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“Matching the right people to you”




Induction Booklet

We are a Workforce company that finds the perfect fit employee to get jobs completed the right way and on time.
Our staffing solutions focus on personality, finding an employee who exhibits the moral principles of integrity,
professionalism, and teamwork.

Safety is a priority for both our clients and staff. Please read this booklet and sign your acknowledgment on
completion.
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Welcome

On behalf of the Management and staff at BUDGET WORKFORCE | would like to welcome you as a new
employee to the organisation. This handbook is designed to provide you with an introduction to the
policies, procedures,

occupational health and safety, and guidelines to make your employment with BUDGET WORKFORCE
successfully.

Our Vision

Our vision is to represent skilled employees in their field of expertise. We value your skills and aim to
place you in a role that is perfect for you.

Our Mission Statement

Your productivity is worth it.
‘To help job seekers find a workplace where they are valued for their industry knowledge'.

Our goals and objectives offer excellence across our divisions. This is achieved by building alliances
within industry, clients, candidates and stakeholders to deliver people solutions. “BUDGET WORKFORCE
strives to be the best and most progressive National company offering solutions in Apprenticeship,
Professional, Indigenous and Traineeship Recruitment, by forming alliances with customers and
employees in achieving through excellence.”

| trust you will find your job exciting and challenging and we look forward to the contributions

you will make as a member of our team.

Yours sincerely
Harjinder Singh

Managing Director




1.Guidelines to follow whilst on Assignment

1.1 Mobile phones — Mobile Phones & Electronic Devices

Under no circumstance’s mobile phones, smart watches and other electronic devices to carry whilst working it
as it may be a safety hazard .it is your responsibility to keep them on a secure place. Budget workforce not
liable for any lost or stolen goods . It is strongly advised to refrain from making or receiving calls during time
which is being billed to the client. If it is an emergency, we will contact you via the client.

1.2 Be on time- Budget workforce has initial two times log in policy.

First log in — You have to check in an hour early by via text message as (sign in1) if Budget workforce didn't
receive any message then Budget Workforce staff call you to ensure you are available for your shift. If you
cannot attend the call we will call your next of kin to ensure that you get our message and if still no answer
your shift will be cancelled and we the Budget Workforce staff will call the next available employee.

Second log in— You have to check in an hour early by via text message as (sign in2) once you are onsite All
employees are to arrive at their workplace at least 15 minutes prior to starting their shift then log in .
.Which allows you to settle down and meet your supervisor and this will also create a good impression for
when arriving early.

Do not text (Sign in 2) if you are not onsite or driving.

1.3 IT IS IMPORTANT THAT ALL EMPLOYEES ARE TO CALL BUDGET WORKFORCE AT LEAST
TWO HOURS BEFORE THE START OF SHIFT IF you are :

1. Sick

2. Unavailable due to personal reasons

Note: It is very important that you arrive at work on time. If you are running late or cannot make it, please
contact Budget Workforce immediately.

1.4 Dress and Grooming — The way you present yourself reflects not only the company you are working
for but also how you feel about yourself and your work. A neat, clean and tidy appearance is essential at all
times for work of any kind. Your BUDGET WORKFORCE consultant will let you know the work environment and
what standard of dress is expected. Employees should always maintain a conservative and professional image.
Ensure you wear the correct clothing suitable to your placement.

For Blue Collar placements, you are required to wear protective clothing being long/longs and steel cap safety
boots. In some instances, you will also be required to take safety glasses, helmets, earmuffs, etc. All
appropriate safety gear must be worn as instructed. If you are ever unsure about your assignment
requirements, please ask your BUDGET WORKFORCE consultant or your onsite supervisor.

For White Collar placements, you are required to wear appropriate office attire including sensible enclosed
footwear.

If you are ever unsure about your assignment requirements, please ask your Recruit Personnel consultant or
your onsite supervisor.

1.5 Personal behavior — Always remember you represent BUDGET WORKFORCE and all the staff in any
dealings with our clients / host employer. Never use foul or offensive language. Your approach and attitude
are also measuring of your work performance. You are to act at all times with honesty, integrity, dependability
and freedom from corruption. It is important that all actions and decisions are completely lawful as well as
moral.




1.6 Use of personal communication devices — Use personal devices during your breaks or after
work. In the case of an emergency or important family matter, it is important to ask permission prior to making
any personal calls. BUDGET WORKFORCE employees are not permitted to use any company equipment or their
own personal devices for social mediums.

During an emergency your family must call Budget Workforce account manager so the massage can be
delivered to you fast.

