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(!;-Rlog WORK HEALTH AND SAFETY POLICY

HB Group (Qld) Pty Ltd is committed to ensuring our workers and visitors remain free from risk to their

health and safety at work. We are committed to continual improvement of safety performance and the

elimination of workplace injury and illness. To deliver on our commitment to health and safety in the
workplace, we are bound by the Work Health and Safety Act 2011 as amended by the Work Health and
Safety and Other Legislation Amendment Act 2024 and the Work Health and Safety Regulation 2011 as well
as the supporting Codes of Practice. As a provider of on-hire services, we understand the importance of

working with all stakeholders to achieve our health and safety objectives.

Objectives

The objectives of this policy are to ensure, as far as reasonably practicable:

risks to work health and safety are controlled through the engagement of all stakeholders in a
culture of safety;

safe systems of work are provided and maintained at all times in all workplaces;

workers are provided with information, training, instruction and supervision needed for them to
work safely and without risks to their health;

the health of operational and on-hire workers and the conditions of the workplaces where they work
are monitored;

adequate facilities are provided for the welfare of our workers;

health and safety policies and procedures comply with legislative requirements; and

safety performance is continually reviewed and improved.

Responsibilities

HB Group is responsible for, as far as reasonably practicable:

ensuring the health and safety of workers and other persons is not put at risk from work carried out
as part of the conduct of the business;

effective implementation of the Work Health and Safety Management System (WHSMS) driven by
senior management;

providing appropriate level of resources to the WHSMS;

defining the key WHS management system responsibilities and communicating these to the relevant
personnel;

provision of adequate information, instruction, training and supervision to enable workers to carry
out their tasks safely;

maintaining effective communication and consultation including consultation, cooperation and
coordination with key stakeholders on health and safety matters; and

ensuring systems are in place to allow for consultation and the identification and resolution of work
health and safety issues.

Officers (senior managers) are responsible for exercising due diligence, by taking reasonable steps:

to keep abreast of work health and safety requirements and matters;
to gain an understanding of the operational risks to which workers may be exposed to;
to ensure the company has appropriate resources to effectively manage operational risks;
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e to ensure the company has adequate processes in place to gather and consider information
regarding hazards, risks and incidents and responding to those in a timely and effective manner;

e to ensure the company implements, monitors and verifies the effectiveness of processes for
complying with duties of the company under the relevant health and safety legislation;

Operational workers and on-hire workers are responsible for:

o following all work health and safety policies and procedures;
e ensuring their own and others health and safety is not affected by their actions;

o working with host employers and business partners to achieve the objectives outlined in this
policy; and

e reporting all incidents including unsafe work practices, hazards, near misses and injuries.

As a provider of on-hire services, HB Group is committed to effective consultation and engagement with
workers on work health and safety matters. We recognise that we share a primary duty of care with host
organisations in regards to our on-hire workers and therefore we are committed to consult, cooperate and
coordinate activities with hosts to produce the required health and safety outcomes.

n/

Anne Selman 21/10/2024
Managing Director
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Caoup CUSTOMER COMPLAINTS POLICY

This policy is produced in the context of HB Group (Qld) Pty Ltd’s commitment to delivering quality Recruitment,

HR and Payroll Services. The organisation seeks to prevent complaints by ensuring that our candidates and clients

are satisfied with the products and services they have received. HB Group is committed to resolving complaints

efficiently and ensuring that the outcomes are consistent, fair and just.

Definitions:

Complaint: is the informal or formal expression of concern in regard to some aspect of the conduct of HB
Group'’s operations, services, staff, candidates or clients.

Complainant: the person making the complaint

1.1 Nature of complaint and initial action

1.1.1  Asageneral statement of policy, candidates and clients should feel free to approach any member of staff
with regards to airing any complaint. However, complainants must realise that certain policies and
procedures are followed by the organisation in order to ensure that complaints are dealt with efficiently,
consistently, fairly and justly.

1.1.2  In the event that a staff member receives a complaint, the staff member should attempt to resolve the
issue promptly. If the issue cannot be resolved, then the staff member should ask the complainant if they
wish to make a formal complaint, in which case the process for resolving the complaint set out in
Paragraph 1.2 of this policy should be followed.

1.1.3  Where a candidate or client has a complaint about the recruitment process, he/she should approach the
Managing Director.

1.2 Process for formal complaints resolution

1.2.1  Upon receipt of a complaint, HB Group will immediately respond in writing to confirm receipt of the
complaint.

1.2.2  The complaint will be resolved as soon as is practicable.

1.2.3  The complainant will be regularly updated on the progress of the complaint or appeal.

1.2.4  Inthe event that a mutually agreeable resolution cannot be found, the complainant has the right to lodge
a complaint externally with an appropriate external agency such as Consumer Affairs or another relevant
Government department.

