must be used responsibly. Access to certain Internet based content and environments are prohibited at all times as is the downloading and/or distribution of certain files and materials. 
Certain content types can significantly impact system performance because of the demand they place on network resources. 

Mobile Phones - the use of mobile phones (including personal devices) is limited to the principles of safety and appropriate use;

· Not allowed when driving/operating mobile plant unless a hands free device is used and it is safe to do so,
· Approval must be sought and approved to retain on person to enable access outside of designated breaks’
· When use during working hours is necessary must not adversely impact safety and/or productivity.

Telephone Calls – use of company telephones (fixed or mobile) is reserved for business purposes. While it is anticipated that some personal use is acceptable this use must be approved and considerate of cost incurred. Where it is deemed that calls of a personal nature are excessive in cost or impact on productivity [Company] may take action to recover cost and/or manage performance.

In summary the following are examples of managed/monitored use of IT based equipment and amenities;

· Un-authorised access to [Company] network/resources,
· Social media sites,
· Games,
· Transmission of large files,
· Chain emails,
· Sexually explicit material - Prohibited,
· Offensive and or Discriminatory material - Prohibited,
· Downloading or distribution of material outside of licence or copyright requirements - Prohibited,
· Any act that violates state, federal, or international law - Prohibited.

[bookmark: _Toc442257924]Orientation

New employees will undertake an orientation program. All orientation/training for your duties are considered part of your employment and will be paid at the rate appropriate to the classification of duties. 

Orientation is completed throughout the probationary employment period. When an employee commences a new role they will also be ‘orientated’ to the requirements of that position. 

Employee skills and competency in various roles/tasks are monitored and managed through a skills matrix.
[bookmark: _Toc442257925]Parental leave

Parental leave is a generic term encompassing Maternity, Paternity and Adoption leave and is available as leave for employees satisfying eligibility criteria. Employees are eligible for parental leave having completed at least 12 months of continuous service.

[Company] approves leave (following written notice and appropriate documentation), for a maximum period of 52 weeks in the case of Maternity leave (for females), paternity leave (for males when they are the primary care giver) and adoption leave (for either parent). A Leave Application form must be submitted to your Supervisor/Manager.

[bookmark: _Toc442257926]Performance Appraisals

Performance appraisals are conducted for the development of staff potential, providing feedback to staff regarding their performance and to help the organisation realise its goals.  
Formal appraisals will be conducted on a regular basis – initially 6 months after commencement of employment and then annually. Appraisals may also be conducted as required e.g. prior to a recommended promotion or salary review. 

The annual appraisal process should avoid unpleasant surprises. You should work productively with supervisors/management to gain accurate, timely feedback regarding your performance and development throughout the year.
[bookmark: _Toc442257927]Personal Health, Wellbeing and Hygiene

Every individual has an obligation to themselves, their loved ones and the business to protect their health, wellbeing and safety, and that of others. In this respect your knowledge of your own general state of health and wellbeing cannot be overlooked. 

Therefore we require that you notify site management of any instances where you have contracted a communicable illness e.g. Influenza, Gastro or gastro like illness, and or effects to your wellbeing that may impact your ability to undertake your work (or that of others) in a safe and reliable manner e.g. stress, fatigue and or anxiety. All response to these matters will be in confidence and with sensitivity. In such cases you may be required to stay home until symptoms, and/or period of potential contamination of others or products have passed.

We also require that you ensure that you are suitably attired for work for your own safety and the protection of our products i.e. any wounds are appropriately dressed and protected from direct contact with peers and product.
[bookmark: _Toc442257928]Plant, Equipment and Tools of Trade

Where you have been provided with any [Company] property you are required to maintain it and ensure that it is returned to [Company] if your employment is terminated, and/or if requested to do so at any time (including during periods of leave). Failure to maintain or return property to [Company] may result in cost recovery.

Items of property may include but is not limited to:

· Tools of Trade,
· Motor Vehicle,
· IT equipment (phone/computer) and accessories,
· Plant,
· Keys.
[bookmark: _Toc442257929]Position Statements/Job Descriptions

Position Statements define the scope of a position and the standards set for the employee in the role. They provide the guideline for performance and the basis for assessment of the employee’s work performance. [Company] will provide written position statements for all positions and will review them regularly in consultation with Management and employees.

Titles given to positions may change from time to time. In these circumstances effected persons will be provided with a copy of any new or revised documentation.