1.7 Lunch breaks — Employees are entitled to a minimum of half an hour for their lunch break, however at
times host employers will indicate that an hour for lunch is expected. As a temporary employee, you are
responsible for speaking to your supervisor as to what time it is best to have your break and confirm the
duration. This break must be taken after a five-hour period. Employees will not be paid for untaken breaks.

1.8 Property & Equipment — It is your responsibility to ensure that property issued to you such as
uniforms, keys, tools, etc. are maintained in the condition in which they were issued. When you are leaving the
employment of Budget Workforce, you will be required to return all such property in good condition before
your final pay is issued. The cost of items not retuned will be deducted from your final payment. Loss of any
property should be reported immediately to your supervisor.

1.9 Confidentiality — All information relating to the operation of the host employer must be treated as
confidential. Under no circumstances is it acceptable for a temporary employee to discuss your activities,
information, company details or activities with another party outside the workplace. Such discussions will be
considered breach of your contract with instant dismissal a result of such actions. Your access codes and
passwords are your property and should not be supplied to another staff member. This policy also applies to
keys and security system codes issued to you.

1.10 Clarify policy — Make sure you are familiar with workplace policies. If you are unsure of the code of
conduct, ask your manager or your BUDGET WORKFORCE consulting.

1.11 Change of details -If your personal details change at all (i.e., change of address, phone, email, etc)
please let us know immediately so we may update our systems. If your details are not current, we will be
unable to supply you with your pay advice and other relevant correspondence from Budget Workforce.

1.12 Change of Address- Please advise us immediately in writing if you have a change of address and
telephone number so that we can update your records. Please ensure you notify us if your email address
changes, as your pay advice is sent by email.

2.Employment information

2.1 Temporary assignment

Your temporary assignment will vary in length. If no end date is advised, we can only brief you on the possible
length of your assignment. The length of your assignment may change. The time frame is at the host
employer’s discretion. Changes to the internal workload, operational requirements and budgetary funding can
all impact (sometimes at very short notice). If you have any questions regarding the terms and conditions of
your employment, please contact your consultant.

2.2 Timesheets




Some sites use a Bundy Card or Kronos system record these are in place you will be required to complete a
timesheet. Remember to always take a time sheet to your assignment.

Your timesheet must be signed by a Supervisor/Manager before submitting it to Budget workforce. Please
ensure you complete your time sheet clearly and accurately. Do not use 'nick name', use your full name as it
would appear on your taxation declaration.

You must fill out a separate timesheet for each different company/assignment you work at during the week.
Budget Workforce pay week runs Monday — Sunday, alternatively it could be site specific with which you will
be notified. Time sheet must submit by Sunday 5pm unless you are working on Sunday evening then it must
be submitted by Monday 9am. Please note that timesheet completion and submission is your responsibility.. If
you do not ensure that it is authorised and sent accordingly, you may not be paid.

2.3 Payment of wages

For each week worked (Monday to Sunday) a timesheet must be completed and faxed or emailed to
service@budgetworkforce.com.au . Your pay advice slip will be forwarded to you. Payment will be from
Thursday following the week that you worked. Please allow an extra 24 hours for weeks that include a public
holiday.

e For any late timesheet submission, you will receive payments in one to two weeks (depending
upon the client internal process).

e If payment not received on time, then please call our payroll department.

It is essential that all new employees complete and return the following to Budget Workforce:
- Tax File Number Declaration form;

- Employee information sheet outlining your personal details, bank details,
superannuation details;

- Checklist acknowledgements; and

You will be unable to be paid until all these forms have been completed and returned to BUDGET WORKFORCE
for submission to our payroll department. Your rate of pay is confidential and should not be discussed with
any other staff member. Should you have any queries concerning your pay, please refer the matter to the
payroll officer at Budget Workforce.

2.4 Performance Evaluations
At the completion of each shift or an assignment a Performance Evaluation is completed with your Supervisor.
The evaluation asks the client to assess you in the following areas:

v Productivity

Punctuality

Ability to take direction
Teamwork

Flexibility

Accuracy of work
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Work under pressure



mailto:service@budgetworkforce.com.au

4 Presentation and communication

2.5 You must always maintain five-star rating in each area .
Additionally, recognition of outstanding performance is in the form of awards, certificates, or the opportunity
to attend training and learn new skills.

2.6 Leaving the Workplace
Do not leave the workplace prior to the end of your days' work without authorisation from your Supervisor or
Budget workforce consultant. This is a serious breach to Occupational Health & Safety rules on all sites.

2.7 Client Inductions

Ensure the client completes a safety induction prior to commencing work and introduces you to their OH&S
representative. If an induction is not carried out, request one and if still not then let your Budget Workforce
consultant know immediately. Do not start work if your are inducted and make sure you understand all
instructions before commencing work.