1.2.5 The complaint and arising opportunities for improvement will be recorded in the Improvement Register
in accordance with the Continuous Improvement Procedure.

1.2.6 If appropriate, relevant staff shall be informed if a change to current policy and/or procedure is
recommended to avoid similar complaints in the future.

Anne Selman 27/08/2024
Managing Director
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HARASSMENT AND VIOLENCE POLICY

1.1.

1.2

3.2.

3.3.

3.4.

3.5.

Introduction

HB Group (Qld) Pty Ltd supports equal employment in the workplace and eliminating unlawful
discrimination, bullying, harassment and violence in the workplace. HB Group is committed to
providing all workers with a healthy and safe work environment free from inappropriate behaviour.
This policy is intended to provide managers and Workers with information to help HB Group achieve
its policy objectives by outlining expectations of behaviour and procedures for dealing with
complaints.

HB Group expects all workers to behave in a professional manner and to treat each other with dignity
and respect when they are at work. HB Group encourages all workers who experience inappropriate
behaviour such as discrimination, bullying, harassment or violence to report it. When inappropriate
behaviour is reported, it will be seen as a serious matter and will be investigated in a timely manner.

Scope

This policy is applicable to all employees, contractors, volunteers, interns and consultants
(“Workers”).

Workers must comply with this policy at all times during work, or when representing or acting on
behalf of HB Group at work related events and social functions.

Policy

HB Group supports the principle of equal employment opportunity and to providing a productive
workplace in which Workers, potential Workers, customers and clients can work free of unlawful
discrimination, bullying, harassment and violence.

HB Group supports a diverse and inclusive workplace where people of all ages, abilities, cultures,
religions and sexual orientation are welcomed. We appreciate the benefits of having people with
different perspectives, views and lifestyles to enhance innovation, ideas and creativity.

HB Group recognises that there is prejudice in some areas of society against people who identify as
LGBTIQ. This prejudice will not be permitted in our workplace. All people must feel safe in bringing
their whole selves to work, knowing that they will be valued and respected.

Behaviour that is inconsistent with this policy will not be tolerated and may result in disciplinary
action up to and including termination of a Worker’s employment or engagement.

Where a Worker is working for clients of HB Group (“Host Company”), they must comply with the
Host Company’s policies relating to discrimination, bullying, harassment and violence. Behaviour that
is inconsistent with a Host Company’s policy will not be tolerated and may result in disciplinary action
which may include termination of assignment and/or termination of employment with HB Group.
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4.2.

4.3.

4.4.

5.2.

5.3.

5.4.

5.5.

Equal Employment Opportunity

It is the policy of HB Group that all persons in the workplace be treated on the basis of merit and
according to their skills and abilities. This shall include, but is not limited to, matters involving:

a) recruitment, selection, transfers, promotions, performance reviews, training and
development, supervision and management of staff, counselling, disciplinary procedures and
termination of employment; and

b) remuneration practises and benefits.

A Worker’s gender, marital status, pregnancy, parental or family responsibilities, race, age, physical
or mental disability, sexual orientation, transgender, political or religious beliefs, social origin, trade
union activity or inactivity, or physical appearance will not form the basis of employment or
engagement decisions.

Equal Opportunity for Women in the Workplace

Affirmative action means the removal of obstacles in employment so that all employees receive the
same opportunities. It is based on the principle of merit, that is, the best person must be employed
for the job. Affirmative action aims to take a positive approach, by attempting to prevent
discrimination from occurring in the first place as well as removing previous causes of discrimination.

In relation to the Workplace Gender Equality Act 2012, HB Group is committed to ensuring that the
organisation’s employment practices, recruitment, selection and promotion procedures are based
on the individual merit of applicants and the inherent requirements of the job.

Discrimination and Harassment

HB Group believes that all Workers have a right to work in a productive environment in which
discriminatory conduct or harassment of others is not tolerated.

Through reasonable management, HB Group will endeavour to prevent discrimination and
harassment from occurring in the workplace.

All forms of harassment and unlawful discrimination will not be tolerated and depending on the
severity, can lead to disciplinary action including termination of employment or engagement.

What is Unlawful Discrimination?

Unlawful discrimination may occur when a Worker is treated less favourably than others because of
that Worker’s individual characteristics or because that person belongs to a particular group of
people. Everyone should feel comfortable in the workplace and individual differences should be
respected.

