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EMPLOYEE HANDBOOK 

PART I – PRELIMINARY INDUCTION PROCEDURE FOR NEW STAFF 

MEMBERS 

Able Westchem (“the Company”) reserves the right to change, add to or modify any of the 

provisions of this Handbook. 

Introduction 

On behalf of the Company and your colleagues, we welcome you and wish you every success 

during your employment with us.  We believe that each and every employee contributes 

directly to our growth and success.  We hope that you will take pride in being a member of 

our team. 

This Employee Handbook is not a Workplace Agreement.  It describes some of our 

expectations of our employees and outlines our policies and procedures.  We ask all 

employees to carefully review and familiarise themselves with this Employee Handbook.  It 

will answer many of your questions concerning your employment with us.   

If you have any questions about anything in this Employees Handbook, please speak with our 

Managing Director. 

We hope that your experience here will be challenging, enjoyable and rewarding. 

Yours faithfully, 

 

________________________ [sign] 

Managing Director. 

Able Westchem 
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EMPLOYEE COMMITMENT FORM 

I understand that this Employee Handbook describes important information about the policies 

and procedures of the Company.  I will read it carefully and refer to it during the course of 

my employment. 

I acknowledge that I should consult with the Managing Director regarding any questions I 

may have regarding this Employee Handbook.   

I appreciate that the information described in this Employee Handbook is subject to change 

from time to time and that those changes will be communicated to employees by inter office 

memos.   

I have received this Employee Handbook and I understand that it is my responsibility to read 

and comply with the policies and procedures contained in it and with all revisions that may be 

made to it.  I understand that my compliance with the policies and procedures in this 

Employee Handbook is an essential term of my employment. 

 

________________________________  

[Sign here] 

________________________________  

[Employee print name] 

Date: __________________________ 



Employee Handbook - Able Westchem  Version 1.03 2018 
 

  Page 3 of 28 

PART II – GENERAL INFORMATION 

1. OUR COMPANY AND ITS BUSINESS 

1.1. Our Company, Able Westchem was founded in 1971 and has grown to be recognised as 

one of Western Australia’s largest and innovative manufacturer and supplier of general 

and specialty chemical products to a wide range of industries, including Contract 

Manufacturing & Toll Blending, Oil and Gas, Mining and Resources, Hospitality, 

Laundries, Aged Care, Food Processing and across most Industry Groups. 

1.2. We believe our experience in the industry enables us to offer a high standard of 

customer service to our customers. 

1.3. As in any organisation, the people who work together make a company what it is. We 

pride ourselves in selecting people with a unique blend of skills.  Our staff are trained 

in the handling of chemicals, reliable, prompt, honest and hardworking. 

1.4. Our company is dedicated to manufacturing quality products and providing exceptional 

customer service. 

2. MISSION STATEMENT 

Able Westchem is dedicated to the concept of total quality and environmental 

responsibility. 

3. YOUR EMPLOYMENT AND THIS HANDBOOK 

3.1. The terms and conditions of your employment with the Company are set out in your 

contract of employment/ Collective Agreement/Award.   

3.2. This Employee Handbook provides employees with a general understanding of our 

Company’s policies and procedures.  This Handbook contains information that you 

may need to assist you in your work and the standards, policies and procedures that 

apply in the day to day conduct of our business.  However the Employee Handbook 

cannot anticipate every situation or answer every question regarding your employment. 

4. INDUSTRIAL AWARDS /COLLECTIVE AGREEMENTS 

4.1. You may be employed by the Company under a written common law employment 

agreement, Award or Collective Agreement.  Where you have been employed under 

any of these arrangements then you will have been provided with a copy of your 

employment agreement or Collective Agreement.   
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4.2. If you are employed under an Award then the Company will provide you with a copy of 

the Award on request. 

4.3. To the extent that there is any inconsistency between any applicable Award or 

Collective Agreement and this Employee Handbook, the Award or Collective 

Agreement will apply.  The Australian Fair Pay and Conditions Standard (“the APCS”) 

as defined in the Fair Work Act 2009 (Cth) apply to your employment.  To the extent 

that there is any inconsistency between the APCS and this Employee Handbook or any 

applicable Award or Collective Agreement, the APCS apply to the extent that it is 

“more favourable” (as defined by the Act and/or the Workplace Relations Regulations) 

to the Employee.  

4.4. Our Company sees its employees as key contributors in every aspect of its business.  It 

is through your commitment to excellence, your positive attitude to your tasks and your 

willingness to work as a team that we will achieve our goals.  

5. EXPERIENCE AND TRAINING 

5.1. In your Application for Employment you provided us with details of your experience 

and training.  We have relied on the complete truth of what you have told us in 

assessing your suitability for the position with our Company and in deciding to employ 

you in that position.  Employees must promptly provide the Company with a written 

report of information that concerns the Employee being unable or likely to be unable to 

perform the Employee’s full range of duties.  Failure to do so is considered a breach of 

company policy. 

5.2. If you believe there is a course or training program that will enhance your ability to 

perform your work, then we invite you to discuss this with your supervisor. We are 

committed to ensuring that all our employees are well trained to perform their work.  If 

we can assist you with any further training, please speak with us.   

5.3. Our Company does not undertake to pay your fees with respect to a training course or 

program that you undertake whilst employed with the Company.  However, the 

Company may in some circumstances agree to pay or contribute towards such fees. 

Accordingly, you should discuss with us any courses you are planning to do. 

5.4. From time to time you may be expected to undertake training at the request of the 

Company to develop your skills and expertise in your position with our Company. 
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6. EMPLOYEE RELATIONS 

6.1. If you have concerns about the workplace, we encourage you to voice these concerns 

openly and directly with management.  This facilitates clear communication and avoids 

many unnecessary problems.  Our workplace policy is that if you as a valued employee 

have a concern about any material matter, then management shares your concern.  We 

may not always agree with the point that you have raised but we do want to hear what 

you have to say and will carefully consider it in a positive way.  Any workplace 

disputes must be resolved in accordance with our Dispute Settlement Procedure set out 

in this Handbook. 