2.8 Physical Fitness

Your Budget Workforce consultant will explain the physical requirements of each assignment. To ensure your
health and safety, please make the consultant aware of any pre-existing conditions that may affect your work
performance while on site.

2.9 Housekeeping
Observe good housekeeping practices to prevent accidents. Make sure that walkways are clear of rubbish and
electrical cords and that work areas are kept neat and tidy. Clean up all spills immediately.

2.10 Pre-employment Medical
Some positions require a pre-employment medical. Pre-employment medicals assess specific job related
requirements. Your consultant will advise you if this is required for any role.

2.11 Manual Handling Assessment

For positions where lifting or manual handling is required, your ability to complete these tasks safely will be
assessed. This assessment requires lifting and moving of boxes of varying weights according to given criteria.
Grip strength may also be assessed if required for certain positions.

2.12 Drug and Alcohol Testing

BUDGET WORKFORCE conducts drug and alcohol assessments at registration for assignments at a number of
client sites. This is usually a requirement where equipment or machinery is operated to ensure your own safety
and that of others.

Some client sites conduct random testing. BUDGET WORKFORCE has a zero-tolerance policy.

2.13 Superannuation

All awards require an employer to contribute to a Superannuation Fund for his/her employees. BUDGET
WORKFORCE will ensure that, at the appropriate time, you are enrolled in an approved Superannuation Fund.
Superannuation contributions are made monthly and quarterly into your choice of superannuation fund. You
must supply BUDGET WORKFORCE with a letter from the trustee of your super fund stating your chosen fund
complies and (for a self-managed superannuation fund) a copy of documentation from the Tax Office
confirming the fund is regulated.




2.14 Termination

Your employment can be terminated in accordance with the Award and your Contract of Employment.
BUDGET WORKFORCE are happy to supply employees with a Statement of Service but are unable to act as
work related referees.

2.15 Accidents

If you sustain an injury at your temporary placement, you must report it to your supervisor /manager and your
consultant at BUDGET WORKFORCE immediately. To comply with the Workers Compensation Act, you must fill
out an “Incident Report”. You may also need to complete a Workers Compensation Insurance Claim form. Both
forms are

available from your BUDGET WORKFORCE consultant. BUDGET WORKFORCE maintains a current Workers
Compensation insurance policy Compensation (NSW) LTD. If you see an accident, call a qualified first aider to
administer whatever assistance is needed. You must also contact the manager on site who will advise you on
what to do next, organise for emergency services, etc.

2.16 No Smoking Policy
No staff member is permitted to smoke while on duty, except during rostered breaks. Smoking is only
permitted in the designated smoking area.

2.17 Substance Abuse

Alcohol or drugs can impair our ability to think clearly and function effectively. They make us less productive
and, more importantly, lead to situations that can endanger the individuals abusing these substances. BUDGET
WORKFORCE shall create a safe and healthy workplace for all employees, and we will foster an attitude that it
is not acceptable to come to work under the influence of drugs or alcohol that may increase the likelihood of
an employee performing their duties in an unsafe manner. All employees must, under the Occupational Health
and Safety legislation, tell their supervisor of any suspicious drug related behaviour of any fellow employee or
visitor.

2.18 Environment

BUDGET WORKFORCE is committed to protecting and enhancing the natural environment as a heritage for
future generations. Employees should be constantly vigilant to ensure that the impact of our products and
services and methods of production and delivery have the least possible impact on the region’s natural’s
assets. Employees should promptly report environmental accidents or suspected violations of environmental
laws and regulations to your supervisor.

2.19 Motor Vehicle Use

Some of our client maintains a fleet of vehicles for business use. The nominated driver of each vehicle is
responsible for the vehicle. Drivers must hold a current driver's licence. If a staff member’s licence is cancelled
or restricted management must be informed immediately. Employees must drive courteously and within the
law. Employees are personally responsible for any fines or infringement notices that result from their actions
whilst in charge of a vehicle. Driving a company vehicle whilst under the influence of alcohol or drugs is a
serious breach of discipline that may result in dismissal.

2.20 Grounds for Dismissal

. Possessing, using, or removing property belonging to co-workers or client without authorisation.
. Reporting to work impaired, under the influence or in possession of alcohol or drugs.

Exhibiting lewd, immoral behaviour, possessing weapons or explosives, or provoking, instigating, or taking part




in an altercation. This policy is necessary to avoid the serious ramifications of software privacy, defamation,
and sexual harassment or discrimination, which can include financial penalties and serious legal consequences

3.0ccupational Health & Safety Policy

3.10ccupational Health and Safety
Budget Workforce has developed and implemented a structured health and safety management system to

meet its obligations and legislative requirements. This will also assist to achieve a consistently high standard

of safety performance.

