Questioner & Fair-Work
Information Statement

“Matching the right people to you”
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Questioner

Whose responsibility is safety?
Employees

The client

Agency

All of the above

If you have to lift a box and it looks/feels a bit heavy for you, do you?
Try and lift it anyway

Get someone else to lift it, better they get hurt than you.

Get help or use a trolley

If you get asked to do a task you are not trained in, you should?
Attempt the task

Ask for training or supervision

Refuse to ever do the task

If you are being bullied at work, you must:
Report it to your agency manager
Defend yourself and bully the person back
Ignore It

Run out of the building and go home

Go and get all your belongings and then go

out the front entrance

Switch off any equipment you are using and leave by the nearest fire exit door.
Stay in assembly area and wait fire warden to give future instruction.

All incidents including a near miss must be reported to Budget Workforce.
True

False

What do you do if you see a hazard in what another employee is doing?
Nothing - it's not of your business
Tell them that you have seen a hazard, and if they fix it, do not bother
completing a report form.
Tell them about it, and even if they fix the hazard .A report form needs completing to
record the hazard.

If you cut your finger at work, you should?
Seek first Aid, there is no need to tell anyone or fill out a report form

Seek First Aid and tell your supervisor, no need to fill out a report form because
it’s not a notifiable incident

Seek first Aid, tell your supervisor and fill out a report form
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Answer...........
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In the event of a fire when you get asked to leave or hear the evacuation alarm you should?

Answer...........

Answer...........

Answer...........
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IMPORTANT INFORMATION ABOUT YOUR PAY AND CONDITIONS

&) FLEXIBILITY

After 12 months employment, you can make awritten
request for flexible working arrangements if you're 55
ar over, 3 carer, hawe a dizability, are experiencing violence
from a family member (or are supporting a family or
household member whao is), or are the parent of, or have
caring respansibilities for, a child of school age or younger
This indudes employees returming from parental or
adoption leave asking to work part-time to care for the child
Your employer must respond in writing within 21 days. They
can only =3y no on reasonable business grounds

Yo and your employer can also negotiate an indivdwal
flexibility arrangement. This would change how certain
terms in your award or enterprise agreement apply 1o you.
An individual flexdbility arrangement must be a genuing
choice - it can't be a condition of employment - and it must
i=gve you better off owerall. Find out maore at

www. fairwork. gov.ausflexibility

DID YOU KNOW?

You can create a free My account to save your
wiorkplace information in one place at:
www. fairwork.gov.au/register

¥ou can find fre= online courses to help you start a
mew job or have difficult cormversations. ab work, wisit:

www. fairwork. gov.auflearning

The Record My Hours app makes it quick and
easy to record the hours you work. It's free on the
App Store and Google Play.

[[l-ENDING EMPLOYMENT

When your employment ends, your final pay should inclede
3l outstanding entitlements, zuch &= wages and unussed
annual leave and long service legve.

Yiou may be entitled to notice of termination, or pay
nstead of notice. If you're dismissad for serious msconduct.
you're not entitled to notice. If you resign you may hawe to
give your emplover notice. To check if notice is reguired and
wihat should be in your final pay visit

www. fairwork. gov.au/ending-employment
If wou think your dismissal was unfair or wnlawiul, you
hawve 21 calendar days to kodge a claim with the Fair Work

Commission. Rules and exceptions apply. Find out maore at:

www fairwork.gov.au/termination

) PROTECTIONS AT WORK

Al employees have protections at work. You can't be
treated differently or worse because you hawe or exercise
a workplace right, for example, the right to request flexible
warking arrangements, take leave of make a complaint or
enquiry about your employment.

¥ou hawe the right to join 3 union or choose not to, and o
take part in lawiul industrial activity or choose not to.

You also have protections when tempaorarily absent from
wark due 1o illness or injury, from discrimination, bullying
and harassment, coercion, misrepresentation, sham
cantracting. and undue influence or pressure. Find out
more at:

www fairwork gov.au/protections

I5F AGREEMENT MAKING

Enterprise agreements are negotiated between

an employer, their employees, and any employes
representatives (e.g. a union). This process is called
‘bargaining’ and has o follow set rules. The Fair Wark
Commission checks and approves agreements. For
information abowt making. wanying, or terminating an
Snterprise agreament visit:

www.fwe.gov.au/agreements

S TRANSFER OF BUSINESS

If a transfer of business ooours, your employmsent with
your old employer ends. If you're employed by the new
employer within three months to do the same (or similar)
joh, some of your entitlements might carry over to the new
employer. This may happen if, for example. the business is
sodd or work is cutsowrced. Find out more at

www. fairwork. gov.auftransfer-of-business

529 RIGHT OF ENTRY

Uinion officials with an entry permit can enter the workplace
1o talk po waorkers that they're entitled to represent, or

to investigate suspected safety izsues or breaches of
warkplace laws.

They must comply with certain requirements, such as
natifying the employer, and can inspect or copy certain
documenits, Strict privacy rules apply o the permit holder,
thedr organisation and your employer. Find out mare at:

www. fwec. gov.aw/entry-permits

WHOD CAMN HELP?

FAIR WORK OMBUDSMARN

= information and advice about pay and entitlements
= free calculators, templates and ondine courses

= help resolving workplace issues

- imvestigates and enforces breaches of workplace laws.

www. fairwork. goviau - 13 13 94

FAIR WORK COMMISSION

- hears claims of unfair dismissal, unlawful termination,
bulkying, discrimination or ‘adwerse action’ at work

+ gpproves, varies and terminates enterprise agreements

- isswEs entry permits and resolees industrial disputes.

www. fwe gov.au - 1300 799 675

If you work im the commercial building industry the Australian Building and Construction Commission can help.
wheew.aboc_gow.au - 1800 003 338
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Acknowledgment and Sign Off

] | have read and understood this induction booklet and understand that |
have a duty of care to myself and others while at work.

[l | will report anything unsafe as well as any injuries and/or near misses.
L] | will advise Budget Workforce immediately if | am not 100% fit for work
and/or are feeling unwell.

L] | have read and understood the Fair Work information statement

My signed acceptance and compliance agreement will form part of my employment
contract.

Employee Name:

Employee Signature:

Dated:

Please sign and email this document back to the agency service@budgetworkforce.com.au

OFFICE USE ONLY:

Manager Name:

Manager Signature:



mailto:service@budgetworkforce.com.au

