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 ANTI-DISCRIMINATION, HARASSMENT AND BULLYING 

This section forms part of the contract of employment for every person employed at the Company. 
 
The Company holds the view that people work more productively in a diverse workplace which provides for equal 
opportunity and which is free from discrimination, harassment and bullying.  
 
If you require assistance in a situation involving any of these issues, you should contact your manager or 
supervisor, who will assist you to deal with the situation. 
 
Our policy of zero tolerance means we will not tolerate any acts of discrimination, harassment or bullying and 
disciplinary action will be taken, if appropriate. 
 

Our approach to employment decisions 

 
Anti-discrimination legislation exists to ensure persons are treated fairly and equally when: 

• applying for initial employment with the Company 
• applying for promotions 
• seeking training and professional development 
• dealing with conditions of employment 
• asked to leave the Company 

 
Direct discrimination occurs when a person is treated less favourably than another, simply because of 
characteristics such as their race, gender, ethnicity, marital or relationship status, sexual orientation, gender 
identity or intersex status, age, disability, potential pregnancy or pregnancy, breastfeeding, family responsibilities, 
and religious or political conviction. Indirect discrimination can occur when a policy or requirement which at first 
glance seems fair, in fact operates to the detriment of a particular group of people because of a characteristic of 
that group, such as age, family circumstances or gender. 
 
We are committed to preventing any unlawful discrimination in our employment practices, and therefore our 
employment decisions are based only on a person's capacity to perform the job, and the needs of our business. 
 
This approach applies to all employees of the Company as well as anyone applying for a job. 
  
It is your responsibility to support this approach by ensuring that your own conduct does not include any element 
of discriminatory behaviour. Each of us also has the responsibility to help prevent discriminatory behaviour. 
 
 

 

 

 

 

 

 

 

 



 

Page 4 

 

Harassment 

 
The Company aims to: 

• create a working environment which is free from harassment and where all employees are treated with 
dignity, courtesy and respect 

• implement training and awareness raising strategies 
• treat complaints in a sensitive, fair and timely manner 
• ensure protection for a complainant or witness from any victimisation or reprisals 
• encourage the reporting of sexual harassment. 

 
Harassment is any unwanted, unwelcome or uninvited behaviour of a nature which makes a person feel 
humiliated, intimidated or offended. Harassment can take many different forms and may include physical contact, 
verbal comments, display of suggestive or explicit material, or other behaviours which create a hostile working 
environment. 
 
Harassment may occur as a single incident or as a series of incidents. It may be subtle and implicit, rather than 
explicit. 
 
Harassment can also occur outside of the physical workplace of the Company, and outside business hours, 
including at conferences, work functions, work-related social events, business or field trips. It can also include 
behaviour towards stakeholders of the Company or by stakeholders of the Company. 
 
Our anti-discrimination, harassment and bullying policy is designed to ensure that you can confidentially raise a 
complaint without fear of losing your job or benefits. Directors, managers and supervisors have a legal duty to 
immediately take appropriate action to stop any observed harassment. 
 
Sexual Harassment 

  
Sexual harassment has a special status in law and there are specific legislative provisions in relation to sexual 
harassment. 
 
What is sexual harassment: 
 
The following are examples of behaviour that can constitute sexual harassment: 

• uninvited touching of any kind 
• uninvited touching or fiddling with a person's clothing 
• sexually explicit conversations 
• jokes or comments of a sexual nature 
• displays of sexually graphic material 
• persistent invitations for social contact outside of work despite prior refusals 
• sexual gestures 
• sex based insults, taunts, teasing or name-calling 
• requests for sex 
• phone calls or emails of a sexual nature. 
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Sexual harassment does not include behaviour which is based on mutual attraction, friendship and respect. If the 
interaction is welcome, invited, reciprocated or consensual it is not sexual harassment. 
 
Sexual harassment is a breach of State and Federal legislation. A person subjected to sexual harassment can take 
legal action against the harasser. 
 
Sexual harassment can be perpetrated by any individual to any other individual within the Company, regardless 
of sex, age or position within the Company. Sexual harassment can also occur outside of the physical workplace 
of the Company, and outside business hours, including at conferences, work functions, work-related social events, 
business or field trips. It can also include behaviour towards stakeholders of the Company or by stakeholders of 
the Company. 
 
Your responsibilities: 
 
You must: 

• not engage in sexual harassment 
• not act in a manner which encourages an environment in which sexual harassment is likely to occur 
• not treat differently an individual who has made a complaint of sexual harassment 
• not make false accusations of sexual harassment 
• offer support to anyone who is being sexually harassed and let that individual know where they can get 

help and advice 
• maintain complete confidentiality if you provide information during the investigation of a complaint. 

Employees who spread gossip or rumours will be in breach of this policy and may also expose themselves 
to a defamation action. 

 
Directors, Managers and Supervisors and will: 

• monitor their direct working environment to ensure that acceptable standards of conduct are observed 
at all times 

• model appropriate behaviour themselves 
• promote the principles of the Company' sexual harassment policy within their work area. 

 
What to do if you are being harassed 
 
The Important First Step 
 
Although you may not feel comfortable about it, the important first step is for you to tell the person harassing 
you that you do not welcome the harassing behaviour or conversation. Tell the person that his or her behaviour 
upsets you, is unacceptable, against the Company policy and that you want it to stop. 
 
If the Behaviour Does Not Stop 
 
Seek advice from your manager or supervisor. You should contact whoever you feel most comfortable speaking 
with. They can help you to consider your options and will provide you with support. 
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All complaints must be genuine and made in good faith, and where appropriate, the Company will conduct 
confidential inquiries, and will try to resolve the matter. The Company will usually be obliged to investigate a 
complaint, and will do so with due care, respect and discretion, ensuring that the appropriate level of 
confidentiality is maintained. At the conclusion of an investigation, the Company may be obliged to take formal 
steps including disciplinary action. 
 
Remember harassment, including sexual harassment, may not be intentional - the way a person perceives the 
harassing behaviour is the most important aspect of determining what is, and what is not, harassment. Consider 
what you do and say carefully. 
 
Consequences of breaching this policy 
  
Any person who is found to have harassed another person will be subject to disciplinary steps, which can include 
an apology, counselling, transfer, dismissal with notice, or immediate dismissal. 
 
The Company is conscious of the serious effect that harassment allegations can have on the person against whom 
the allegations are made. Any person who is found to have falsely made allegations of harassment, including 
sexual harassment, against another person will be subject to disciplinary steps, which can include an apology, 
counselling, transfer, dismissal with notice, or immediate dismissal. Further, there is the possibility that the person 
against whom a false complaint has been made may sue for defamation. 
 
Workplace Bullying 

 
Workplace bullying is defined as repeated and unreasonable behaviour directed towards a worker or group of 
workers that creates a risk to health and safety. 
 
Examples of bullying include: 

• aggressive or frightening behaviour (e.g. shouting or threatening violence) 
• threats of assault against a work colleague or damage to their property or equipment 
• rude or belittling comments 
• standing in someone's way or deliberately blocking their path in an intimidating manner. 

 
Management action carried out in a reasonable manner will not constitute bullying. For example, bullying is not: 

• setting workplace goals and standards, including work deadlines and allocating work - we work in a market 
which has high standards of quality and timeliness, and goals and deadlines are necessary to ensure we 
satisfy those requirements 

• feedback at work- a normal part of managing performance and career development is giving fair and 
constructive feedback, including critical feedback 

• counselling and disciplinary processes. 

 
As with harassment, bullying can also occur outside of the physical workplace of the Company, and outside 
business hours, including at conferences, work functions, work-related social events, business or field trips. It can 
also include behaviour towards stakeholders of the Company or by stakeholders of the Company. 
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Your responsibilities: 
 
All Directors and employees of the Company must: 

• not engage in bullying 
• not act in a manner which encourages an environment in which bullying is likely to occur. 
• Managers, supervisors and directors will: 
• monitor their direct working environment to ensure that acceptable standards of conduct are observed 

at all times 
• model appropriate behaviour themselves. 