Discrimination does not have to be intentional to be unlawful. As such, two types of discrimination
can occur in the workplace:
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a)

b)

Direct Discrimination- this occurs when an individual treats another person less favourably
for an unlawful reason.

Indirect Discrimination- this occurs when a policy or practise appears neutral but in fact
results in an individual or group being treated less favourably.

5.6. Employment decisions may be unlawful if they are made on the basis of a person’s:

a) gender (including marital status, pregnancy or potential pregnancy or transgender status);
b) race (including colour, nationality, ethnic or ethno-religious origin);
c) sexuality (including sexual orientation);

d) age;

e) marital Status;

f) family or carer’s responsibilities;

g) religion

h) political opinion;

i) criminal records;

i) disability; or

k) trade Union activity or non-activity.

Examples of Unlawful Discrimination

5.7. The following examples may constitute unlawful discrimination in the workplace:

a) apregnant employee being pressured to resign prior to taking any maternity leave; or
b)  making the decision not to hire an employee on the basis of the person's ethnicity.

5.8. ltisillegal to discriminate on the basis that a person is perceived to have one of the above attributes,
even if they do not actually have that attribute. For example, it is illegal to discriminate against a
person because you think that the person has a disability, even if they do not in fact have the
disability.

What is Harassment?

5.9. Harassmentis any unwelcome or uninvited behaviour that offends, humiliates or intimidates another
person, whether or not that effect is intended.

5.10. Harassment may occur as a single act, or as a series of incidents, persistent innuendoes or threats. It
can take many forms - it may be silent or loud, subtle or openly hostile, private or public.

5.11. Harassment may take the form of general bullying, or be specifically aimed at people with particular
individual attributes and characteristics. This latter type of harassment may amount to unlawful
discrimination.

File Name: POL_021 Version 2.5 Issue Date: 29/08/2024 Page 3 of 7

Approved by: Anne Selman | Managing Director Review Date: August 2026 Document uncontrolled when printed




( )
)(HB EEO, DISCRIMINATION, BULLYING,
GROUP

HARASSMENT AND VIOLENCE POLICY

6.2.

6.3.

7.2.

7.3.

Sexual Harassment

Sexual harassment in the workplace generally includes any unwelcome conduct of a sexual nature
which a reasonable person would find offensive. It may be physical, verbal or written.

Certain conduct that may be tolerated in social situations could constitute sexual harassment in the
workplace when it is unwelcome. HB Group regards sexual harassment as a serious issue and
endeavours to treat any complaints in a sensitive, fair and confidential manner.

Examples of Sexual Harassment

The following examples may constitute sexual harassment when they are offensive to a Worker,
regardless of any innocent intent on the part of the offender:

a) the public display of pornography, including on the Internet;
b) continued use of jokes containing sexual innuendo;
c) intrusive enquiries into another Worker’s private life, their sexuality or physical appearance;

d) persistent requests from a colleague to go for a drink where such requests have been consistently
declined;

e) persistent staring or leering at a person or parts of their body;
f) sexually offensive telephone calls;

g) requests for, or expectations of, sexual activity under threat, or in exchange for favours or
promises of preferential treatment;

h) deliberate or unnecessary physical contact, such as patting, pinching, fondling, deliberate
brushing up against another body, or attempts at kissing;

i) public displays of nudity - commonly referred to as flashing; or

j) sexual violence at the most extreme, sexual assault and forced attempts at sexual intercourse

Victimisation

Victimisation occurs when a person victimises another person who lodges a discrimination or
harassment complaint or takes certain related actions.

Victimisation of others is unlawful. The intention of such protective measures is to ensure that a
person who wants to use or does use their statutory rights to protect themselves against
discrimination or harassment, is not further disadvantaged by other detriments being imposed on
them.

Disciplinary action will be taken against a Worker who is found to have engaged in threatening or
other inappropriate action against a person who has complained of harassment up to and including
termination of the employment or engagement of a Worker.
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8.2.

8.3.

8.4.

Bullying

A Worker is bullied at work if a person or group repeatedly act unreasonably towards them or a group
of Workers and the behaviour creates a risk to their health and safety.

Bullying may involve physical or verbal abuse, aggression or intimidation, but it may also be more
subtle or indirect and include:

a) putting new staff through “initiation rituals”;

b) verbal abuse, threats, sarcasm or other forms of demeaning or intimidating language or
communication;

c) constant negative criticism;

d) threatening to take unjustified action against a person unless they comply with unreasonable
requests;

e) placing unreasonable work demands on people;

f) deliberately isolating staff members.