[bookmark: _Toc442257930]Quality

[Company] is committed to quality products, quality people, and quality systems of management. [Company] management systems work within an integrated approach and are founded on Plan-Do-Check-Act (PDCA) quality improvement processes.. 

All personnel contribute to quality outcomes and are required to participate in quality management activities ranging from attendance at training sessions and meetings through to providing suggestions and conducting internal audits. All personnel must familiarise themselves with the requirements of the quality system in the context of their role and responsibilities.
[bookmark: _Toc442257931]Selling on premises

The sale of raffle ticket or other goods is not permitted without the prior approval from your Manager.
[bookmark: _Toc442257932]Sexual Harassment

All [Company] employees/partners, family members, contractors, suppliers and visitors have a right to feel safe from sexual harassment while they are at work and work related activities, functions and events.  

Sexual harassment is unwelcome or uninvited sexual conduct. This could range from pinching, patting, display or distribution of offensive material, spoken comments, jokes and requests or demands for sexual favours. Conduct of this nature does not have to be repeated to be classified as sexual harassment, a single incident may be sufficient. Sexual harassment may also be a criminal offence in some cases.

It is company policy that sexual harassment is unacceptable conduct in the work place and will not be tolerated. It is envisaged that all [Company] employees will join together and promote the elimination of Sexual Harassment. Concerns about sexual harassment should be raised immediately with management who will explain the complaints/investigation process.
[bookmark: _Toc442257933]Sick Leave – Personal Leave

Sick Leave and Carers Leave are collectively known as Personal Leave and share the same provisions, management expectations and employee responsibilities. 

Leave is accrued on an annual basis with the entitlement of ten (10) days available for full-time employees and pro-rata for part-time employees unless varied by Award or Contract of Employment. Un-used leave is carried over and accumulates which is very important in terms of available paid leave in any unfortunate case of serious illness or injury.

A medical certificate or statutory declaration is required for any absence greater than two (2) days in a normal calendar year being either or;

5. Two independent days,
5. Two consecutive days,
5. Inclusive of working days and weekend or public holiday (discretion of management based on history)

Therefore, an individual employee can only have two (2) days per year without a medical certificate or statutory declaration regardless of the combination of leave purpose such as sick leave or carers leave. A Leave Application form must be submitted to your Supervisor/Manager.




Leave of this type is not to be treated as ‘flexi-time’ as a means to simply have a day off work. Employees need to be aware that management may take action in circumstance whereby an employee is shown to be abusing this provision. Management will monitor leave and counsel employees when it is evident that trends and/or other reason for suspicion of illegitimate use are identified.

Note: this leave is not accrued for payment on separation of employment.

[bookmark: _Toc442257934]Site and Staff Amenities

It is company policy that all staff and visitors undertake to use and maintain the amenities provided on site for the conduct of work and welfare of all users. 

Every person who uses site amenities either for comfort, welfare or safety has an obligation to fellow users to demonstrate respect for such, and to report any concerns to site management in a timely and effective manner.
[bookmark: _Toc442257935]Smoking

[Company] is a smoke free working environment and aims to promote good health. Smoking is prohibited in all offices, workplace facilities or company vehicles. During allocated breaks employees may smoke in designated smoking areas outside of the buildings.
[bookmark: _Toc442257936]Special Leave With-out Pay

Special leave without pay is available to employees in special circumstances when all current accrued annual, long service leave and where applicable, personal leave has been taken.

This leave is subject to the circumstances of all applications following consultation with the Manager up to a maximum of one week per year without impacting employee service accruals. A Leave Application form must be submitted to your Supervisor/Manager.
[bookmark: _Toc442257937]Termination of Employment

Termination of employment can be initiated by either [Company] or the employee. Those initiated by [Company] can be as a result of:

· Poor personal performance (including abandonment of employment)
· Operational downturn,
· Operational efficiencies (automation/restructure),
· Resignation.

All employees wishing to terminate their employment are required to tender their resignation in writing and to give appropriate notice prior to their completion date as outlined in the award or employment contract. All termination conditions are guided by the requirements of awards and contracts of employment.
[bookmark: _Toc442257938]Union Membership

Staff wishing to join a Union may do so by contacting the Union or its representative direct.  Membership of a Union or employee association is voluntary and is a matter of personal choice.  No employee of [Company] will be required to join any such Union or association. Fees can be deducted directly from your pay.