7. EMPLOYEE’S DUTIES AND RESPONSIBILITIES 

7.1. If you have entered into a written employment agreement then your duties and 

responsibilities are referred to therein.  Each Employee’s employment will commence 

the date the Employee accepts the Company’s Offer of Employment or such other date 

as the Employee and the Company expressly agree in writing as the commencement 

date. 

7.2. In accepting the Company’s Offer of Employment, the Employee is representing to the 

Company that the Employee can efficiently, competently and properly carry out those 

duties and that the Employee has all the skills and experience to do so. 

7.3. The Employee must carry out all reasonable lawful instructions given to the Employee 

to the highest level of the Employee’s skill, competence and training.  The Employee 

must efficiently and satisfactorily comply with all reasonable lawful requests made by 

the Company. 

7.4. The Employee is required to obey all reasonable lawful directions given to the 

Employee by the Company in the course of the Employee’s employment and the 

Employee must carry out all duties and responsibilities required of the Employee to the 

satisfaction of the Company.  The Employee may be asked to do work for a subsidiary 

of the Company or to take instructions from an agent of or contractor to the Company.  

The Employee must in these circumstances carry out all reasonable lawful tasks 

assigned to the Employee. 

7.5. There may be occasions when the work required of the Employee is not work usually 

done by a person holding the Employee’s position in the Company.  Notwithstanding 

this, the Employee is expected to carry out that work.  The Employee is not required to 
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take on any work that is dangerous or which requires particular training, experience or 

PPE which the Employee does not have.  For the sake of certainty the Employee is 

never to undertake dangerous or hazardous work which the Employee is not certain that 

he/she may have the appropriate skill, personal protection or experience.  An Employee 

should not undertake work or a task that is likely to endanger or harm a co-worker or 

the environment.  

7.6. During the course of working for the Company, the Employee may be exposed to 

possible hazardous or dangerous vapours, dusts, liquids and/or solids.  To avoid harm 

the Employee must abide by the chemical and product MSDS exposure standards and 

wear the appropriate PPE. 

7.7. It is expected that the Employee always err on the side of caution when handling all 

chemicals, even including handling non hazardous chemicals.  It is also expected that 

each employee maintain the cleanliness of their work environment to minimise or rule 

out unnecessary work place hazards or risks to themself or others. 

7.8. The Employee agrees to abide by chemical safe handling techniques and in so doing 

they agree to return all chemicals back to where they were tank from if they were not 

directly instructed to do so otherwise.  

7.9. An Employee will not mix or allow another employee to mix chemicals together 

without mixing instruction or direction from a qualified chemist, Production Manager 

or the Managing Director.  

7.10. There may be additional responsibilities and duties required of the Employee in the 

course of the Employee’s employment which the Employee will be expected to carry 

out.   

8. FULL-TIME EMPLOYEES 

8.1. Full-time employees are permanent employees who do not have casual or probationary 

status and who are scheduled to work 38 hours per week.   

9. CASUAL EMPLOYEES 

9.1. We employ some casual employees.  Casual employees are employees who are not 

permanent.  Casual employees are short term and work irregular and uncertain hours.   
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9.2. Casual employees are not entitled to a range of benefits normally afforded to part time 

and full time employees such as holiday leave or personal sick leave (except for unpaid 

carer’s leave).  Casuals are therefore paid a loading in lieu of such benefits.   

10. PAYMENT OF WAGES 

10.1. All employees are paid weekly for a working week from Thursday morning to 

Wednesday end of day. Please allow up to 2 business day for funds to clear.  

10.2. You are expected to keep your payslips private and secure.  Discussing pay rises and 

employment conditions is against company policy except with your Supervisor.    

10.3. Your pay will be electronically deposited into your bank account.  You should have 

provided the Company with your bank account details and filled out an Employee Bank 

Account Information Form.  It is your responsibility to make sure the details you give 

us are correct.  If you wish to change this at any time you must fill out a new form. 

10.4. We are legally required to make certain deductions from every employee’s pay.  

Among these deductions are applicable PAYG taxes.  In addition, we pay the 

compulsory Superannuation Employer’s contribution. 

10.5. The Employee will be provided with a pay slip indicating details of payment and 

deductions.  The Employee must review the accuracy of the pay slips and report any 

discrepancies to the Company’s Pay-Roll Officer. 

11. EMERGENCY CONTACT NUMBERS 

11.1. A list of contact numbers in the event of an emergency is provided below: 

CHEMICAL SPILL: Chemist or Managing Director – 0439 843 441 

AMBULANCE: Emergency – 000 

 POLICE:  Emergency – 000 

Belmont Police Station – (08) 9424 2700 

 FIRE:   Emergency – 000 

Local Fire Station at 380 Welshpool Road 

WELSHPOOL WA 6106 

Local Fire Station Phone Number (08) 9351 9250 
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PART III - POLICIES 

12. PRESENTATION AND DRESS POLICY 

12.1. Dress and grooming standards are a very important aspect of the image that the 

Company presents to its customers and to visitors.   

12.2. During business hours adequate clothing should always be worn.  It is important that 

you always dress smartly and you ensure your clothing is clean and pressed.  How you 

dress and look is one indicator of how you perceive yourself.  It is also an indicator of 

how our Company sees itself when you are wearing our Company clothing.  The 

Company’s clothing includes: 

Sales Staff: Dress Pants, collared shirt and enclosed shoes.  

Office Staff: Smart attire.   