 
What to do if you consider you are being bullied 
 
If you feel that you are being bullied, you should contact your manager or supervisor who will assist you in 
addressing the situation.  They can also help you consider your options and provide you with support. The 
complaint can be made either orally or in writing. 
 
Every complaint of bullying is different, and the specific procedure to be adopted in the consideration of each 
matter will be determined having regard to the circumstances. There are, however, broad principles that will 
underpin the handling of any complaint. 
 
These principles are: 
 

a. once the complaint is made, a preliminary assessment of the complaint will be made by the manager, 
supervisor or his or her delegate (the "Investigating Person") 

 

b. where appropriate, the Investigating Person will conduct confidential discussions and enquiries to try and 
resolve the matter. The Investigating Person will conduct such discussions and enquiries in accordance 
with the broad principles set out in paragraphs (e), (f), (g) and (i) below 

 

c. as part of this process, there will usually (but not always) be an obligation to formally investigate a 
complaint. This will be determined by the Investigating Person 

 

d. a range of appropriate personnel may then be appointed by the Investigating Person to conduct such an 
investigation.  In some circumstances an external investigator may be appointed. The Investigating Person 
may appoint themselves to conduct the investigation 

 

e. the person(s) investigating the complaint shall be unbiased and free of any actual or potential conflict in 
relation to the matter under investigation 
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f. if such an investigation occurs, it will be conducted with due care, respect and discretion, ensuring that 
the appropriate level of confidentiality is maintained 

 

g. investigations will be conducted in accordance with the principles of natural justice 

 

h. at the conclusion of the investigation, the Company may take formal steps including disciplinary action 
(as set out below) 
 

i. all steps will be conducted in a timely manner. 

 
You may seek assistance at any time in respect of the complaint process from the person(s) to whom you initially 
lodged the complaint. 
 
Whilst a matter is under investigation, the Company may take interim steps to ensure the health and safety of the 
complainant. 
 
Once the investigation is conducted and concluded, the Company will take the necessary steps arising from the 
findings of any such investigation. 
 
Consequences of breaching this policy 
 
Depending on the severity of the case, a person who is found to have engaged in bullying may be subject to 
disciplinary steps, which can include an apology, counselling, transfer, dismissal with notice, or immediate 
dismissal. 
 
False Allegations 
 
The Company is conscious of the serious effect that bullying allegations can have on the person against whom 
the allegations are made. Any person who is found to have falsely made allegations of bullying against another 
person will be subject to disciplinary steps, which can include an apology, counselling, transfer, dismissal with 
notice, or immediate dismissal. Further, there is the possibility that the person against whom a false complaint 
has been made may sue for defamation. 
 

 UNETHICAL CONDUCT REPORTING 

All employees and staff are entitled to work in an environment in which people are treated with trust and respect 
and which provides for equal opportunity and is free from discrimination, harassment and bullying. 
 
The Company has a zero tolerance approach which means we will not tolerate any unacceptable conduct. 
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The Unacceptable Conduct Reporting policy provides you with guidance as to what unacceptable conduct is; what 
to do if you become aware of unacceptable conduct and how the Company will respond to and address such 
behaviour. 
 
Unacceptable Conduct 

 
Unacceptable Conduct may include: 

• Conduct in breach of ethical obligations or conduct rule 
• Conduct in breach of any other professional codes 
• A breach of any of the Company's policies without limitation including our: 
• Anti-Discrimination, Sexual Harassment and Bullying Policy 
• Drug and Alcohol Policy 
• Conflict of Interest Policy 
• Electronic Communications and Social Media Policies 
• Workplace Health and Safety Policy; 
• Illegal or unlawful activity, including dishonesty, fraud or insider trading 
• Conduct that may pose a threat to the Company's professional reputation 
• Improper use or release of corporate or confidential information 
• Misuse of corporate property, including corporate credit cards 

 
You are responsible for conducting yourself in an ethical and acceptable manner at all times. You must not engage 
in any unacceptable conduct. 
 
What to do if you become aware of Unacceptable Conduct 
 

• If you become aware of unacceptable conduct including conduct that you believe is in contravention of 
the Employee and Risk Management Handbook, you are encouraged to, in the first instance, attempt to 
resolve the matter yourself. This will generally mean discussing and resolving the situation directly with 
the individual whose conduct is unacceptable, for example by asking that individual to stop the 
unacceptable conduct 

• Where this is difficult or not practical, or does not stop the unacceptable conduct, you can report this to 
your manager or supervisor 

• If your manager or supervisor is displaying unacceptable conduct then you should consult a Director of 
the company 

 

Our response to reported Unacceptable Conduct 
 
All reported incidents of alleged unacceptable conduct are treated seriously and sensitively and investigated 
promptly, with due regard for confidentiality and privacy.  When the investigation has concluded, your manager 
or supervisor will notify you of the outcome. 
 
Depending on the circumstances of the case, a person who is found to have engaged in unacceptable conduct 
will be subject to disciplinary action, including an apology, counselling, transfer, dismissal with notice, or 
immediate dismissal. 
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Victimisation of Reporter and False Reporting Prohibited Victimisation of Reporter 
 
Victimisation of employees who report alleged unacceptable conduct is strictly prohibited. Depending on the 
severity of the case, the consequences for such victimisation will include an apology, counselling, transfer, 
dismissal or immediate dismissal from the Company. 
  
Any employee that reports alleged unacceptable conduct and consequently suffers any form of victimisation or 
reprisal following their report, should communicate this immediately to their manager or supervisor. 
 
False Reporting 
 
Depending on the circumstances of the case, an employee who is found to have deliberately or vexatiously 
submitted a false report of unacceptable conduct will be subject to disciplinary action, including an apology, 
counselling, transfer, dismissal with notice, or immediate dismissal. 
 

 HEALTH AND SAFETY AT WORK 

Workplace Health & Safety 

 
The Company is committed to preventing injury and illness by providing a safe and healthy working environment 
for all directors and employees, and visitors to our offices. 
 
The Company will ensure the following key areas of health and safety are maintained and regularly reviewed: 

• emergency response 
• first aid  
• office ergonomics and equipment 
• hazard management 
• contractor safety. 

If you see a hazard in the workplace, please report it as soon as possible to your manager or supervisor.  Hazards 
will be investigated, the degree of risk assessed, and appropriate remedial action taken. The Company will consult 
on any significant workplace change affecting health and safety. 
  
Please note that if you engage in behaviour which poses a risk to either your health or safety, or that of other 
employees, it will be considered serious misconduct and may result in summary termination of your employment. 
 
Injury management 
 
If you are injured at work, the Company is committed to ensuring that the occupational rehabilitation process is 
commenced as soon as possible after the injury, in a manner consistent with medical advice. 
 
A speedy return to work is a normal practice and expectation, and suitable duties/employment will be provided 
for an employee injured at work as part of the rehabilitation process. 
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If you have a work related injury, either at work or on your way to and from work, you must report the injury to 
either your supervisor or manager within 24 hours. 
 
After medical care has been received, the Company will seek advice in order to determine what arrangements 
are necessary for your rehabilitation and return to work. 
 
If you are likely to be off work for more than a short period, in appropriate cases the Company will utilise the 
services of an accredited rehabilitation provider. 
 
If you are, according to medical judgment, well enough to return to work on altered or light duties, the Company 
will liaise with the rehabilitation provider to determine whether suitable duties are available and, if not, what 
other options are available. The Company will consult with you prior to any arrangement for your return to work 
on suitable duties and will consult with you on the general conduct of rehabilitation activities. 
 