[bookmark: _Toc442257939]Wages and Payroll

All wages are paid weekly by electronic funds transfer into your bank account. The pay cycle finishes at midnight on Saturday and funds are deposited into nominated accounts on Tuesday. In general unless there is a public holiday or unforseen delay at the bank funds are available on Wednesdays. It is in your best interest to arrange to have any automatic deductions from your account to occur on the Thursday or Friday to accommodate for transaction times between banking facilities.

For any pay queries please contact your manager.
[bookmark: _Toc442257940]Workplace Bullying and Harassment

All [Company] employees/partners, family members, contractors, suppliers and visitors have a right to feel safe from bullying and harassment while they are at work and work related activities, functions and events.  

Workplace bullying involves the persistent ill treatment (e.g. exclusion, isolation, inappropriate comments, threats, sarcasm, made subject of jokes and/or sabotage of a person’s work) of an individual at work by one or more other persons. Harassment can include, intimidating another person through un-wanted attention, nit-picking, making unreasonable demands, abuse of power (works in every direction in the chain of command). 

It is company policy that bullying and/or harassment is unacceptable conduct in the work place and will not be tolerated. Concerns about this kind of behaviour should be raised immediately with management who will explain the complaints and/or investigation process. Employees should also note that, by law bullying is classified as a health and safety issue, and that if any harassment or bullying is found to be based on a person’s characteristics then this will deemed to be Discrimination, see section 3.1.3.

Employees should not confuse reasonable actions and requests by management to manage safety, quality, and workplace culture and performance outcomes as harassment or bullying.
[bookmark: _Toc442257941]Workplace Grievances

A workplace grievance is defined as a situation which involves two or more people with different expectations and views, each one taking a position and acting on what they believe is right. In addition, the organisation has a perspective that must also be taken into account. Grievances are often the result of unresolved issues, problems, or conflicts that have been avoided or not addressed to the satisfaction of those involved which results in one party making a complaint against another (often seeking the support of others in the process).

Most grievances can be resolved by communicating initial concerns with the other person(s) involved in a clear, timely and non-confrontational manner. Making a genuine effort to resolve the reason for any difference of opinion and/or conflict directly if possible is always the best option. If this is not possible or effective then the process of conciliation through a supervisor/manager should be undertaken and must be submitted in writing. 

In some situations an external party may be required to facilitate conciliation activities. Anonymous complaints/grievances will not be supported. If you have a grievance your privacy and confidentiality will be protected as much as possible however, the process of natural justice will provide the other party a right of reply.
[bookmark: _Toc442257942]Workplace Health and Safety

It is the duty of [Company] to take all reasonable precautions to avoid risk of injury to employees and others in the workplace by providing a safe system of work and working environment. It is your duty to take care to protect your own health and safety at work and to avoid adversely affecting the health and safety of others in the work environment. 

This is expressed in our [Company] Safe Policy Statement as;

[enter policy statement].

Where ever your place of work is you will play an important part in contributing to and maintaining a safe workplace. You are strongly encouraged to participate in consultation processes and dedicated safety activities such as meetings, risk assessments, site inspections/audits, and other opportunities as they arise.

You can do this by:

· Familiarising yourself with all ‘native workplace hazards’ and the method of control e.g.:

· Enter examples of known workplace hazards

· Familiarising yourself with the Hazard and Incident Reporting requirements and consultation and feedback processes such as meetings and reviewing notice boards.

· By observing all signage and instructions especially those that mandate the terms and conditions for use of plant and equipment.

· Only doing tasks and using plant and equipment that you are trained and qualified to use safely.

· Familiarising yourself with local emergency procedures and personnel e.g. First Aiders.

· Effectively using Personal Protective Equipment (PPE) provided to you to suit your role and workplace environments. You have a responsibility to wear and care for PPE, and follow all reasonable instructions these are provided to you for your safety and the safety of others. PPE is not a ‘gifted resource’; abuse and neglect may result in replacement costs being recovered from you.

· Not engaging in unsociable activities and/or behaviours which may escalate to issues of bullying, harassment or personal conflict.

Further Information

Please remember that the information provided in this document is only a summary of some of the policy and procedural requirements that may have an impact on you and your role in [Company].

Stated leave arrangements are general conditions and should not be relied on without consulting your own award or employment contract.

Should you require more information please refer to the following sources:

· Your employment contract and/or award
· Policies, Procedure and Work Instruction Materials – available in limited hard copy and via Document Central on the computer network (examples below)
· [Company] Systems Manuals
· Add examples
· [Company] Training Products such as
· [Company] Staff Induction
· Add examples
· Your direct manager/supervisor
· Departmental Manager relative to your query
· Your nominated Safety Representative (HSR)
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