Factory Staff: Enclosed Boots, Long Sleeved Shirts, Full length Paints, fluro vest/and 

or shirt, safety glasses, or as directed by the MSDS when handling chemicals.  MSDS’s 

will be stored in common areas and it is the Employees responsibility to familiarise 

themself with the MSDS’s. 

It is your responsibility to always wear clothing that is clean, which looks smart and is 

of an appropriate standard. 

13. SECURITY CAMERAS 

13.1. For personnel and visitor safety security cameras are installed and monitored. 

14. DISCRIMINATION AND HARASSMENT POLICY 

14.1. We are committed to providing a workplace culture and environment that is free of 

discrimination and harassment. 

(a) Discrimination 

Discrimination may be any selection, exclusion or preference made on the basis of an 

individual’s sex, race, transgender, sexuality, ethnicity, age, religion, disability 

(including physical, intellectual, psychiatric, sensory, neurological or learning), 

marital status, pregnancy, carer’s responsibilities, political affiliation or beliefs and 

membership of an organisation or association.  Discrimination may be either overt 

and direct, or subtle and indirect. 
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(b) Harassment 

Harassment is any form of behaviour that is not warranted and not asked for and that 

either humiliates, offends or intimidates a person. Your failure to complete a regular 

task and press pressure is not considered harassment.  

14.2. Legislation generally prohibits discrimination and harassment on the grounds of an 

individual’s sex, race, transgender, sexuality, ethnicity, age, religion, disability 

(including physical, intellectual, psychiatric, sensory, neurological or learning), marital 

status, pregnancy, carer’s responsibilities, political affiliation or beliefs and 

membership of an organisation or association.  

14.3. Discrimination and/or harassment in the form of actions, signals or words including 

jokes is not tolerated by our Company.   

14.4. If you become aware of any conduct that is possibly discriminatory or could amount to 

unlawful harassment, you should advise your supervisor who will handle the matter in a 

timely and confidential manner in accordance with the Dispute Settlement Procedure.  

14.5. If a customer, contractor or other employee engages in any behaviour that you regard as 

discriminatory or harassment such as an unwelcome sexual advance or offensive 

gestures, then you should immediately report this incident to your supervisor. 

15. EQUAL OPPORTUNITY POLICY 

15.1. The Company is an equal opportunity employer.  All employees are treated on their 

merits, without regard to race, age, sex, relationship status or any other factor not 

applicable to the position.  Employees are valued according to how well they perform 

their duties, and on their ability to maintain Company standards of service.   

15.2. The Company believes that all employees should be able to work in an environment 

free of discrimination, victimisation, sexual harassment and vilification.  We consider 

these behaviours unacceptable and they will not be tolerated under any circumstances. 

15.3. Any reports of discrimination, victimisation, sexual harassment and vilification will be 

treated seriously and investigated promptly, confidentially and impartially. Disciplinary 

action will be taken against anyone who discriminates against, victimises, sexually 

harasses or vilifies a co-worker.  Discipline may involve a warning, transfer, 

counselling, demotion or dismissal, depending on the circumstances. 
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15.4. Any employee who believes they have witnessed or knows of any breach of this policy 

should promptly advise their supervisor. 

16. BULLYING POLICY 

16.1. Our Company is committed to providing a workplace culture and environment that is 

free of bullying.  Bullying is not tolerated by our Company in the workplace.  

16.2. Bullying occurs where an employee uses strength, power or position to intimidate, 

oppress or persecute other employees by fear.  Examples of bullying behaviour include 

unfair and excessive criticism, publicly insulting others, ignoring the point of view of 

other employees, constantly changing or setting unrealistic work targets and 

undervaluing their efforts at work. 

16.3. Any employee who becomes aware of possible bullying should promptly advise their 

supervisor who will handle the matter in a timely and confidential manner in 

accordance with the Dispute Settlement Procedure.   

17. OCCUPATIONAL HEALTH & SAFETY (OH&S/WH&S) POLICY 

17.1. We take our obligations under the Occupational Safety and Health Act 1984 (WA) 

seriously so that we can provide a safe and healthy work environment for employees, 

contractors, customers and visitors. 

17.2. The OH&S/WH&S Committee meets regularly at daily toolbox meetings.  Employees 

are invited to discuss or provide a memo on any matters relating to safety or health for 

discussion by the OH&S/WH&S Committee.  

17.3. If you become aware of any circumstance or hazard that could give rise to a risk of 

injury or illness to any person then you should immediately notify your supervisor, fill 

out a Hazard Report Form and lodge it with your supervisor.   

17.4. If there is an accident that does give rise to an injury or illness or could have resulted in 

an injury or illness then it is important that all employees who are present immediately 

inform their supervisor and fill out a statement setting out what happened in a Hazard 

Report Form.  

17.5. In all workplace activities you are expected to comply with all OH&S/WH&S 

procedures and all directions given in respect to safety.  If this requires you to wear 

protective clothing or a helmet or to wear ear plugs/muffs or face masks or protective 
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goggles then you must do so and no one has any authority to exempt you from this 

compliance. 

17.6. If there are restricted areas where only authorised personnel are permitted then you are 

not permitted to enter those areas unless expressly authorised by the appropriate officer 

or your supervisor.   

17.7. If you see any person or employee not complying with any OH&S/WH&S procedures 

or requirements then you must immediately report this to your supervisor.  You will 

appreciate that this is a fundamental matter of workplace safety. All such reports will be 

treated confidentially.   

17.8. If you see any machinery being improperly used or being used without safety guards 

(when these are required) or observe any machinery to be damaged or defective or in 

need of repair or service then you must immediately report this to your supervisor.  You 

will appreciate that this is also a fundamental matter of workplace safety.  All such 

reports will be treated confidentially.   

18. NO SMOKING POLICY 

18.1. In keeping with our policy of promoting a safe and healthy working environment, 

smoking is prohibited in the workplace except in designated areas.  