 DRUG AND ALCOHOL POLICY 

This section forms part of the contract of employment for every person employed at the Company. 
  
The Company takes its obligations under the relevant Workplace Health and Safety legislation seriously and is 
committed to providing a safe working environment which minimises risks to health and safety for all employees. 
Employees are also required to take care of themselves and other people at work. 
 
We recognise that the abuse of alcohol and drugs is a problem facing society generally and have identified the 
use of these in the workplace as a Workplace Health and Safety risk factor. 
 
Employees are representatives of the Company and must conduct themselves in a responsible and appropriate 
manner at all times whilst representing the Company. Therefore, this policy applies to the workplace, and when 
away from the workplace whilst conducting work, or in attendance at functions, social events, training etc., on 
behalf of the Company or sponsored by the Company. 
 
Definitions 
 
"Prohibited Drug/s" means: 

• any drug/substance that is prohibited by law 
• prescription drugs other than when prescribed by a registered medical or health practitioner and used in 

accordance with that medical advice 
• non-prescription drugs (including drugs that can be lawfully obtained over-the-counter) whose effect is 

materially adverse to work performance 

 
"Employees" includes permanent and casual employees and contractors covered by the Employee & Risk 
Management Handbook. 
 
Policy 
 
Employees must not supply, possess or consume Prohibited Drugs. 



 

Page 12 

 
Employees must not attend work if their performance is materially adversely affected by alcohol or Prohibited 
Drugs. 
 
On specific occasions/events alcohol may be provided by the Company. Overindulging in the consumption of 
alcohol may lead to inappropriate conduct. Employees should be responsible, exercise restraint and moderate 
drinking to a socially acceptable level. 
 
If, in the opinion of a Director or Manager, an Employee is unfit to perform their duties because of the effects of 
alcohol or Prohibited Drugs, they may be asked to leave the workplace. 
  
An Employee must inform their Director or Manager if their performance is or may be materially adversely 
affected by taking drugs or other medications of any kind. 
 
Obligations 

• It is the responsibility of directors, managers and employees to comply with this policy 
• It is the responsibility of Directors and Managers to monitor the work performance and ability of all 

employees within their area of control to carry out their job safely and efficiently 
• It is the responsibility of employees to: 

• notify a Director, Manager or Supervisor if they suspect an employee is unable to safely or efficiently 
perform their duties due to the effects of alcohol/drugs 

• notify a Director, Manager or Supervisor if they suspect an employee has otherwise breached the 
requirements and principles set out in this policy 

 
Acting in accordance with these responsibilities will help us provide a safe and healthy workplace and also assist 
with early intervention for anyone who may have a problem with alcohol or Prohibited Drug abuse. 
 
Complying with this Policy 
 
An employee who is found to have breached this policy will be subject to disciplinary steps, which can include 
counselling, transfer, dismissal with notice, or immediate dismissal. 
 

 DRESS CODE, UNIFORM AND PERSONAL PRESENTATION GUIDELINES 

The standard of dress adopted by Employees is important to promote professionalism both internally and to our 
stakeholders. Employees are expected to dress in attire relevant to their role, unless the day’s tasks require 
otherwise.  This includes wearing appropriate uniforms and footwear where applicable. Employees must always 
present a clean, professional appearance and be well groomed. Dress Codes apply to all Employees with the aim 
of ensuring that an acceptable and consistent standard of dress is maintained at all times.  

We understand that it is not possible for the Dress Code to account for all contingencies and therefore expect 
Employees to exercise good judgement in their choice of clothing worn to work. 
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Definitions 
 
"Employees" includes permanent and casual employees and contractors covered by the Employee and Risk 
Management Handbook. 
 
"Uniform(s)" means a distinctive garment which identifies a Company Employee and projects a consistent and 
professional image. Uniforms are to be fit for the purposes of the work performed. 

 
Guidelines 
 
Where an Employee is required to wear a Uniform, it is the Employee’s responsibility to maintain their Uniform 
and report Uniform faults to their manager or supervisor. An Employee who engages in misconduct while wearing 
a Company Uniform, including outside of working hours or through use of social media, may be subject to 
disciplinary action. 
 
Employees who are not required to wear a uniform are expected to dress in an appropriately professional manner 
that is suited to their work environment. 
 

Obligations 

• It is the responsibility of managers, supervisors and Employees to comply with these guidelines 
• It is the responsibility of managers and supervisors to: 

• advise Employees on acceptable dress standards for their position and department/service in the 
Company, including the requirement to wear a Uniform if required 

• ensure Employees adhere to professional presentation standards at all times 
• It is the responsibility of Employees to: 

• ensure Uniforms are worn in their entirety and as specified 
• ensure Uniforms are kept clean and well maintained 
• not engage in conduct while wearing a company Uniform that may bring the Company into disrepute.  

This includes posting images of oneself in Uniform on social media 
 
Provisioning for Uniforms 
 
Where the Company requires a Uniform to be worn, the Company will provide Employees with sufficient, suitable 
Uniforms. 
 
Appropriate footwear 
 
For the protection of employees and to minimise injuries, appropriate shoes should be worn.  In some work areas 
there will be a specific requirement for safety footwear to be worn. 
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Faults 
 
Any faults with Uniforms must be reported to your manager or supervisor immediately so that the item can be 
repaired or replaced.  Any concerns with the effectiveness of Uniforms must be communicated to the 
supervisor/manager for immediate review. 

 
Return of Uniforms upon termination of employment 
 
Uniforms will remain the property of the Company. On termination of employment all Uniforms supplied by the 
Company are to be returned. 

 

 YOUR PERSONAL INFORMATION 

• During your employment the Company will obtain from you and retain information concerning your 
personal circumstances, including: 

• personal information required to pay salaries, to contribute to superannuation etc, such as address, tax 
file number, date of birth, bank account details etc 

• information relating to your tertiary education, professional memberships, licences and certificates 
• emergency contact details 
• information such as resumes, academic transcripts and references from past employers (usually obtained 

during recruitment). 

 
Use and disclosure of your personal information 
  
Such personal information will be placed on your employee file and may be recorded on the Company's system. 
The information will be used for functions in the context of your employment relationship with the Company, and 
may be shared internally within the Company, in a number of other appropriate situations, such as: 
 

• supervisors may be provided with listings of home address details and contact phone number(s)- this 
listing will be used in order to contact employees for urgent work purposes only 

• contact details may need to be provided to supervisors in the case of an emergency 
• the Company reserves the right to contact the person/s listed as your emergency contact/s where there 

is a real or perceived risk to your health and/or safety or that of any other person 
• birth dates are provided to allow for celebrations for employees on their birthday 
• health related information, such as known medical conditions, known allergies or pregnancy, may need 

to be disclosed to administer first aid or to an Ambulance Officer in an emergency situation, particularly 
if the employee is not conscious 

• resumes and references may be distributed to supervisors or mangers within the Company during the 
recruitment process. 
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Information to be kept current 
 
You must notify payroll of changes to your personal information including address and bank account details, 
emergency contact details, and allergies or other medical conditions which may impact on you at work. 
 
Access to personal information 
 
You can request the Company to give you access to the personal information we hold about you. Access is limited 
to the personal information that has been provided to us by you, and any of your completed performance reviews. 
You are not entitled to view or obtain a copy of other documents located on your employee file. 
 
 
 DEPARTURE FROM THE COMPANY 

Resignations from the Company 

 
If you would like to resign from the Company, the following information should be noted: 
 
Resignation letter and notice periods 
 
After discussing your resignation with your supervisor, please provide a resignation letter. This letter should 
confirm your last day with the Company and your future contact details. 
 
In relation to determining your last day with the Company, please refer to your employment agreement. 
Obligations in relation to notice periods are contained within this agreement. If you cannot locate your agreement, 
please speak to your supervisor or manager. 
  
