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Workplace Health & Safety Policy 
Peoplebank is committed to ensuring our workers incorporating employees, contractors and 
visitors remain free from risk to their health and safety at work.  We are committed to 
continual improvement of safety performance and the elimination of workplace injury and 
illness.  As a provider of contracting services, we understand the importance of working with 
all stakeholders to achieve our safety objectives. 

This policy incorporates all wholly owned subsidiaries of Peoplebank Australia including 
Porterallen, Leaders IT Services and Ambit Engineering. 

I. Objectives 
 

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

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

 Safe systems of work are provided and maintained at all times in all workplaces; 
 Workers are provided with information, training, instruction and supervision needed for 

them to work safely and without risks to their health; 
 The health of operational and contract workers and the conditions of the workplaces 

where they work are monitored; 
 Adequate facilities are provided for the welfare of our workers including contractors; 
 Health and safety policies and procedures comply with legislative requirements; and 
 Safety performance is continually reviewed and improved. 

 

II. Responsibilities 
	

The Company / The Client (PCBU) 	
As the PCBU/employer, contract/on-hire firms have a shared duty of care to assess and 
manage workplace hazards in consultation with the client. This process includes identifying 
hazards, assessing risks, managing hazards and evaluating the effectiveness of these 
controls in so far as the PCBU/Employer has the capacity to influence and control the 
matter. 

 

Peoplebank, and all our wholly owned subsidiaries (including Porterallen, Leaders IT 
Services, and Ambit Engineering) and the client are responsible for, as far as reasonably 
practicable: 

 Effective implementation of the work health and safety management system (WHSMS) 
driven by senior management; 

 Providing appropriate level of resources to the WHSMS; 
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 Defining the key WHS management system responsibilities and communicating these to 

the relevant personnel; 
 Maintaining effective communication and consultation including horizontal engagement 

with key stakeholders on safety matters; and 
 Ensuring systems are in place to allow for the identification and resolution of work health 

and safety issues. 
 

Workers 
Workers (employees, contractors and self-employed) are responsible to: 

 Take reasonable care for their own safety;  
 Take reasonable care to ensure their acts or omissions do not adversely affect the health 

and safety of others;  
 Comply with reasonable instructions from the PCBU to assist them in complying with the 

WHS Act;  
 Co-operate with policies or procedures relating to health and safety that the workers 

have been notified of; 
 Ensure their own health and safety (as far as reasonably practicable) while at work; and 
 Self-employed persons are also considered to be PCBUs.  
 

Officers 
Where a PCBU has a health and safety duty, an officer of the PCBU is required to exercise 
‘due diligence’ to ensure the company meets that duty.  Due diligence means taking 
reasonable steps:  

1. to acquire and keep up-to-date knowledge of work health and safety matters;  
2. to gain an understanding of the nature of the operations of the business or 

undertaking of the person conducting the business or undertaking and generally of 
the hazards and risks associated with those operations;  

3. to ensure that the person conducting the business or undertaking has available for 
use, and uses, appropriate resources and processes to eliminate or minimise risks to 
health and safety from work carried out as part of the conduct of the business or 
undertaking;  

4. to ensure that the person conducting the business or undertaking has appropriate 
processes for receiving and considering information regarding incidents, hazards and 
risks and responding in a timely way to that information;  

5. to ensure that the person conducting the business or undertaking has, and 
implements, processes for complying with any duty or obligation of the person 
conducting the business or undertaking under Work Health and Safety Act 2011, 
examples of this include; 

o reporting notifiable incidents; 
o consulting with workers; 
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o ensuring compliance with notices issued under Work Health and Safety Act 

2011, 
o ensuring the provision of training and instruction to workers about work health 

and safety, 
o ensuring that health and safety representatives receive their entitlements to 

training; and 
o to verify the provision and use of the resources and processes referred to in 

paragraphs 3 to 5 above. 

 

Management Representative 
The following management representative is responsible for making sure safety is managed 
properly. The Management Representative will review investigated risks during Quality 
Management System Committee meetings where Workplace Health and Safety issues form 
a permanent part of the committee meeting’s agenda. 

 

Name:  Peter Acheson  

Job Title:  Chief Executive Officer (CEO) 

Email:  peter.acheson@peoplebank.com.au  

Phone:  03 8080 7200   

Address:  Level 13, 31 Queen Street, Melbourne VIC 3000 

 

Duties of Others e.g. Visitors 
 Take reasonable care for their own safety;  
 Take reasonable care to ensure their acts or omissions do not adversely affect the health 

and safety of other persons; and  
 Comply with any reasonable instructions from a PCBU.  
 

As a provider of contracting services, Peoplebank is committed to effective consultation and 
engagement with contractors on work health and safety matters.  We recognise that we 
share a primary duty of care with host organisations in regard to our contractors and 
therefore we are committed to consult, cooperate and coordinate activities with hosts to 
produce the required health and safety outcomes. 
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III. Risk Management Policy 
 

The Australian New Zealand Risk Management Standard (AS/NZS ISO 31000:2009) defines 
risk management as the "coordinated activities to direct and control an organisation with 
regard to risk”.  Risk arises in all aspects of Peoplebank’s operations and at all stages within 
the life cycle of those operations. It offers both opportunity and threat, and must therefore be 
managed appropriately. 

This policy confirms Peoplebank’s commitment adopting a systematic approach to how the 
environment is viewed, identifying issues in need of review and developing strategies to 
address significant risks, along with prioritisation of resources to deal with risk. 