18.2. Smoking areas have been provided at the workplace and employees are not allowed 

smoking breaks whilst working. If you wish to smoke, then you may do so outdoors 

during your meal break. 

19. ALCOHOL AND DRUG POLICY 

19.1. As part of our OH&S/WH&S policy, alcohol consumption or drug use in the workplace 

is strictly prohibited.  You must not come to work intoxicated or under the influence of 

drugs.  If you have a drug and/or alcohol problem you could cause injury to yourself 

and others and you could damage your physical and mental health. 

19.2. An employee who appears to be under the influence of alcohol or drugs may be: 

(a) requested to acknowledge that he/she is so affected and if he/she does so acknowledge, 

then the Company may give that employee a written warning not to attend work whilst 

intoxicated or under the influence of drugs and may require the employee leave the 

premises without pay;  
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(b) if the employee refuses to participate in an alcohol or drug test, the employee will be 

issued with a written warning. If the employee continues to refuse to participate without 

a legitimate cause the employee will be deemed unfit and may be given a warning or in 

serious cases dismissed for misconduct. 

19.3. If you have a drug or alcohol problem, you are invited to seek counselling from 

management to facilitate treatment and rehabilitation.  

20. COMPUTER AND EMAIL POLICY 

20.1. Computers, computer files, computer software and the email system are the property of 

the Company and are intended to be used only for Company business. 

20.2. The computer and email system must not be used in a manner that is disruptive or 

offensive to others.  It will be a breach of this policy to  access, download or send 

objectionable material including:- 

(a) pornography, including child pornography.  You should be aware that accessing, 

downloading or sending child pornography is a criminal offence; 

(b) material involving the instructions or promotion of crime, violence or hate; 

(c) material involving an offensive description of violence to compel sexual conduct; 

(d) material involving sexually degrading acts; 

(e) material that is defamatory. 

20.3. If you see another employee breaching this policy you must immediately inform 

management.   

20.4. You must not download, view or send spam, junk mail or pop-ups because they may 

contain viruses, worms or “Trojan horses”. If you receive any pornographic, spam or 

junk email, then it must be deleted immediately. 

20.5. You are prohibited from intentionally creating or sending viruses, worms or “Trojan 

horses”. You must do a virus check prior to opening any emails from unknown sources. 

20.6. If you intentionally delete, steal or send intellectual property you may be instantly 

dismissed.  

20.7. You should be aware that your emails are monitored and all deleted emails are archived 

even after you have deleted them from your deleted items.  
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20.8. Whilst the occasional use of computers for personal purposes will be tolerated 

(provided this is not otherwise a breach of this policy), you must not do so excessively 

or allow such conduct to interfere with your normal duties. 

20.9. If you violate this policy you may be terminated.  You may also face immediate 

dismissal (depending upon the seriousness of your breach) for serious misconduct 

20.10. If you use any computer for an unlawful purpose you may be reported to the police if 

a crime is involved and any other appropriate authority and your employment with us 

may be terminated on the grounds of misconduct. 

21. USE OF TELEPHONES & MOBILE POLICY 

21.1. The phone and mobile system is intended for Company and business use only.    

Personal use of the phone and mobile for interstate or international calls or the use of 

mobile internet data is strictly prohibited. You should be aware that telephone calls may 

be monitored. 

21.2. Company mobile phones issued by the Company may from time to time be tracked to 

improve efficiency during normal office hours.  If you do not wish to be monitored on 

private time then turn the Company mobile phone off.  

21.3. Mobile phones are not permitted to be used on the factory floor.  

21.4. If you experience an abusive or aggressive caller then immediately pass the caller onto 

your supervisor. 

21.5. When taking calls for an employee who is not present, please advise the caller that the 

employee is not able to take the call and record the message on the message pads 

provided.  The message should be promptly passed on to the employee concerned. 

22. DISCLOSURE OF CONFIDENTIAL INFORMATION POLICY 

22.1. For the purposes of this paragraph, confidential information means all information of 

whatsoever kind or nature including:- 

(a) All information contained in a document, or any software that is the property of our 

Company and which is by its nature confidential to us and/or our Business and/or to 

any of our customers; or 

(b) All documents or software that is marked or contained in a package or envelope that is 

marked “Strictly Confidential”, “Confidential”, “Secret” or “Not to be disclosed” or 
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otherwise uses words which indicate that we regard the information as being of a 

confidential nature; or 

(c) All oral, written, recorded information and/or databases concerning us, our Business, 

any customer, our menus, systems and procedures. 

22.2. You must only use confidential information for our benefit and in the proper 

performance of your obligations as an employee. 

22.3. You must not, at any time either during your employment or following your resignation 

or termination, disclose or divulge any confidential information without our prior 

written consent.  

22.4. You must not use or attempt to use any information which you acquire in the course of 

employment in any manner which may injure or cause loss or be calculated to injure or 

cause loss to the Company. 

23. Anti-Bribery and Corruption Policy 

This Anti-Bribery and Corruption Policy (“the Policy”) applies to all directors, officers and 

employees (collectively, “you”) of Borvek Pty Ltd and its wholly-owned subsidiaries, (Able 

Westchem; Enviro Care Earth;) which serves as a guide for how you should conduct yourself 

as a member of the Able Westchem team 

 

23.1 ZERO TOLERANCE APPROACH TO BRIBERY  

Do not give or receive bribes, including “facilitation payments”.  

We value our reputation for conducting business with honesty and integrity. It is vital for us 

to maintain this reputation as it generates confidence in our business by our customers, 

clients, investees and other persons – which ultimately means it is good for business.  

We do not pay bribes in furtherance of our business and expect that you will not do so on our 

behalf. We have a zero tolerance approach towards bribery. This commitment comes from 

the highest levels of management and you must meet this standard.  