If you agree with your supervisor to finish working on an earlier or later date than what is provided for in the offer 
letter, you will be paid until your actual date of departure from the Company. 
 
Once your resignation letter has been received and a departure date is confirmed, an update on your resignation 
will be provided to those areas of the Company affected by resignations. This is not a farewell email or an 
officewide communication, but rather an update to IT and other related teams.  The following processes will then 
occur: 
 
Payroll 
 
Payroll will be notified to process your final pay. 
 
Your final pay will be deposited into your bank account in accordance with the Company's normal pay cycle. This 
final pay will include an amount for unused statutory entitlements, if any. 
 
Payroll will notify your nominated superannuation fund of your departure within six weeks of your last day with 
the Company. 
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Please direct final pay or superannuation queries to Payroll. 
 
Ongoing Obligations to the Company 
 
All employees remain bound by the Confidentiality provisions in offers of employment and the Employee and 
Risk Management Handbook. These obligations continue beyond cessation of employment.  
  
Facilities 
 
Office keys are to be returned to your manager or supervisor.  
 
Information Technology 
 
Please inform your manager or supervisor if someone has been nominated to receive any emails and telephone 
calls that are directed to your work after you depart the Company. Your manager or supervisor will communicate 
this to IT and the redirection of emails and phone calls will be arranged for one month.  
 
Upon request, you may copy personal emails and content onto a personal storage device with authorisation from 
your manager or supervisor. 
 
Beyond the authorised copying of personal content, no information is permitted to be taken from computers, nor 
are you permitted to send any electronic files from computers.  
 
Any RSA tokens, laptops, mobile phones or any other IT related equipment must be returned to your manager of 
supervisor prior to departure. 
 
Finance 
 
Credit or debit cards held in the name of the Company must be returned to Finance, with payment for personal 
transactions finalised before departure. 
 

 LEAVE 

Annual Leave 
 
The working environment can often be hectic and demanding, and annual leave provides an opportunity to relax 
and enjoy time away from the office. 
 
Legislation in all states provides for a period of paid holidays for all employees. 
 
Permanent full-time employees are entitled to four weeks (20 working days) annual leave per year, to be taken at 
a time convenient to the Company and the employee. Part-time permanent employees are entitled to receive this 
benefit on a pro-rata basis. Casuals and temporaries contracted through an agency have no entitlement to annual 
leave. Gazetted Public Holidays which occur during a period of annual leave are not counted as part of the leave. 
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Accumulating excessive annual leave is not beneficial to an employee's wellbeing and may reduce an employee's 
ability to work efficiently and productively. An employee should not accrue annual leave in excess of 20 working 
days. Where leave balances become excessive, the Company may direct an employee to take leave. Employees 
are encouraged to take annual leave during the Christmas and New Year period since this is often a quieter period 
in relation to workload. 
 
A detailed explanation of the leave calculation on payslips is available upon request. 
 
Employees should not take annual leave during a probation period, except in exceptional circumstances. 
 
In some exceptional circumstances, and at the sole discretion of the relevant manager or supervisor, leave in 
advance may be approved. 
 
Annual leave can be taken as half days if required. 
  
If employment ceases, payment will be made for untaken accrued annual leave. 
 
Approval process 
 
Applications for annual leave of more than one consecutive week should be made at least four weeks prior to the 
proposed commencement date of the leave. Applications for annual leave of one week or less should be made at 
least two weeks prior to the proposed commencement date of the leave. 
 
To request Annual Leave, and employee will be required to submit an email request to their manager or 
supervisor. 
 
Compulsory Leave 
 
As a business the Company reserves the right to request our employees to undertake compulsory leave with 
suitable notice. 
 
Compulsory leave may also be requested over the Christmas/New Year holiday period during an office-wide 
closure. A planned office-wide closure will be communicated to employees within a suitable notice period. 
  
If the offices are closed during Christmas/New Year holiday periods, the Company will still be able to undertake 
work related matters where required and directors and employees who are required to work on such matters will 
be able to utilise all the normal facilities. The company will maintain a skeleton staff (where required) during any 
closure covering Reception, Office Services, etc. Directors will determine the staffing that is required during 
closure period. 
 
Employees who are not required to undertake work related matters or provide support services during the 
closure period will be required to take annual leave for the business days during this period. Employees who do 
not have annual leave accrued will have the option to work as part of the skeleton staff, take annual leave in 
advance (up to a maximum of three days), take leave without pay or a combination of the above. 
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Personal/Carer's leave 
 
The Company allows up to ten days Personal/Carer's leave (previously referred to as sick leave) in any year of 
service. Personal/Carer's leave is available for employees who need leave due to their own personal ill health or 
to care for an immediate family member. In the case of a domestic/personal crisis (e.g. storm damage, electrical 
or plumbing problem) employees may also be permitted to use personal/carer's leave. 
 
Personal/Carer's leave can be taken as half days if necessary. Unused Personal/Carer's leave accrues from year 
to year, however if employment ceases, no payment is due for unused Personal/Carer's leave. Part-time 
employees receive Personal/Carer's leave on a pro-rata basis. 
 
Casuals and temporaries contracted through an agency have no entitlement to Personal/Carer's leave. 
 
In circumstances where an employee has exhausted their Personal/Carer's leave they may elect to use a portion 
of their accrued annual leave entitlement to cover absences for their own personal ill health or that of their 
immediate family. The usual notification and approval process applies (see below). 
 
Because the decision to access accrued annual leave rests with the employee a medical certificate is only required 
to cover that period of absence from work claimed under the Personal/Carer's leave entitlement. 
 
Employees must follow the below procedure if they are sick: 
 
Employees are required to telephone their manager or supervisor at the start of office hours on their first day of 
absence or, if unable to do so, arrange for someone else to telephone on their behalf to indicate the nature of 
the incapacity and the likely length of absence. Employees must keep their manager or supervisor regularly 
informed on the progress of the illness and the likely date of return. 
 
Absences of two (2) or more consecutive days due to personal ill health require a certificate from a qualified 
medical practitioner. 
 
Employees must follow the below procedure if they need to care for an immediate family member who is ill: 
 
Personal/Carer's leave can be used by employees to care for an immediate family member or a member of their 
household who is ill ("Paid Carer's leave"). "Immediate family" has the same meaning as set out under 
Compassionate and Bereavement Leave. Paid Carer's leave is available to permanent full time and part time 
employees. 
 
Employees are required to telephone their manager or supervisor at the start of office hours on their first day of 
absence or, if unable to do so, arrange for someone else to telephone, indicating the likely length of absence. 
Employees must keep their manager or supervisor regularly informed if the absence is extended. 
 
During a period of Paid Carer's leave of three (3) or more consecutive days, employees should provide a certificate 
from a qualified medical practitioner confirming the need for care to be provided to their patient. 
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Unpaid Carer's Leave 
 
An employee who has exhausted their Personal/Carer's leave is allowed 2 days of Unpaid Carer's leave for each 
occasion when a member of their immediate family, or a member of their household, requires care or support 
because of a personal illness, personal injury or unexpected emergency affecting the member. 
 
Approval process 
 
On return from Personal/Carer's Leave an employee is required to submit a leave form, attaching a copy of the 
certificate from a qualified medical practitioner where necessary. 
 
In the case of a domestic/personal crisis, employees will be required to provide evidence of the crisis. 
 
Compassionate and Bereavement leave 
 
The Company is sensitive to the needs of employees who may have a need to take leave to visit an immediate 
family or household member who suffers from a life-threatening illness or injury or to attend the funeral of an 
immediate family or household member. The Company will endeavour to be as supportive as possible during 
such difficult times. 
 
Compassionate leave is available to permanent full-time and part-time employees in the form of two days paid 
leave where an employee's immediate family or household member suffers a life- threatening illness or injury. 
  