3.2 Roles & Responsibilities
Budget Workforce has delegated general and specific health and safety responsibilities applicable to the

various management levels of the organization. The responsibilities are assigned to the levels of
management as shown below and are based on the referenced legislative standards.

3.3 Management:

Safe systems of work of host employer through adequate safety programs Equipment is
maintained and in safe working order Information

and instructions provided through training, induction & safe work procedures

3.4 Employee:

To comply with safety rules and regulations

Following procedure and policy at all times (includes all client’s sites)Use the Personal Protective
Equipment

provided (PPE) Not to perform a task you are not

qualified to perform If not fit to perform work to advise Budget Workforce immediately to report anything

unsafe

3.5 Injury Reporting

Budget Workforce has a documented procedure for reporting, recording and analyzing incidents, injuries

and work-related illnesses.

e The Injury/Incident Report Form is to be completed by the employee or the immediate supervisor
within 24 hours of the injury or incident.

e Allinjuries are to be reported.

e Incidents where a person could have been injured or equipment damaged must be reported.

3.6 Hazard Reporting
Hazard identification and reporting is the process of identifying all situations or events that could give rise
to the potential for injury, illness or damage to plant or property.

It is important to report any hazards immediately to your Supervisor.

3.7 Workstation Assessments
10




Workstations must be set up using appropriate ergonomic furniture and equipment that will enable staff
working at a screen and keyboard equipment to adopt good practice in relation to work posture. Ensure
when working for long periods of time on a computer that the workstation such as the desk and chair is
set up appropriately. Please complete a Workstation Assessment Checklist when required.

Occupational Health & Safety Policy

Commitment:

Budget Workferce is committed to providing a safe and healthy workplace for all of cur employees.
Budget Workforce further recognises its responsibilities to provide a safe and healthy work
environment for subcontractors, clients, visitors and the public.

Scope:

This policy covers all activities and persons working within any premises of Budget Workforce.
Objective:

The objective of this policy is to ensure all employees are able to work in an environment which does
not cause harm fo them and where they contribute to continuously improving Occupatienal Health and
Safety within the Budget Workforce business.

Policy:

Budget Workforce provides, maintains and promotes a safe werk environment and safety
management system that is characterised by:

Responsibilities:

Creating a safe work environment and care for the environment is the responsibility of all Budget
Workforce employees.

To achieve the stated policy objective, the commitment and contribution of each employee is required
through:

Budget Workforce Management are requnred to:

a systematic approach to identifying, assessing and confrolling health and safety hazards and
risks through the development and implementation of suitable procedures;

ensuring as far as practicable all operations conducted by employees are in accordance with
relevant legislation and regulatory requirements and relevant industry standards;

effective management demenstrated by commitment and direct invelvement at all levels of the
company,

effective two-way communication as an integral part of every job;

the provision of appropriate facilities, equipment, education, training, and supervision for
employees to ensure healthy and safe working conditicns and methods.

taking responsibility for the health and safety of themselves and their fellow workmates.

not compromising personal health and safety in the mistaken belief that other requirements are
more important.

censidering health and safety as an integral part of their work.

measures, systems, practices and procedures to ensure their conhnued effectlveness and



4.Emergency Procedures

4.1 Alarms

It is important to follow the instructions of the Wardens when in an emergency situation. If there is a fire present
the following alarms will be heard and you will need to react accordingly.

Alert Alarm

v BEEP, BEEP, BEEP - An indication that an emergency situation is happening on site and be

v

alert ready to evacuate if required

Stay with your supervisor and work team — do not leave your work area

Evacuation Alarm

v WOOP. WOOP. WOOP - An evacuation tone indicating to all staff to proceed to their nearest

Evacuation assembly area

4.2 Evacuation Process

When the evacuation alarm sounds, please do the following;

v

D D N N N N NN

Turn off all powered equipment and tools

Follow all instructions given by your Supervisor

Leave immediately by the nearest safe exit

Move quickly. Do not run

If possible close doors behind you

Report to your designated assembly area

Do not leave the assembly area until given the “all clear”
If any injuries are sustained, notify your Supervisor

Advise your Supervisor immediately if you are aware of people trapped in the building

12




4.3 First Aid If you require first aid during your placement, ensure you advise your Supervisor
immediately. It is then a requirement to advise Budget Workforce when practicable as we need to be
made aware of your injury for reporting purposes

i

5.Warehouse & Manufacturing
Related Risks

5.1 Safety Shoes

It is compulsory for all warehouse and manufacturing staff to wear steel cap boots or shoes at all times whilst in the
warehouse. Ensure you purchase these boots prior to arriving on site.