A bribe is anything of value that is offered, promised, given or received to influence a 

decision or to gain an improper or unfair advantage. Bribery may not always be in the form of 

cash payments and may take many other forms, including:  

1. Non-arm’s length loans or other transactions;  

2. Phony jobs or “consulting” relationships;  

3. Employment opportunities or internships;  
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4. Political contributions;  

5. Charitable contributions; or  

6. Gifts, travel, and hospitality.  

 

Facilitation payments are also a form of bribe and are, therefore, not permitted. Facilitation 

payments are small payments made to secure or speed up routine actions or otherwise induce 

public officials or other third parties to perform routine functions they are otherwise obligated 

to perform, such as issuing permits, approving immigration documents or releasing goods 

held in customs. This does not include legally required or permitted administrative fees for 

expedited service.  

 

23.2 DEALING WITH PUBLIC OFFICIALS  

Interactions with public officials require enhanced scrutiny and sensitivity.  

A “public official” is any person who is employed by or is acting in an official capacity for a 

government, a department, agency or instrumentality of a government, or a public 

international organization. This includes elected or appointed persons who hold legislative, 

administrative or judicial positions such as politicians, bureaucrats, civil servants, and judges. 

It also includes persons who perform public functions such as professionals working for 

public health agencies, water authorities, planning officials and agents of public international 

organizations, such as the UN or World Bank. A “public official” may also include 

employees of government-owned or controlled businesses, including sovereign wealth funds. 

For example, if a government has an interest in a bank and exercises control over the 

activities of that bank, then the banking officials are likely to be considered “public officials”.  

There is increased sensitivity and scrutiny of dealings with public officials because this has 

traditionally been an area where bribery activity is more likely to occur. Be cognizant of these 

risks in your dealings and interactions with public officials and consider how your actions 

may be viewed. For example, payments, gifts or employment to close relatives of public 

officials may be treated by enforcement authorities as direct payments to the public officials 

and, therefore, may constitute violations of law.  

 

23.3  THIRD-PARTIES  

Joint venture partners, agents, contractors and suppliers are not permitted to pay bribes on 

our behalf.  
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The company may be prosecuted for failing to prevent bribery by a person associated with it. 

This includes any individual or entity that performs services for or on behalf of the company. 

Employees should avoid doing business with partners, agents and contractors who do not 

have a zero tolerance approach to bribery.  

This means due diligence should be undertaken on contractors, partners and agents to 

establish their anti-bribery credentials, where warranted by the assessed level of risk. This 

could include informing these persons (and associated companies) of the company’s anti-

bribery policy, meeting with them to better assess their business practices, and making 

commercially reasonable inquiries into their reputation and past conduct. In consultation with 

internal legal counsel, include anti-bribery language in contractor, partner or agency 

agreements, where appropriate.  

Refer to the company’s Anti-Bribery and Corruption Program for further details.  

 

23.4 GIFTS AND ENTERTAINMENT  

The giving or receiving of gifts and entertainment should be proportionate and reasonable 

for the circumstances.  

Gifts (e.g. merchandise, event tickets) given to or received from persons who have a business 

relationship with the company are generally acceptable, if the gift is modest in value, 

infrequent, appropriate to the business relationship, and does not create an appearance of 

impropriety. No cash payments should be given or received. In addition, gifts should not be 

given to or received from public officials. 4  

 

Entertainment (e.g. meals, sporting events or the theatre, rounds of golf) given to or received 

from persons who have a business relationship with the company are generally acceptable, if 

the entertainment is reasonable in value, appropriate to the business relationship, infrequent, 

does not create an appearance of impropriety and if a representative from the sponsoring 

organization (the party paying for the entertainment) is present at the event. Note that many 

jurisdictions have laws restricting entertainment given to public officials or their close 

relatives.  

Gifts and entertainment (including meals) that are repetitive, no matter how small, may be 

perceived to be an attempt to create an obligation to the giver and should be avoided. Gifts or 

entertainment given close in time to when a decision impacting Brookfield’s business is 

being made may be perceived as a bribe in return for a favourable decision and should also be 

avoided. Employees should not pay for gifts and entertainment (including meals) personally 



Employee Handbook - Able Westchem  Version 1.03 2018 
 

  Page 17 of 28 

to avoid having to report or seek approval for it.  

Employees should not give or receive “big-ticket” items, such as travel, conference fees, 

costs for road shows, or event sponsorships, without prior written authorization from internal 

legal counsel or person(s) designated to provide such authorization. If you are in doubt as to 

whether gifts or entertainment proposed to be given or received are proportionate and 

reasonable for the circumstances, please consult internal legal counsel.  

 

23.5 POLITICAL DONATIONS AND LOBBYING  

Do not offer contributions to political parties or candidates that might influence, or be 

perceived as influencing, a business decision.  

To ensure that we do not breach the law regarding political donations in any country, all 

political donations, no matter how small or insignificant, made on behalf of the company 

(directly or indirectly) must be approved in advance by the person(s) designated to approve 

such donations. Political donations should not be made on behalf of the company in countries 

in which we do not have a presence.  

Do not engage in any lobbying activities on behalf of the company without specific 

authorization.  

The company encourages its employees, officers and directors to take an active role in public 

service. However, any participation in this regard is to be undertaken as an individual and not 

as a representative of the company. 

 

23.6 CHARITABLE DONATIONS  

Do not solicit or offer donations to clients, suppliers, vendors, public officials or others in a 

manner which communicates that a donation is a prerequisite for future business or that 

the offer of a donation is intended to obtain a business advantage.  

We encourage our directors, officers and employees to contribute personal time and resources 

to charities and not-for-profit organizations. However, unless the solicitation is supported by 

the company, you are prohibited from using the company name or company stationery for 

solicitation of donations.  