What is not bullying

Many things that happen at work are generally not considered to be bullying, although some
experiences can be uncomfortable for those involved. Differences of opinion, performance
management, conflicts and personality clashes can happen in any workplace, but do not necessarily
result in bullying.

Reasonable management of workers carried out in a reasonable manner is not bullying. Managers
have the right, and should, manage their staff. This includes directing the way in which work is
performed, undertaking performance reviews and providing feedback (even if negative) and
disciplining and counselling staff. According to Safe Work Australia, examples of reasonable
management action include:

a) setting reasonable performance goals, standards and deadlines in consultation with workers
and after considering their respective skills and experience;

b) allocating work to a worker in a transparent way;

c) fairly rostering and allocating working hours;

d) transferring a worker for legitimate and explained operational reasons;

e) deciding not to select a worker for promotion, following a fair and documented process;

f) informing a worker about unsatisfactory work performance in a constructive way and in

accordance with any workplace policies or agreements;

g) informing a worker about inappropriate behaviour in an objective and confidential way;
h) implementing organisational changes or restructuring, and
i) performance management processes.
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9.1.
9.2.

9.3.

10.
10.1.

10.2.

Violence
A worker may be exposed to work-related violence as a victim or witness to a violent incident.

Work-related violence is any incident in which a person is abused, threatened, or assaulted in
circumstances relating to their work. Violence at work can come from a member of the public, a
customer or even a colleague.

The term ‘work-related violence’ covers a broad range of actions and behaviours that can create a
risk to workers’ health and safety, such as:

i) verbal threats;
k) threatening someone with a weapon;
) throwing objects;

m) pushing, shoving and hitting;
n) spitting and biting;
o) sexual abuse

There will be no tolerance of violence. All incidents of violence and aggression will be reported and
investigated. All causes will be identified, and appropriate action taken to prevent it happening again.
If any Worker is found to have been violent to another person within the workplace, the Worker may
be subject to disciplinary action including termination of a Worker’s employment or engagement.

Responsibilities

HB Group has a duty of care to its Workers to take reasonable steps to prevent unlawful harassment,
bullying and discrimination.

Managers and supervisors have a responsibility to:
p) comply with this policy;

q) monitor the working environment to ensure that acceptable standards of conduct are
observed at all times;

r) model appropriate behaviour;

s) ensure that all employment, advancement and training decisions are consistent with this
policy;

1) seek appropriate advice and assistance when dealing with formal or informal complaints.

10.3. All Workers have a responsibility to:

a) comply with this policy;

b) co-operate with HB Group in the event of an investigation;
c) when appropriate, deal with sensitive information in a confidential manner.
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12,

What if you have a Complaint

. Workers who become aware of a breach or suspected breach of this policy are encouraged to discuss

this matter with his or her Manager on a confidential basis.

. A Worker who believes they are the victim of discrimination, bullying, harassment or violence may

deal with the matter:

a) Informally - by confronting the person with whom they are aggrieved (if the worker feels
safe to do so); and/or

b) Formally — in accordance with HB Group’s Grievance Dispute Issue Resolution Policy.

. Should the Worker elect to raise a formal grievance, HB Group may carry out an investigation.

Alternatively, HB Group may take whatever action it deems necessary to attempt to resolve the
Worker’s grievance.

If after an investigation by HB Group, a Worker’s complaint or statement is found to be false and
malicious, disciplinary action may be taken against the Worker up to and including termination of the
Worker’s employment or engagement.

If a Worker’'s complaint is substantiated, HB Group may take disciplinary action against the
perpetrator. Depending upon the seriousness of the breach of this policy, such action may include
termination of a Worker’s employment or engagement.

Breach of this Policy

Any Worker who is found to have breached this policy may be subject to disciplinary action, up to and
including the termination of employment or engagement.

n/

Anne Selman 28/08/2024
Managing Director
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This Environmental Policy Statement covers the operations of HB Group (Qld) Pty Ltd and will be
communicated to all employees and available to the public via our website. The HB Group will continually
improve its business performance and conduct its operations in an environmentally responsible manner,
clearly reflecting a commitment to fostering the sustainable use of the Earth’s resources.

To support HB Group’s Policy, the following principles have been developed
HB Group will employ the best practice methods to:

Conserve energy

Conserve water resources and minimise wastewater disposal

Minimise and, where possible, eliminate the use of harmful substances

Ensure the correct and safe disposal of all substances

Minimise waste generation through reduction, reuse and recycling

Minimise pollution - noise, visual

Address environmental concerns in all planning and landscaping decisions

Encourage procurement procedures that adhere to the principles of the environmental policy

n/

Anne Selman 28/08/2024
Managing Director
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