Bereavement leave is available to permanent full-time and part-time employees in the form of 3 days paid leave 
where an employee's immediate family or household member dies. Up to 5 days paid leave may be granted if the 
employee is required to travel outside of Australia for the purposes of bereavement. 
 
"Immediate family" means: 
 

• A spouse (including a former spouse, a de facto spouse and a former de facto spouse regardless of 
gender) 

• A partner who lives with the employee as a de facto partner on a bona fide domestic basis 

• A child or adult child (including an adopted child, a step child or an ex nuptial child) 

• Parent (includes step parent, foster parent, parents-in-law) 

• Grandparent, grandchild, sibling of the employee or immediate member of the employee's spouse's 
family. 
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Approval process 
 
To request Compassionate and Bereavement Leave, an employee will be required to submit a leave form. 
 
Long service leave 
 
As a minimum, long service leave is provided in accordance with the legislation applying in the employee's 
location. 
 
Approval process 
 
All applications for long service leave must be submitted to an employee's manager or supervisor for their 
approval. Applications should be made as far in advance as practicable, so that appropriate arrangements can be 
made during an employee's absence. To request Long Service Leave, an employee will be required to submit a 
leave form. 
 
Please contact local Payroll for information regarding eligibility and entitlements to long service leave. 
 Parental leave 
 
Parental leave Legal Entitlements 
Normal parental leave 
 
Every employee with at least 12 months of continuous service has a legal entitlement to unpaid parental leave, 
up to a maximum period of 12 months, and may make a written request to extend the period of unpaid parental 
leave for a further 12 months in accordance with applicable legislation. 
 
The parental leave is only available to employees who have or will have responsibility for the care of a child. The 
leave must be associated with: 
 

• the birth of a child to the employee, the employee’s spouse, or the employee’s de facto partner; or 
• the placement of a child under 16 with the employee for adoption. 

 
An employee who does not satisfy the legislated qualifying period may nonetheless wish to submit an application 
for unpaid leave of absence. Such applications will be considered on a case by case basis at the discretion of the 
Company. 
 
Alternate parental leave - Change of primary caregiver 
 
For employees that are not the primary caregiver at the time of the birth or placement, but become the primary 
caregiver at some time during the 52 week period thereafter, (for example upon the return to work of their spouse 
or partner) alternate parental leave may be taken. 
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Alternate parental leave is unpaid leave. 
 
Alternate parental leave may be taken from the time an employee becomes the primary caregiver until no later 
than the date 52 weeks after the birth or placement of the child. The employee's spouse or partner must have 
resumed work at the time alternate parental leave is taken. 
 
Employees must provide at least 8 weeks' written notice of their intention to take alternate parental leave, 
together with a declaration that during the leave they will be the primary caregiver of the child. 
  
Special maternity leave 
 
A female employee can take unpaid special maternity leave if she can’t work because: 
 

• she has a pregnancy related illness; 
• if her pregnancy ends for a reason other than the birth of a living child, within 28 weeks of the expected 

birth date (for example, if a child is still born). 

 
 
If an employee needs to use unpaid special maternity leave, she needs to give the Company notice as soon as she 
can (which may be after the leave has started). She also needs to tell the Company how long she expects to be on 
leave. 
 
If the special maternity leave is taken for a pregnancy related illness, it ends either when the pregnancy ends or 
the illness ends (whichever is earlier). If an employee is taking special maternity leave because of a miscarriage or 
still birth, the leave can continue for as long as she is not fit for work (and this is supported with a medical 
certificate). 
 
To be entitled to unpaid special maternity leave, an employee needs to meet the eligibility criteria for unpaid 
normal parental leave, as above. 
 
An employee who does not satisfy the legislated qualifying period may nonetheless wish to submit an application 
for unpaid leave of absence. Such applications will be considered on a case by case basis at the discretion of the 
Company. 
 
Any unpaid special maternity leave an employee takes while she is pregnant does not reduce the total amount of 
unpaid normal parental leave she can take, ensuring mothers who take unpaid special maternity leave are not 
required to return to work earlier than would otherwise be necessary. 
 
Still birth and infant death 
 
In the tragic circumstances of still birth or infant death, the Company will act in accordance with the terms of the 
Fair Work Act. 
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Extending a period of unpaid parental leave 
 
Following introduction of the National Employment Standards effective 1 January 2010, an employee who takes 
parental leave may request the Company to agree to an extension of up to 12 months of unpaid parental leave. 
An employee who wishes to make such a request is encouraged to contact their manager or supervisor in the 
first instance. The employee will need to submit their request in writing at least 4 weeks before the end of the 
first parental leave period. 
 
An employee will receive a written response to their request informing them of the Company's decision, which 
will be based on reasonable business grounds, as soon as practicable and not later than 21 days after the request 
is made. 
 
Government's Paid Parental Leave Benefits 
 
A working parent who is to be the primary caregiver of a child born or adopted after 1 January 2011 may be 
eligible for the Government's Paid Parental Leave Scheme. To find out if you are eligible please contact the 
Government's Family Assistance Office.  
 
An employee who has been granted eligibility for the Government's Paid Parental Leave Scheme (PPL) will receive 
their PPL payment in line with our normal pay cycle. 
 
An employee who has been granted eligibility to the PPL scheme is responsible for notifying Payroll if they attend 
work for any "Keeping in Touch" days as defined within the PPL legislation. 
 
Dad and Partner pay is a payment under the Government's Paid Parental Leave scheme. It is available to eligible 
working dads or partners (including adopting parents and same-sex couples) who care for a child born or adopted 
from 1 January 2013. Dad or partner pay provides eligible employees with up to two weeks of government-funded 
pay at the national minimum wage. 
 
To find out if you are eligible please contact the Government's Family Assistance Office.  
 
Eligible employees need to be on unpaid leave from their employer to avail of the government funded Dad and 
partner pay. Therefore, if you are eligible for Dad and partner pay you will need to discuss with your manager or 
supervisor a mutually agreed time for taking up to two weeks' unpaid leave. 
 
Dad and partner pay can be taken at any time in the first year after birth or adoption. 
  
Applying for leave 
 
Commencement of leave - Pregnancy 
 
An employee who intends to take parental leave must provide written notice to their manager or supervisor at 
least 10 weeks before the expected date of birth, and at least 4 weeks before the proposed commencement of 
parental leave. Any annual leave that accrues during this notice period may be taken in accordance with the 
principles set out above. 
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Employees must also provide a medical certificate to their manager or supervisor confirming the pregnancy and 
indicating the expected date of birth of the child, together with a Statutory Declaration and a National Parental 
Leave Agreement form.  
 
A pregnant employee must commence leave no later than 6 weeks prior to the anticipated birth, unless a medical 
certificate indicating fitness to undertake duties for a further period is provided. 
 
Commencement of leave - Adoption 
 
In the case of adoption the Company recognises that it may be difficult to specify the expected date of the 
placement, so an employee is required to give notice to the Company once their application for adoption has 
been approved in principle, and they must keep the Company reasonably informed of the likely date of the 
placement as information becomes available. When the date of the placement becomes known, the employee 
must contact Payroll to complete further documentation. Parental leave may commence up to 4 weeks prior to 
the anticipated date of the placement. 
 
Returning to work 
 
Employees must provide written notice to their manager or supervisor not less than 4 weeks before their return 
to work. Where an employee seeks to recommence work earlier than 6 weeks after the date of birth of the child, 
a medical certificate indicating fitness to undertake duties may be required. 
 
Upon return from parental leave, an employee is entitled to the position they held immediately before 
commencing parental leave or, if the position no longer exists, a position as near as possible in status and pay to 
the former position. 
 