All requests for corporate gifts to charities and other not-for-profit organizations should be 

approved in advance by the company’s internal legal counsel or person(s) designated to 

approve such donations.  

Charitable donations made by individuals on their own behalf should comply with local laws 

and regulations.  
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23.7 RECORD-KEEPING  

Record all our transactions in a complete, accurate and detailed manner so that the 

purpose and amount of the transaction is clear.  

In addition to prohibiting bribery, some anti-bribery legislation require proper record-keeping 

and the establishment and maintenance of internal controls. The purpose of these provisions 

is to prevent companies from concealing bribes and to discourage fraudulent accounting 

practices.  

All transactions must be recorded completely, accurately and with sufficient detail so that the 

purpose and amount of any such payment is clear. No undisclosed or unrecorded funds or 

assets of the company should be established for any purpose. False, misleading, or artificial 

entries should never be made in the books and records of the company for any reason.  

 

23.8 REPORTS AND COMPLAINTS  

Internal reporting is critical to the company’s success, and it is both expected and valued. 

You are required to be proactive and promptly report any suspected violations of this Policy, 

or any illegal or unethical behaviour of which you become aware. The confidentiality of 

reported violations will be maintained to the fullest extent possible, consistent with the need 

to conduct an adequate review and subject to applicable law. . You will not experience 

retribution or retaliation for a complaint made in “good faith”.  

The Code provides guidance on reporting complaints, including contact information for our 

reporting hotline, which is managed by a third-party and allows for anonymous reporting of 

suspected violations.  

 

23.9 DISCIPLINARY ACTION FOR POLICY VIOLATIONS  

Please note that we reserve the right to take disciplinary action for Policy violations that fits 

the nature and particular facts of the violation. This could, in the most severe circumstances, 

include immediate termination for cause and, if warranted, legal proceedings may be brought 

against you.  

 

24. CORPORATE COMPLIANCE POLICY 

24.1. Our Company takes seriously all aspects of legal compliance.  If you become aware of 

any activity being conducted by any person, whether a fellow employee, executive or 
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any person contracted to the Company, which involves anything illegal or contrary to 

any law then you must report this to your supervisor immediately.  You will appreciate 

that this is in the interest of all employees and the Company. All such reports will be 

treated confidentially. 

25. PERSONAL LEAVE POLICY 

25.1. Where Personal leave/carer’s leave or unpaid carer’s leave was, is being or will be 

taken, the Company may require the Employee to, as soon as reasonably practicable, 

provide the Company with: 

(a) in the case of sick leave, a medical certificate from a registered health practitioner 

indicating that, in the practitioner’s opinion, the Employee was, is, or will be unfit for 

work due to personal injury or illness.  Where it is not reasonably practicable to provide 

a medical certificate, a statutory declaration made by the Employee may be provided 

indicating that the Employee was, is or will be unfit for work due to personal injury or 

illness; 

(b) in the case of carer’s leave where care or support is required because of personal illness 

or injury, a medical certificate from a registered health practitioner indicating that, in 

the practitioner’s opinion, the Employee’s immediate family member or household 

member had, has or will have a personal injury or illness.  Where it is not reasonably 

practicable to provide a medical certificate, a statutory declaration made by the 

Employee may be provided indicating that the Employee’s immediate family member 

or household member had, has or will have a personal injury or illness and that the 

Employee required leave to provide care or support; 

(c) in the case of carer’s leave where care or support is required because of an unexpected 

emergency, a statutory declaration made by the Employee indicating that care or 

support was required due to the Employee’s immediate family member or household 

member being affected by an unexpected emergency. 

This clause does not apply where the Employee cannot comply due to circumstances 

beyond the Employee’s control.   

25.2. The Employee is required to fill out an Application for Personal Leave Entitlements 

form for all personal leave taken.  
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25.3. Unpaid personal leave will not be paid out to the Employee upon termination of the 

Employee’s employment with the Company. 

26. PAID PARENTAL LEAVE 

26.1. You may be entitled to Paid Parental Leave under the Australian Government’s Paid 

Parental Leave Scheme as per the Paid Parental Leave Act 2010 (Cth). This scheme can 

apply to Full time, Part time, Casual and other types of workers. 

26.2. The Paid Parental Leave Scheme is operated by the Australian Government, through 

the Family Assistance Office and Centrelink. Although The Company will be 

responsible for payments to you, The Company is does not administer the scheme. 

26.3. You will need to make a claim directly to The Family Assistance Office, they will 

determine your eligibility for the Scheme as well as administer the application process. 

You can lodge a claim up to three months before the expected date of birth or adoption 

of your child. 

26.4. As with Ordinary Maternity leave we request you provide The Company with a 

minimum of 10 weeks written notice of your intent to take Paid Parental Leave. 

26.5. For further information on the Paid Parental Leave Scheme you should contact the 

Family Assistance Office. 

27. UNPAID PARENTAL LEAVE POLICY 

27.1. Parental leave means either maternity leave, paternity leave or adoption leave. 

27.2. Maternity leave means either: 

(a) special maternity leave which is unpaid leave taken by an Employee because she is 

pregnant and has a pregnancy related illness, or where the pregnancy has ended within 

28 weeks before the expected date of birth otherwise than by the birth of a living child; 

or 

(b) ordinary maternity leave which is a single, unbroken period of unpaid leave taken in 

respect of the birth or expected birth of the child by the Employee. 

27.3. Paternity leave means either: 

(a) short paternity leave which is a single unbroken period of unpaid leave of up to one 

week taken by a male employee within the week starting on the day his spouse begins 

to give birth; or 
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(b) long paternity leave which is a single unbroken period of unpaid leave taken by a male 

employee after his spouse gives birth to a living child so that the Employee can be the 

child’s primary care-giver. 