5.2 Safety Vests

Warehouse staff must safety vests at all times or otherwise advised by the host site.

5.3 Pedestrian Walkways

13




Pedestrian walkways in the warehouse and manufacturing environment are usually clearly marked. Pedestrians are to adhere
to these paths whilst in the warehouse. Refer to warehouse floor plan/Site plan in your location for further information.

5.4 Clearways and Exits

The site plan/warehouse floor plan usually shows all operational clearways, exits and emergency exits and must be clear of
obstruction at all times. Pedestrians are not permitted in restricted access areas.

5.6 Forklift Safety

When working around forklifts it is important to be aware of the risks. These include:

v

Being struck by the forklift truck, a forklift is rear steer which means the rear of the forklift does not follow the front wheel
tracks when turning but swings wide.

Getting caught between the forklift and a wall.

The forklift rolling over, forklifts have a high centre of gravity and are essentially an unstable vehicle.
Being struck by falling loads.

Restricted driver vision.

Poor braking performance.

Using the forklift as a raised work platform.

Unauthorised passengers falling from the vehicle.

When operating forklifts, it is important to adhere to the following procedures:

Forklifts are to be operated at a safe speed at all times & must not exceed 10 km/h under any circumstances.
Warning horn is to be used when approaching a corner or entering a building to warn pedestrians and other
plant operators.

Pedestrians have right of way when on marked pedestrian walkways but must give way to forklifts at other
times. Both pedestrians and forklift operators are required to take care when crossing at intersections.

Seat belts are to be worn at all times when operating a forklift.

A logbook is to be maintained for the daily start-up check for each forklift.

Forklifts must be maintained in accordance with manufacturer’s requirements.

Only licensed forklift drivers are permitted to operate the forklifts.

Trucks are to be loaded/unloaded in the designated area only.

When loading/unloading trucks, safety signage or barriers must be used.

Forklifts are to stop in truck loading area if drivers or other pedestrians are nearby and they be asked to leave
the area while loading.

Operation of forklifts in any situations not covered by this policy must be approved by the Warehouse
Manager and receive appropriate supervision.

Do Not allow people to walk under the load

Do Not carry passengers

If forward vision is impaired by the load, drive in reverse
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e Lower load before moving forklift if possible

e Ignition keys must be removed and stored in the office when not in use or be held by the appropriate driver.

5.7 Hot Work

Hot work, including welding, thermal or oxygen cutting or heating and other related heat or spark producing operations, are
not to take place on Company premises without a Hot Work Permit. An employee Hot Work Permit Form must be submitted
and approved prior to the commencement of any hot work.

e  The correct PPE must be worn for all hot work activities and the appropriate firefighting equipment must be
kept within easy reach of all cutting, welding, oxyacetylene and other open flame jobs and on all work where
there is a possibility of ignition.

e  Prior to issuing a Hot Work Permit, the manager or supervisor must inspect the hot work area to ensure the
site and the equipment requiring hot work is properly prepared to prevent the danger of fire, explosion or
exposure to toxic gases. When the manager, or supervisor is satisfied the area is satisfactorily prepared for the
work proposed, a Hot Work Permit will be issued, signed by that person and the Company employee
responsible for carrying out the work.

e On completion of the hot work, the person responsible for carrying out the work will inspect the area to
ensure it is safe, fill in the completion time on the Hot Work Permit and return it to the person who originally
authorized the work. The area must not be left unattended for 30 minutes after completion of the hot work to
monitor for any smoldering debris.

e The manager or supervisor must inspect the work area approximately 60 minutes after the job has been
completed to check the area is safe and free from smoldering debris. When satisfied that the area is safe the
Hot Work Permit is then signed.

e A fire watch is required where hot work is being performed in close proximity to flammable materials and
where the area cannot be cleared. The general duties of the person designated as fire watch are to alert the
operator of any fires or dangerous situations which may develop, notify the emergency response team and
extinguish the fire, so long as it is safe to do so and within the capacity of the equipment available (fire
extinguisher or pressure water hose). The person designated as fire watch may carry out normal work

activities providing, they are conducted in the immediate area and do not interfere with watching duties.