The Company will consult with the employee if they are seeking alternative arrangements for their return to work. 
Whilst it may not be possible to satisfy the precise request, the Company will examine whether options are 
available and will make an alternative arrangement available if it is appropriate for the employee and is 
appropriate for the business needs of the Company. A good example is part time work; a returning employee 
does not have an inalienable right to a part- time position, however if requested, the Company will investigate 
whether a suitable part time role is available. Please refer to our Flexible Work policy for more detailed 
information. 
  
Employees must keep the Company informed of any changes to their contact details, or other matters including 
those which may affect their scheduled return to work plans. 
 
Additional Information 

• Annual leave is governed by legislative provisions. Accordingly, it is not possible for the Company to pay 
annual leave at a 50% rate of pay. 

• Public Holidays are recognised when they fall during any period of annual or long service leave; however 
public holidays are not recognised during any period of paid or unpaid parental leave. 

• Employees may apply to take accrued annual leave or long service leave in conjunction with paid and/or 
unpaid parental leave. Any periods of annual or long service leave taken must be utilised in whole periods 
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prior to payment of parental leave and/or the taking of unpaid leave. Annual leave, sick leave and long 
service leave continues to accrue when taken. 

• Sick leave and long service leave do not accrue during paid or unpaid periods of parental leave, however 
any period of parental leave does not break an employee's continuity of service. 

• There is no entitlement to paid sick leave during parental leave. 
• An employee must not engage in any conduct inconsistent with their contract of employment while on 

parental leave. 

 
Jury duty leave 
 
The requirement to perform jury duty is a community obligation supported by law. As such, the Company will 
grant paid leave to enable employees to attend court and undertake jury duty when required. 
  
An employee summoned as a Juror will be granted leave for the period required for attendance at Court. This 
policy does not apply to employees attending Court as a witness, plaintiff or defendant. 
 
If an employee is actually called to serve on a jury they must inform their manager or supervisor. To request Jury 
Duty leave, an employee will be required to submit a leave form attaching a copy of the summons as well as 
indicating the start and approximate end date of the jury duty. During the period of duty, should an employee 
not be required on any day (or part day), or are excused from further jury duty, they must return to work to 
resume their normal duties. 
 
While on jury duty an employee may be entitled to a daily allowance from the court. Because the Company will 
continue to pay an employee's full salary during the jury duty period, an employee must sign over any Court 
allowance to the Company. 
 
If an employee is called to attend jury duty whilst on another type of leave such as long service leave or annual 
leave, the Company may approve the period of such leave to be extended by the period of jury duty leave, subject 
to the approval of the relevant manager or supervisor. This is not an automatic entitlement and will be considered 
on a case by case basis. 
 
This policy does not extend to casuals or temporaries contracted through an agency. 
 
Approval process 
 
To request Jury Duty Leave, an employee will be required to submit a leave form, attaching a copy of the summons 
letter. 
 
On return from Jury Duty Leave, employees must submit evidence of attendance directly to Payroll. 
 



 

Page 25 

 ELECTRONIC COMMUNICATIONS 

Our systems 

 
The Company provides access to a range of systems to assist you to perform your duties, and has developed rules 
to: 

• maintain the integrity and effectiveness of those systems; and 
• protect the Company, its directors, employees and stakeholders. 

 
The main systems for electronic communication are: 

• Phones, Smart phones, including voicemail 
• Computers, Handheld computers and software supplied by the Company 
• Fax 
• Email 
• Internet, this includes social media / social networking sites like Twitter, Facebook, LinkedIn and YouTube 

(this is by no means a comprehensive list). 

All material transmitted or received by electronic communication belongs to the Company, and in some 
circumstances may be intercepted, monitored and viewed by the Company. The Company will utilise any systems 
necessary to block inappropriate material sent by people outside the Company. 
 
The Company gives no warranties about our electronic communication facilities and is not responsible for 
anything that happens because of service changes or interruptions, or non-receipt/delivery of faxes or email 
messages. 
 
Computer surveillance 
 
Computer surveillance is surveillance and monitoring by means of software or other equipment that monitors or 
records the information input or output, or other use, of a computer (including, but not limited to, the sending 
and receipt of emails and the accessing of Internet websites). 
 
All material transmitted or received by electronic communication belongs to the Company and may be monitored 
by the Company. The Company carries out continuous and ongoing computer surveillance. 
 
Audit trails detailing the date and time of all Internet site visits together with the duration of such activity are 
recorded and kept. Email activity is also monitored. 
 
Should circumstances warrant it, the content of internal/external email messages can be intercepted and viewed 
by persons authorized by the Company, and may be quarantined or blocked by systems utilised by the Company. 
If an email message addressed to you is quarantined or blocked, you will receive an email informing you of the 
prevented delivery. 
 
Inappropriate Internet content may also be quarantined or blocked by systems utilised by the Company. 
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How you agree to use the systems 
 
You may use these systems to communicate with people within the Company, and people outside the Company, 
for business-related purposes. Reasonable personal use of the systems is acceptable, while excessive overuse 
can result in reported alerts to management which may be actioned. The capacity of the Company's 
communication facilities is not unlimited and, therefore, activities related to the Company have priority at all 
times. 
 
In using the systems, you agree to: 

• safeguard your account and passwords 
• respect the privacy of others when communicating internally and externally 
• respect the security and integrity of the Company's systems with regard to potentially malicious files and 

applications 

Just as for paper communication, emails are used to provide opinions, advice and information to stakeholders 
and others. As such the Company's risk management rules for the signing of correspondence must be strictly 
adhered to at all times. 
 
You agree not to use the systems for illegal uses. 
  
You agree not to use any of the systems for unauthorised uses, this includes 
 

• use of the Company's name & brand, or disclosure of the Company's confidential information 
• distributing, displaying, soliciting or knowingly receiving material inconsistent with the Company's policies 

or generally accepted social standards 
• using the systems for purposes which are offensive or unacceptable 
• publicly commenting on or on behalf of the Company 

 
You agree not to use any of the systems in a way which breaches copyright. 
 
The Company monitors public mentions and discussions relating to its online (websites, blogs, social media etc.). 
 
If you breach this policy 
 
The Company takes these issues seriously. If you do not follow this policy, appropriate disciplinary action will be 
taken. Options include counselling, a warning, removal of your access to electronic communication, dismissal with 
notice, or immediate dismissal. 
 
The electronic transfer of certain types of material in Australia and elsewhere is illegal and punishable by fine or 
imprisonment. The Company may be obliged to report any breach of the law to appropriate authorities. 
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When to contact IT Support 
 
Normally, offensive and other inappropriate material is screened out by the Company's IT service provider. If you 
do receive material which breaches the Company's policy, please contact the Company’s IT service provider, ESN 
Group. 
 
Remote and mobile solutions 
 
Where an employee accesses the Company's systems from a home computer or other remote location, 
employees using remote access shall not allow family members or any other non-employees to access the 
Internet/Intranet via the Company's computer systems. 
 

 TRAVEL POLICY 

This policy applies to EVE Health Groups Limited and its wholly owned subsidiary companies.  For the avoidance 
of doubt any reference to Board Members, the Chief Executive Officer (“CEO”) and Chief Operating Officer (“COO”) 
is a reference to EVE Board Members, the CEO and COO and not its subsidiary entities. 
 