27.4. Adoption leave means either: 

(a) short adoption leave which is a single unbroken period of unpaid leave of up to 3 

weeks taken by an Employee within 3 weeks from the day of placement of a child with 

the employee for adoption; or 

(b) long adoption leave which is a single unbroken period of unpaid leave taken by an 

employee after the day of placement of a child with the Employee for adoption so that 

the Employee can be the child’s primary care-giver. 

27.5. The Employee is entitled to a maximum of 52 weeks unpaid parental leave (less any 

“related authorised leave” as defined in the Act) if: 

(a) in the case of maternity leave, immediately before the expected date of birth the 

Employee has or will have completed at least 12 months’ continuous service with the 

Company; 

(b) in the case of paternity or adoption leave, immediately before the first day on which the 

leave is or is to be taken the Employee has or will have completed 12 months’ 

continuous service with the Company. 

27.6. Unless the Company indicates otherwise, an Employee is not entitled to special 

maternity leave for a period longer than stated in the medical certificate.  In addition, a 

period of special maternity leave must end before the Employee starts any continuous 

period of leave including ordinary maternity leave. 

27.7. An Employee may take short paternity leave or short adoption leave while his/her 

spouse is taking authorised leave because of the birth or placement.  Unless the 

Company indicates otherwise, a period of long paternity leave or long adoption leave 

taken by the Employee must not include any period during which his spouse is taking 

maternity leave, adoption leave or any other authorised leave, because of the birth or 

placement. 

27.8. The Company may require the Employee to comply with Division 5 of Part 2-2 of the 

Act.  Generally these subdivisions require the Employee to provide the following: 

(a) in the case of special maternity leave:  
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(i) a written application stating the first and last days of the period; and 

(ii) in the case of a pregnancy related illness, a medical certificate; or 

(iii) in the case of a pregnancy which has ended otherwise than by birth of a living 

child, a medical certificate and statutory declaration.   

The Company will inform the Employee of the information required in the medical 

certificate and/or the statutory declaration.  This documentation must be given to the 

Company before or as soon as reasonably practicable after starting the continuous 

period of leave.   

(b) in the case of ordinary maternity leave:  

(i) no later than 10 weeks before the expected date of birth. The Act details different 

requirements in the event of a premature birth or other compelling reason) - a 

medical certificate (indicating that she is pregnant and naming the expected date 

of birth), and 

(ii) no later than 4 weeks before the first day of the intended leave - a written 

application (stating the first and last days of the period) with a statutory 

declaration attached. The Act details different requirements that may apply in the 

event of a premature birth or other compelling reason).  The Company will 

inform the Employee of the information required in the statutory declaration. 

(c) in the case of paternity leave: 

(i) no later than 10 weeks before the expected date of birth. The Act details different 

requirements that may apply in the event of a premature birth or other compelling 

reason) - a medical certificate (indicating the name of the Employee’s spouse, 

that the spouse is or was pregnant and the expected date or actual date of birth). 

(d) in the case of short paternity leave: 

(i) as soon as reasonably practicable on or after the first day of the period - a written 

application stating the first and last days of the period.   

(e) in the case of long paternity leave: 

(i) no later than 10 weeks before the first day of the intended continuous period of 

leave. The Act details different requirements that may apply in the event of a 

premature birth or other compelling reason) - a written application (stating the 
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first and last days of the period) with a statutory declaration attached.  The 

Company will inform the Employee of the information required in the statutory 

declaration. 

(f) in the case of adoption leave: 

(i) as soon as reasonably practicable after receiving notice of the approval of the 

placement of a child with the Employee - written notice of an intention to apply 

for adoption leave, and 

(ii) as soon as reasonably practicable - written notice of the date of the expected 

placement, and 

(iii) within 8 weeks of receiving a placement approval notice (or as soon as 

reasonably practicable if a placement notice is received after this 8 week period) 

– written notice of the first and last days of the period of leave, and   

(iv) before the period of leave begins - a statement from an adoption agency detailing 

the expected day of placement, and  

(v) before the period of leave begins - a statutory declaration.  The Company will 

inform the Employee of the information required in the statutory declaration.  

Pursuant to The Act special notice requirements apply where the child to be adopted is 

a relative of the Employee. 

(g) in the case of short adoption leave  

(i) no later than 14 days before the proposed day of placement - a written application 

stating the first and last days of the period.  

(h) in the case of long adoption leave  

(i) no later than 10 weeks before the first day of the period - a written application 

stating the first and last days of the period. 

27.9. These requirements do not apply if the Employee could not comply because of 

circumstances beyond his/her control.   

27.10. If the Employee wishes to apply for parental leave the Employee must fill out the 

Application for Leave Form that can be obtained from your supervisor. 
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28. COMMUNITY SERVICE LEAVE 

28.1. If you are called up for jury service, you must immediately notify the Employer of the 

date upon which you are required to attend for jury service.  You are required to 

forward all correspondence with respect to your attendance for jury service to the 

Employer. 

28.2. You are entitled to up to 10 days paid leave per year to perform jury service. If you 

receive payment for attending jury service from the Court, the amount that the 

employer is required to pay will be reduced by this amount. 

28.3. You are entitled to unlimited but reasonable unpaid leave to perform emergency 

management activities. 

PART IV - PROCEDURES 

29. DISPUTE SETTLEMENT PROCEDURE 

29.1. We have a Dispute Settlement Procedure that we believe is a fair and positive method 

for dealing with complaints or disputes that may arise.  Please note that if an Award or 

Collective Agreement provides a different dispute resolution procedure, that procedure 

will apply.  Our Company is committed to encouraging an open and frank atmosphere 

in which any problem, complaint, suggestion or question receives a prompt and timely 

response from Management. 