5.8 Ladder Safety

A Ladder Inspection Checklist Form should be used before using any type of ladder to ensure it is in safe working condition. If
the ladder is found to be UNSAFE it is NOT to be used and must be tagged with an ‘OUT OF SERVICE' tag and referred to the
supervisor/manager.
General ladder safety
o  Ensure the ladder is the right height for the task. NEVER use a makeshift footing such as drums, boxes or blocks to
gain extra height.
Check that footing is secure. NEVER erect a ladder on a slippery, uneven or unstable surface.
Never exceed the industrial use/ load rating of 120kg. This should be identified by a sticker on the ladder.
Keep 3 points of contact with the ladder at all times.
The top of the ladder should extend at least 900mm above the surface being accessed.
Use a tool belt to keep hands free.
Ensure there is a firm level work platform, free from obstructions to step onto;
Ensure the ladder is securely fixed;
Ensure the ladder is not too close or far away from the support structure. The distance is 1is to 4. That is, if a ladder
is four metres high the distance from the base of the ladder and the support structure must be at least one metre.

O O O 0O O O O O
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6. Electrical Safety

6.1 All Budget Workforce employees must ensure that when working with electricity it is handled with care.
Employees must:

Comply with all instructions given by their supervisor/manager for their electrical safety.

Not to wilfully or recklessly interfere with or misuse anything provided for electrical safety.

Not to wilfully place any person in electrical risk

To use PPE if provided for electrical safety and to ensure they have been properly instructed in the use of the PPE.
Employees must not do any electrical work unless they are a qualified person with the appropriate licence for
performing electrical work.

O O O O O

6.2 Specified Electrical Equipment

a. For the performance of class 2 work — (i) a cord extension set with a current rating of not more than 20amps;
or (ii) a portable outlet device with a current rating of not more than 20amps; or (iii) electrical equipment,
other than portable safety switch, that - (A) has a current rating of not more than 20amps; and (B) is
designed to be connected by a flexible cord or plug to low voltage supply; and

b. For the performance of class 3 or class 4 work - (i) a cord extension set with a current rating of not more
than 20amps; or (i) a portable outlet device with a current rating of not more than 20 amps; or (iii) electrical
equipment other than portable safety switch, that — (A) has a current rating of not more than 20 amps; and
(B) is designed to be connected by a flexible cord and plug to low voltage supply; and (C) is moved during
its normal use for the purpose of its use.

6.3 Electrical Safety — Risk Management Process

Some common electrical hazards include:
e  Electrical shock;

e  Fire/explosion;

e Toxic gas.

To minimise exposure to electrical risks all users of electrical equipment within Budget Workforce should:
e Visually inspect all electrical equipment prior to use to check:

e That there is no obvious external damage, particularly to plugs, sockets, cords or other connectors. Damage or
faults should be reported immediately to the manager or supervisor and the damaged equipment should
have an "OUT OF SERVICE" tag attached and be immediately removed from use.

e Equipment covers and guards are correctly secured.

e Ventilation inlets or exhausts are not obstructed.

e  Use the correct appliance for the specific tasks. Read instruction manuals and follow instructions to ensure
the appliance is used correctly.

e  Ensure that the electrical appliances are dry and clean.

¢ Do not withdraw a plug from a socket by pulling the cable.

e Always switch off appliances at the power point before removing the plug.

e Keep electrical cords off the floor to reduce the risk of damage from drag or contact with sharp objects. A
damaged electrical cord can cause a fatal electric shock.

e Keep electrical appliances away from water and wet areas.

e Do not use double adaptors to ‘piggy back’ plugs. A power board with individual switches should be used.

e Ensure that tools are properly insulated. Tools with damage to insulation on handles should be replaced.

e  Ensure that you use the correct fire extinguisher for electrical fires; and

e  Fully unwind electrical cords before using it.

16




6.2 Working around Plant and Equipment

Equipment including static (stationery) and mobile plant can be hazardous to workplace safety.

In order to comply with Occupational Health and Safety Legislation, Budget Workforce will ensure the following procedure is
adhered to.

Pre-start checks of plant and equipment will be completed daily or prior to use and will be recorded on the Plant Pre-start
Checklist provided by the client site.

When not in use, plant must not create a risk to the health and safety of any person at the workplace.

Adequate training and applicable licencing is required when operating plant and equipment.

6.3 Lock Out and Tag Out

OUT OF SERVICE TAGS

o
o

Machinery, plant or equipment, which is not to be used, should be identified with an “OUT OF SERVICE" tag.

“OUT OF SERVICE" tags should be attached and removed only by authorised persons who have specific knowledge of
the operation of the item of plant, machinery or equipment.

Only in an emergency situation, and only when it is apparent that the continued use of the equipment, plant or
machinery could be dangerous, should another person attach an "OUT OF SERVICE" tag.

"OUT OF SERVICE" tags should always be fixed to isolation devices when these devices are in the OFF" or "SAFE”
position.

"OUT OF SERVICE" tags should always be fixed to the energy source when it is in the "OFF" or “SAFE" position.