Nominated Travel Agent 
 
All travel bookings are to be made using the Company’s nominated travel agent: 
 
Broadway Travel 
Attention: Suzanne Baker 
37/88 Broadway, Nedlands  WA  6009 
P: 08 9389 0599 
E: corporate@broadwaytravel.com.au  
 
All out of hours bookings and enquiries are to be directed to Suzanne Baker by mobile on 0407 945 422 

Air Travel 
Australian Domestic preferred airline – Qantas or Virgin 

International preferred airline – Qantas or Virgin  

• Booking class: 

o Domestic flights - economy class only 
o International - Board members, CEO and COO - business class 
o International < 8 hours - economy class 
o International > 8 hours - case by case consideration 

 

• All flights are to be booked with the preferred airline unless another airline is >$100 cheaper per sector 

• The cheapest flight must be selected within 2 hours of the preferred departure time where possible  
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Accommodation 
No preferred hotel or chain 

• The cheapest suitable hotel to be booked within 5 km of the desired location 

• Maximum cost per night $500 (ex GST) 

• The booking must be flexible, unless travel dates are fixed and the non-refundable rate is substantially 
less 

• Additional reimbursable hotel expenses which may be incurred should be established at the time of the 
booking wherever possible, but in all circumstances need to be approved by the employee’s direct 
reporting manager 

Car Hire 
Preferred car rental companies - Avis or Europcar 

• Preferred car hire companies recommended unless another company charges significantly less per day 

• Compact or economy type vehicle only unless 4WD is required 

• Vehicle must be returned to the hire car company full of fuel 

RideShare / Taxis 
Preferred short trip bookings – RideShare (ie Uber, Ola etc) 

• To be booked and paid for using the traveller’s personal rideshare account with the Company business 
credit card details linked to the account 

• If travelling in a taxi the Company business credit card is to be used and receipt to be provided to the 
accounts department.  

Travel Expenses Reimbursement 
Reasonable travel expenses incurred will be reimbursed upon submission and approval by the Company of an 
expense reimbursement form accompanied by receipts for each individual expense item, including: 

• RideShare / Taxi  

• Meals 

• Public Transport 

• Fuel and parking for hire car 

 

 SOCIAL MEDIA POLICY 

This section forms part of the contract of employment for every person employed by the Company. 
 
The purpose of this policy is to provide a framework for personal use of social media. 
 
The Company recognises that social media is a valuable way in which its employees may communicate and 
express themselves in their personal lives. The Company allows its employees limited personal use of social media 
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during working hours provided that use is reasonable, responsible, respectful and does not interfere with an 
employee's work in any way. 
 
However, communicating via social media can carry with it considerable risk and can have implications for the 
Company, its employees and stakeholders. It is essential that employees understand that in many cases 
comments and posts made via social media platforms are as public as if the same comments were made to the 
media or at a public forum. 
 
Employees are reminded that if they are using social media in a personal capacity in circumstances where they 
can be identified as an employee of the Company there is a heightened risk and therefore need for greater 
vigilance to ensure their use of social media is consistent with their obligations as an employee of the Company. 
 
Employees making personal or private use of social media, even when not identified as an employee of the 
Company, must ensure their use of social media platforms is, at all times, consistent with the personal use of 
social media guidelines set out below. 
 
Definitions 
 
"social media" is defined as any platform for online publication and commentary, including without limitation: 
 

• social and professional networking sites (e.g. Facebook, Instagram, LinkedIn). 

• video, audio and photo sharing websites (e.g. Flickr, YouTube). 

• blogging and micro-blogging sites (e.g. Twitter, WordPress). 

•  discussion boards and forums (e.g. Google Groups). 

• online encyclopaedias (e.g. Wikipedia). 

 
"Employees" includes permanent and casual employees and contractors covered by the Employee and Risk 
Management Handbook. 
 
"posts" includes but is not limited to status updates, tweets, comments on any internet forum or any other form 
of comment published on the internet. 
 
Social media guidelines 

 
All employees are expected to adhere to the following guidelines at all times. 
 
Official use of social media 
 
You must not post comments or upload material to any social media as a representative of the Company unless 
you are authorised to do so.  
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Personal use of social media 
 
The Company has established these guidelines for employees who use social media for personal, private 
purposes so they are fully aware of the expectations surrounding use of social media. 
 
There is almost inevitably a permanent record of the content you publish on social media and as such the 
following guidelines have been developed to protect both you and the Company. 
 
You are responsible for any material you publish in a personal capacity on any form of social media platform. 
When in doubt, please seek guidance from your manager or supervisor on how to comply with the following 
obligations. 
 
Where you are using social media in a personal capacity, you must, when expressing personal views, ensure the 
account is identified as a personal/private account so no inference can be drawn that the views published are 
those of the Company.  
 
You must: 

• respect the privacy of other employees of the Company 
• when interacting with other employees or stakeholders, ensure you act in accordance with the anti- 

discrimination, harassment and bullying policy 
• only use internal forums to engage in work related discussions on social media platforms 
• during any social media communication avoid the risk of creating any reputational damage to the 

Company 

 
You must not: 

• represent that you are using social media for or on behalf of the Company 
• imply in any way that you are authorised to communicate on the Company's behalf 
• use social media in a way that may embarrass or disparage the Company 
• breach confidentiality or intellectual property obligations regarding information relating to the Company 

or its stakeholders 
• identify a stakeholder without permission from both the stakeholder and the Company, or discuss 

confidential details of a stakeholder’s engagement 
• cite or reference stakeholder (either internal or external) without both their and the Company’s approval 
• publish material which would bring the Company into disrepute or adversely represent the Company's 

interests 
• give advice (whether this be a personal or professional opinion) 
• communicate on the Company matters where not explicitly authorised to do so 
• comment on any information in relation to the Company that is not in the public domain (such as financial 

information, current or future business performance, business plans). 
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Consequences of breaching this policy 

 
Depending on the circumstances of the case, a person who is found to have breached this policy may be subject 
to disciplinary steps, including counselling, a warning, removal of your access to electronic communication, 
dismissal with notice, or immediate dismissal. 
 
Official Use of Social Media Policy 
 
The Company recognises that social media provides an opportunity to deepen our brand, positively manage our 
reputation and engage proactively with current and prospective employees and stakeholders. The Company 
allows certain employees to engage in official use of social media where they have express written authorisation 
to do so. 
 
The policies contained in the Employee and Risk Management Handbook and these guidelines provide a 
framework for how employees should use social media in an official capacity as a representative of the Company. 
An employee authorised to undertake official use of social media is required to adhere to the following guidelines 
to ensure their use of social media is, at all times, consistent with their obligations as an employee authorised to 
undertake official use of social media. 
 
Definitions 
 
"social media" is defined as any platform for online publication and commentary, including without limitation: 
 

• social and professional networking sites (e.g. Facebook, Instagram, LinkedIn). 
• video, audio and photo sharing websites (e.g. Flickr, YouTube). 
• blogging and micro-blogging sites (e.g. Twitter, WordPress). 
• discussion boards and forums (e.g. Google Groups). 
•  online encyclopaedias (e.g. Wikipedia). 

 
"Employees" includes permanent and casual employees and contractors covered by the Employee and Risk 
Management Handbook. 
 
"posts" includes but is not limited to status updates, tweets, comments on any internet forum or any other form 
of comment published on the internet. 
 
Official Use of Social Media 
 
An employee of the Company may, with express written authorisation from their manager or supervisor, use 
social media as a representative of the Company, in accordance with the terms of such written authorisation. 
Such use will constitute "Official Use". An employee authorised to undertake Official Use of Social Media may, for 
example, be authorised to operate the Company Facebook or Instagram page or a Company Twitter account. 
 
An employee who is authorised to perform Official Use of Social Media must, in the course of using social media 
for an Official Purpose: 
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• not disclose or refer to any information that is confidential or commercially sensitive to the Company or 
a stakeholder of the Company 

• not do anything that may disparage or damage the brand, financial performance, business strategy, or 
competitive advantage of the Company or a stakeholder of the Company in any way 

• not use social media in a way that is defamatory, discriminatory, harassing, vilifying, obscene, abusive, 
rude, insulting, threatening, unlawful, or is an invasion of privacy 

• not use social media in any way which would compromise the security of any the Company host computer, 
or that does not follow existing security policies and procedures, or that may jeopardise the Company's 
computer systems and data files 

• ensure that all published information is accurate and is not misleading 
• ensure that any content posted complies with all relevant the Company policies. 