29.2. The procedures for settling disputes about matters arising under the Employment 

between the Company and the Employee are as follows:  

(a) The Company and the Employee must genuinely attempt to resolve the dispute at the 

workplace level; 

(b) If the dispute cannot be resolved at the workplace level, either the Company or the 

Employee may elect to use an alternative dispute resolution process in an attempt to 

resolve the matter; 

(c) This alternative dispute resolution process is to be conducted by a person agreed 

between the Company and the Employee; 

(d) Where such agreement cannot be reached, either the Company or the Employee may 

notify the Industrial Registrar of the Australian Industrial Registry.  The Industrial 

Registrar will provide certain prescribed information; 
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(e) If after 14 days after this prescribed information was provided the Company and 

Employee still cannot agree as to who is to conduct the alternative dispute resolution 

process, either party may apply to have the process conducted by the Australian 

Industrial Relations Commission; 

(f) If the alternative dispute resolution process is conducted, both the Company and the 

Employee must genuinely attempt to resolve the dispute during that process; 

(g) Unless the Employee has a reasonable concern about an imminent risk to his/her health 

or safety, the Employee must continue to work in accordance with his/her contract of 

employment whilst the dispute is being resolved; 

(h) Whilst the dispute is being resolved the Employee must also comply with any 

reasonable direction of the Company to perform other available work.  In making this 

direction the Company must have regard to any applicable Occupational Health and 

Safety/Workplace Health and Safety law and whether the work is appropriate for the 

Employee; 

29.3. This Clause does not affect any right of a party to take court action to resolve a dispute; 

29.4. All employees are expected to treat each other with mutual respect and courtesy.  A 

complaint or grievance about a work situation may be made by you or a group of 

employees. 

30. COUNSELLING PROCEDURE 

30.1. We have a Counselling Procedure which is designed to ensure fairness to all concerned.  

The objective of counselling is to communicate the work standards and conduct that are 

expected of you and ensure that you understand them  If you have work related 

problems or your work performance is considered poor or unsatisfactory you will be 

advised in writing and given the opportunity to be counselled in accordance with the 

counselling procedure provided below:  

Step 1 

The counselling sessions are confidential and are undertaken in the presence of your 

immediate manager and a delegated counsellor. You may if you wish have your own 

representative present during counselling or at any stage of the disciplinary procedure. 

Step 2 
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Performance reports and counselling records will be documented in your personnel file 

and kept confidential.  You will be given the opportunity to view and respond to the 

written reports.  Your response will be documented and added to the file. 

Step 3 

If you demonstrate unsatisfactory performance or behaviour, you will be allowed 

sufficient time to demonstrate a willingness to improve (“the Improvement Period”). 

If you have shown an improvement in your performance, then no further counselling 

will be required at this stage and no warnings will be issued. After 3 months your 

performance will be reviewed by management.  

Step 4 

At the end of the Improvement Period, if the employer is of the opinion that you have 

not displayed willingness to improve, a final warning will be issued to you.  

Final Warning Notice 

This notice will inform you in writing that if you do not immediately discontinue the 

unsatisfactory conduct or behaviour, then disciplinary action may be taken as deemed 

necessary by the Company as your employer.  This can include dismissal.  Our 

Company will normally issue three (3) warning notices to you before dismissal.  

However our Company will summarily dismiss you if you demonstrate serious or 

wilful misconduct. 

31. WORKPLACE INJURIES AND COMPENSATION PROCEDURE 

31.1. We maintain all proper insurance policies in respect to compensation to any employees 

who suffer injury or illness in the course of their employment with us.  The following 

procedure will apply in the event of such injuries or illnesses: 

Procedure for Dealing with Work Related Injuries or Illness 

Step 1 

If you sustain a work related injury or illness you should report it to your supervisor 

immediately.  
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Step 2 

If you have sustained a work related illness and/or injury you should complete an Injury 

Report Form which will be provided by your supervisor.  This Form must be filled out 

and lodged with your supervisor. 

31.2. If an accident happens and someone is injured, the following steps must immediately be 

taken: 

Step 1 

If you saw the accident, you must inform your supervisor that you were a witness. 

Step 2 

You must complete and sign a Hazard Report Form. 

Step 3 

You may be required to give a written statement detailing: 

 what you saw or heard, 

 the identify of any other persons who were present  

 where you, and any other persons who were present, were standing when it happened, 

and 

 a description of the way in which the accident occurred. 

32. FIRE EVACUATION PROCEDURE 

32.1. In the event of a fire, a warning siren should sound and warn you of the need to use the 

following Fire Evacuation Procedure:  

Fire Evacuation Procedure 

Step 1 

Follow your Fire Warden’s direction and commence evacuation. 

Step 2 

Employees must immediately evacuate via the fire exits, which are clearly marked in 

the workplace with a green sign marked “Exit”. 
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Step 3 

Do not run or push through the exits because you may injure yourself or others.  Walk 

calmly down the stairs and please take care to help other employees who may require 

assistance. 

Step 4 

The meeting place for all staff in case of fire is outside with your Fire Warden.  You 

should evacuate the building immediately through the nearest exit.  Fire fighting 

equipment is located at Dispatch Area if you need to use the equipment to assist your 

evacuation from the premises.



 

 

Able Westchem ACN 009 353 182 

HAZARD REPORT FORM 

Details of Hazard (Worker to complete) 

Location;______________________________Date;________________________________ 

Name;________________________________Reported to:___________________________ 

Description of Hazard 

 

 

 

Corrective Action:     __ Taken    __ Required 

 

 

 

Details of resolution (Employer to complete) 

Action Taken 

 

 

____Issue has been addressed with Staff members and Contractors          Date:___________ 

Further Action Required 

 

 

Signed by: 

Employee;______________________________Date;________________________________ 

Employer;______________________________Date;________________________________ 

 