Prior to attaching an "OUT OF SERVICE" tag:

ensure that all required details are filled out clearly and legibly in the spaces provided. Emphasis should be placed on
the reason for placing the tag; and

"OUT OF SERVICE" tags should be securely attached to the isolation point and clearly visible.

NEVER use plant, machinery or equipment with an "OUT OF SERVICE" tag attached.

Remember To:

o switch off;

o isolate circuits;

o fix appropriate tags; and

o test that the electricity supply is isolated.

DANGER TAGS

o A Danger Tag must be attached to isolation devices to signify that there could be danger to a person if they operate
the machine.

o Danger Tags should always be fixed to isolation devices that are locked in the "OFF” or “SAFE" position.

o “DANGER" Tags must be placed before commencing work on a piece of equipment. The name of  the name of the
person/s carrying out the work must be printed on the tag.

o A separate "PERSONAL DANGER" Tag must be added for each person working on the equipment.

o  The only person/s permitted to remove a “DANGER" Tag is the person/s who put it there, except in circumstances
where that person is unavailable.

o  Fill in the "DANGER" tags correctly and clearly.

o Attach the "DANGER" tags to each isolation device so that it is clearly visible;

o Always remove "DANGER" tags after completion of the work or prior to leaving work at the end of a shift; and

o Replace the "DANGER" tag with an “OUT OF SERVICE" tag if work is incomplete.

o NEVER use, switch on, manipulate or interfere with machinery, plant or equipment that has a personal “DANGER" tag

attached.

Operating Trucks & Vehicles

Do not operate vehicles including trucks unless appropriately licenced and trained in the safe operation. Prestart
inspections must be completed prior to ensure they are safe to operate. If any issues are identified please report them
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attached.

7.General Site Safety

All Budget Workforce contractors are to comply with the clients site procedures and instructions regarding site work.
e Where required, comply with all Principal Contractors procedures and instructions.

e Report any hazards to managers/supervisors.

e  Ensure they do not put themselves or others at risk.

e Advise Management if control/protection procedures need revision.

e Do not work on site under the influence of drugs or alcohol.

Risk Factors
There can be many risks at all workplaces and these need to be identified and controlled before work commences. These risks
can include, but are not limited to:

e Risks associated with Traffic and pedestrians.

e Electrical risks, power lines, power tools, services.

e Manual Handling risks.

e Slips, Trips and Falls.

e  Weather hazards.

e If working at heights is required.

e  Are there sufficient amenities, facilities.

e  Working Alone, or in Isolation

e Working at a principal contractor's worksite, multiple works.

Control Measures

e  Ensure a Site Pre-start checklist is completed at all new sites before work commences.

e Arisk assessment and control measures must be put in place for any identified hazards.

e Review and sign-off on SWMS for tasks to be completed.

e Induction and Training of employees.

e  Ensure all employees are made aware of the location of First Aid officers and kits.

e  Ensure all employees are made aware of the location of Fire Fighting equipment.

e On commercial sites/projects, employees are to be made aware of contents of emergency plan and the site
evacuation assembly point.

e When working at a Construction Site for a Principal Contractor: The Principal Contractors Site induction must be
completed, and The Principal Contractors procedures must be followed.

7.1 Operating Trucks & Vehicles
Do not operate vehicles including trucks unless appropriately licenced and trained in the safe operation. Prestart inspections

must be completed prior to ensure they are safe to operate. If any issues are identified please report them to your direct
Supervisor.

8.Manual Handling

Manual handling hazards are very common within the workplace including office locations. Lifting and twisting
incorrectly can cause back and shoulder injuries which can affect your general wellbeing. It is important to handle
heavy items correctly to minimize the risk of injury.

Below are our handy hints for using correct manual handling techniques:
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How to lift
safely. . .

Unsafe
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andgeu good handhold,
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‘he object to be lifted.
idopt a balanced position,
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winting in the direction of
raved, the other behind the
oad.

Conclusion

We each have an obligation to practice good business ethics. While this document cannot cover all the rules and
regulations that apply to every situation; the values, principles of conduct, standards, policies, and practices it
summarises can help us make the right decisions. Remember, each of us is expected to demonstrate the highest
ethical behaviour possible, even in the absence of a specific company code, policy or procedure. Failure to abide
by any standard presented in this code may lead to disciplinary action or dismissal
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8.Privacy Policy

The National Privacy Principles established by the Privacy
Act apply to Budget Workforce. The Act outlines standards
for the collection, storage, use, access to and disclosure of
personal information.