 
The Company reserves the right to withdraw an employee's authorisation for Official Use of Social Media at any 
time, and for any reason. Such withdrawal of authorisation does not need to be in writing and may take any form. 
 
Consequences of breaching this policy 
 
Depending on the circumstances of the case, an employee who is found to have breached this policy may be 
subject to disciplinary steps, including counselling, a warning, removal of your access to electronic 
communication, dismissal with notice, or immediate dismissal. 
 

 OUR RESPONSIBILITIES TO SAFEGUARD CONFIDENTIAL INFORMATION 

Confidentiality and confidential information 

 
In the course of your employment you will become aware of ‘information’ which is confidential, including: 
 

• information regarding the affairs of stakeholders of the Company including information concerning any 
transactions which are proposed or contemplated by such stakeholders or any proprietary information 
of the stakeholder such as trade secrets, stakeholder information, financial information or business and 
marketing plans 

• non-public information concerning the business of the Company, including internal emails containing 
information about the business or management of the Company; and/or 

• the contents of precedents developed by the Company 
• the contents of documents prepared by another employee or director of the Company. 

 
Such information is referred to in this Section as Confidential Information. 
 
Except in the proper performance of your duties at the Company, or as required by law, you must not disclose 
Confidential Information to any person at the Company or to any third person outside the Company. This 
obligation applies while you are an employee, and indefinitely after leaving the employment of the Company. 
However, after you leave the Company you may use information which forms part of your general know-how 
acquired in the ordinary course of your employment. 
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From time to time in the course of your employment you will receive hard or soft copy documents and materials 
which contain Confidential Information. You must not copy or reproduce or remove from the offices of the 
Company any such document or materials, other than temporarily for the purpose of performing your duties on 
a particular matter as part of your employment by the Company. On leaving the employment of the Company for 
any reason you must return any such documents or materials which are in your possession or control. Where 
such documents or materials exist in digital or other non-paper form, the Company may agree with you that they 
will instead be deleted or erased in such manner that they cannot be retrieved and will require appropriate 
confirmation of such deletion or erasure. 
 
Without limiting these obligations, you must not forward internal emails relating to the Company's business or 
management to any person outside the Company, or to any private email account used by you which is shared 
with family members or friends. 
  
You are not permitted to search for or access any document prepared by another person within the Company 
unless you are authorised to do so and require access to properly perform your duties at the Company. This 
applies even though the document you access does not have security attached to it. 
 
Further you acknowledge that you: 

• will acquaint yourself with the Employee and Risk Management Handbook available, in particular those 
sections of the Handbook that relate to Protecting Confidentiality. 

• accept that all documents (including precedents) prepared by the Company whether by you or others 
remain the sole property of the Company. 

• to the extent necessary, waive any moral rights arising by virtue of the Copyright Amendment (Moral 
Rights) Act in respect of any work produced as part of your work at the Company, which means that the 
Company can use any such documents in any way it considers appropriate, including naming or not 
naming you as an author, and making changes to the document at a later date. 

• will not make use of any such documents (including precedents) other than by way of carrying out a 
specific matter for a stakeholder of the Company. 

• will not retain any hard or soft copies of any documents belonging to the Company (including precedents) 
when you leave the employment of the Company; and 

• will take all possible steps to ensure that no such documents (including precedents) come into the hands 
of a third party. 
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 INSIDER TRADING 

You must not make use of any Confidential Information for the benefit or private gain of yourself or any other 
person. To the extent that it applies, you must observe at all times the insider trading provisions contained in 
Division 3 (Part 7.10) of the Corporations Act, as well as agree to and adhere to the Company’s Trading Policy 
(attached). You breach the law, as well as our stakeholders' trust in us, if you buy or sell shares in any of our 
stakeholder companies or any company involved in a transaction related to the Company while you are in 
possession of price-sensitive information relating to the company. It doesn't matter if you have other good 
reasons for trading the shares; your possession of the price-sensitive information prevents your dealing in them. 
 

Conflict of Interest 

  
In general terms, a conflict of interest arises where the Company's interests are, actually or potentially, different 
from your private interests. Because a conflict of interest can arise in a wide variety of situations, it is not possible 
to exhaustively list them. For example only, you will have an actual or potential conflict of interest if: 

• you have any second job or self-employment outside the Company 
• you receive more than a token gift or benefit from a third party, with whom the Company has dealings or 

which competes with the Company 
• you are or may be in private dispute with a stakeholder or other third party with which the Company has 

dealings 
• you have a personal relationship with a stakeholder of the Company. 

 
It is up to you to ensure that in all your activities you consider whether an actual or potential conflict of interest 
arises. In all circumstances where a conflict of interest may arise, you should speak to your manager or supervisor 
in order that appropriate measures be put in place to prevent an actual conflict from arising. 
 
Your obligations 
 
Your primary obligation is to take all reasonable measures to avoid a conflict of interest arising. In this regard you 
must keep paramount the duties owed by the Company to its stakeholder, the observance by the Company of its 
obligations under the laws and regulations governing the conduct of its staff, and the preservation of the 
reputation and business interest of the Company. 
 
However, there are situations where a conflict cannot reasonably be avoided, and in such situations your 
obligation is to inform your manager or supervisor as soon as you become aware of the potential conflict. 
 
Where you have any doubt as to whether you should disclose an interest, you should do so. 
 
From time to time your interests and those of the Company may change. Your duty to disclose potential conflicts 
of interest in accordance with this policy is ongoing during your employment. 
 
Action the Company may take 
 
Conflict of interest situations will be dealt with by the Company on a case by case basis. 
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The Company may not require anything to be done. However, in some cases the Company may find it necessary 
to direct you to take actions including undertaking alternative duties. 
  
Reference Requests 
 
If you are asked to be a referee for a former employee of the Company 
 
Obtaining references during the recruitment process is a standard business practice. References are taken to 
ensure that all information relevant to a candidate is assessed. However, there are risks associated with providing 
employee references. Accordingly, references may only be provided with Director approval. 
 
References on Company letterhead may only be given by Directors of the Company. References are not otherwise 
to be provided on Company letterhead or in any other way which presents the information as an opinion of the 
Company. A reference is normally given as a personal opinion on someone's professional attributes, and is not a 
statement reflecting a the Company held opinion. 
  
A person providing a reference has a duty to be factually accurate in relation to dates, tasks undertaken and 
status of employment, to be accurate in comments relating to performance standards, to be non-discriminatory 
and to avoid any comments that may be construed as defamatory or which may breach privacy principles. 
 
Confidentiality in relation to references must be maintained at all times. 
 
Statements of Service 
 
A Statement of Service simply sets out the period in which an employee was employed and their position. 
 
On request, the Company will provide a Statement of Service on Company letterhead.  
 
When the Company requires a reference 
 
References will only be obtained with a candidate's consent from a person nominated by the candidate as a 
referee. We will only ask questions of that referee which legitimately relate to the job for which an individual is 
being interviewed. In taking references the Company will adhere to anti-discrimination and privacy principles. 
 
Once a candidate accepts a position with the Company their references become a part of the Company's property 
and can only be viewed with the approval of a manager of supervisor. 
 
The Company will usually seek two verbal references when hiring new employees. Some limited exceptions to 
this may apply. 
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 ANNEXURE A 

EVE HEALTH GROUPS TRADING POLICY 
 

 ANNEXURE B 

WHISTLEBLOWER POLICY 

https://uploads-ssl.webflow.com/603346a8e4b0530419611dda/6049c79eb1a3fb7152637bce_Trading%20Policy.pdf
https://uploads-ssl.webflow.com/603346a8e4b0530419611dda/6049c8f6c7ca190ed621e553_Whistleblower%20Policy.pdf
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