Type of personal information held
Personal information that we collect and hold usually falls
into the following categories:
v Candidate  information  submitted and
obtained from the candidates and other
sources in connection with applications for

work

v Work performance information

v Information about incidents in the workplace

v Staff information

v Information submitted and obtained in
relation to absences from work due to leave,
illness or other causes

v Information obtained to assist in managing

client and business relationships

Purposes for which information is held
We primarily hold personal information for the following:
Placement operations

v Recruitment
v Staff management
v Training
v Client and business relationship management
v Marketing
Disclosures

We may disclose your personal information for the
purpose for which it is primarily held or for a related
secondary purpose. In some cases we may only disclose
information with your consent. We may disclose your
personal information where we are under a legal duty to
do so,

including circumstances where we are under a lawful duty
of care to disclose information.

Inquiries and Complaints

You can make further inquiries or complaints about our
privacy policy to our office directly.

Phone number 02(7806 4939)

You can also make complaints to the Office of the Federal
Privacy Commissioner.

You can also make complaints to the Office of the Federal

Privacy Commissioner.

Access

Subject to some exceptions that are set out in the National
Privacy Principles, you can gain access to the personal
information that we hold about you. We do refuse access
if it would interfere with the privacy rights of other persons
or if it breaches any confidentiality that attaches to that
information. If you wish to obtain access to your personal
information you should contact our Administration Officer.
You will need to be in a position to verify your identity.

We reserve the right to charge for our reasonable costs in
supplying this information. You should also anticipate that
it may take a little time to process your application for
access there may be a need to retrieve information from
storage and review information in order to determine what
information may be provided.

Collection Statement

What is your personal information?

Personal information is any information or an opinion
(whether true or not) about you. It may range from the
very sensitive (e.g. medical history or condition) to the
everyday (e.g. address and phone number). It would
include the opinions of others about your work
performance (whether true or not), your work experience
and qualifications, aptitude test results and other
information obtained by us in connection with your
possible work placements. Personal information includes
sensitive information.

What is sensitive information?
Sensitive information is a special category of

personal information. It is information or opinion

about your:
v Racial or ethnic region
v Political opinion
v Membership of a political association or

religious beliefs, affiliations or philosophical
beliefs

Membership of a professional or trade
association or membership of a trade union

Sexual preferences or practices
Criminal record

Health or disability (at any time)
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v Sensitive information can, in most cases, only
be disclosed with your consent.

How To Contact Us
If you wish to contact us about your personal or sensitive
information contact us:

What happens if you do not give us the information
we seek
If you do not give us the information we seek:
v We may be limited in our ability to locate
suitable work for you

v We may be limited in our ability to place you
in work

How your information will be collected
Personal and sensitive information will be collected from
you directly when you fill out and submit one of our
registration forms or any other information in connection
with your application to us for registration.
Personal and sensitive information will also be collected
when:
v We receive any reference about you
v We receive results of inquiries that we might
make of your former employers, work
colleagues, professional associations or
registration body

v We receive the results of any competency or
medical test

4 We receive performance feedback (whether
positive or negative)

v We receive any complaint from or about you in
the workplace

v We receive any information about a workplace
accident in which you are involved

v We receive any information about any

insurance investigation, litigation, registration
or professional disciplinary matter, criminal
matter, inquest or inquiry in which you are
involved

v You provide us with any additional information
about you

How your information will be used

Your personal and sensitive information may
be used in connection with:

v Your actual or possible work placement

v Your performance appraisals

v Our assessment of your ongoing performance
and prospects

v Any test or assessment (including medical tests
and assessments) that you might be required
to undergo

v Our identification of your training needs

v Any workplace rehabilitation

v Our management of any complaint,
investigation or inquiry in which you are
involved

v Any insurance claim or proposal that requires
disclosure of your personal or sensitive
information

Who your personal and sensitive information will be
disclosed to

v Potential and actual employers and clients of
Budget Workforce

v Referees

v Our insurers

v A professional association or registration body

that has a proper interest in the disclosure of
your personal and sensitive information
v A workers compensation body
v Our contractors and suppliers
Any person with a lawful

You can gain access to your information to correct it if
it is wrong

Subject to some exceptions which are set out in the
National Privacy Principles (Principle 6-Access and
Correction), you have a right to see and have a copy of
personal and sensitive information about you that we
hold. If you are able to establish that personal or sensitive
information that we hold about you is not accurate,
complete and up to date, we will take reasonable steps to
correct it so that it is accurate, complete and up to date. If
we are unable to agree that personal or sensitive
information that we hold about you is accurate, complete
and up to date, you may ask us to place with the
information a statement by you that claims that particular
information is not accurate, complete and up to date. If
you wish to exercise you rights of access and correction
you should contact our

Administration Officer whose details are shown above. An
administration fee will be imposed for providing access to
personal or sensitive information. We will not charge you
simply because you lodge a request for access
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