 
An essential part of the risk management process at Peoplebank is the following guidelines 
which need to be followed when administering WHS: 

 Spot the Hazard  
 Assess the Risk and report to a member of the People & Performance Team 
 Fix the Problem 
 Evaluate the Results 
 
Peoplebank will: 

 Take all practicable steps to identify, assess and control any known or potential risks to 
workers and visitors. 

 Encourage the early reporting of any symptoms of an injury or disease related to the 
work we undertake. 

 Investigate all incidents, accidents, injuries or near misses to identify their cause(s) and 
prevent them happening again. 

 Comply with all our legal obligations, including notification of incidents to applicable State 
workers’ compensation organisation when required. 

 Conduct regular workplace inspections of internal offices and client sites, to identify and 
manage risks (form OPSHRF090) 

 Review all measures implemented to control a risk of illness or injury 6 monthly, via QMS 
committee meetings. 

 
It is preferable to eliminate the risk, however where elimination is not practical the risk must 
be reduced by altering: 

 The workplace layout 
 The workplace environment 
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 The systems of work used to undertake the task 
 Changing the objects used in the task involving manual handling 
 Using mechanical aids - if it is not practical to reduce the risk, the risk may be controlled 

through the use of information, instruction or training. 
 

Frequency of Inspections 
A formal planned inspection of the workplace shall be conducted in line with the determined 
the risk of the workplace.  Workplace hazard inspections should also be undertaken when: 

 A new hazard has been identified; 
 An injury has occurred; and 
 Significant changes have been made to the workplace environment (e.g. renovations or 

relocation). 
 

Risk Matrix 

Likelihood 
Consequences 

Insignificant 1 Minor 2 Moderate 3 Major 4 Catastrophic 5 

A (almost certain) M H H E E 

B (likely) L M M H E 

C (possible) L M M M H 

D (unlikely) L L L L M 

E (rare) L L L L L 

 
 
Likelihood 

Almost certain: Is expected to occur in most circumstances 

Likely: Will probably occur in most circumstances 

Possible: Might occur at some time 

Unlikely: Could occur at some time 

Rare: May occur in exceptional circumstances 

Consequences 

1 Insignificant: No injuries, low financial loss 
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2 Minor:  
First aid treatment, on-site release immediately contained, medium 
financial loss 

3 Moderate: 
  

Medical treatment required, on-sire release contained with outside 
assistance, high financial cost 

4 Major: 
Extensive injuries, loss of production capability, off-site release with no 
detrimental effects, major financial loss 

5 Catastrophic: Death, toxic release off site with detrimental effect, huge financial loss 

Risk Analysis Matrix 

E:   Extreme risk, immediate action required 

H: High risk, senior management attention needed 

M: Moderate risk; management responsibility must be specified 

L: 
Low risk; managed by routine procedures and reviewed in the next 
scheduled site audit 

 

Incident Management 
Peoplebank’s incident management procedure has been created to ensure that in the event 
of a WHS incident involving a worker; there is a process to follow.  The process will ensure 
the relevant people are notified and the worker receives the first aid and/or medical 
treatment required. 
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Incident, Reporting and Investigation Process 
 

 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Worker is involved in a WHS incident. 

Appropriate first aid/medical treatment if required. 

Minor Incident 

1. Worker reports the incident to their manager or 
Peoplebank Account Manager immediately 

2. Manager / Account Manager notifies the People 
& Performance Team 

3. Worker completes an Accident and Injury report 
form 

4. People & Performance Team updates Incident 
register 

 

Notifiable Incident 

1. Incident is reported to the worker’s manager 
or Peoplebank Account Manager 

2. Manager / Account Manager notifies the 
People & Performance Team 

3. Worker completes an Accident and Injury 
report form & worker compensation forms 

4. People & Performance Team updates 
Incident register 

5. People & Performance Team notifies 
Peoplebank’s workers’ compensation 
insurer. 

6. People & Performance Team updates 
Incident register 

7. People & Performance Team will notify the Safe 
work Regulator if the nature of incident falls 

under Major or Catastrophic category. 

Incident Investigation performed by People & Performance team member within 24 hours of 
incident occurring. 

Review the outcomes of the investigation process during the next office inspection 

Agreed corrective action to be provided to Manager and worker 
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Consultation and Communication 
Peoplebank has a commitment to carry out our duty of care to our workers and therefore we 
will ensure that workers are consulted with regarding health and safety matters.  

In carrying out our duties we will ensure that workers will be consulted when: 

 identifying or assessing hazards or risks; 
 making decisions on how to control risks; 
 making decisions about the adequacy of facilities for worker welfare; 
 making decisions about procedures to: 

‐ resolve health and safety issues 
‐ consult with workers on health and safety 
‐ monitor workers’ health and workplace conditions 
‐ provide information and training; 

 proposing changes that may affect workers’ health and safety, such as changes to: 
‐ the workplace plant, substances or other things used in the workplace 
‐ the work performed at the workplace 
 
The steps for consultation are: 

1. Additional staff/worker meetings and/or one-to-one discussions will be held where 
required on particular issues. 

2. Affected workers will be provided with all relevant information, such as an 
explanation of what the matter involves, what action is being proposed and why. 

3. Workers will be given adequate time to consider the information, provide their views 
and give feedback to management. 

4. All comments and suggestions received from affected workers will be taken into 
account, and feedback will be provided to affected workers by management. 

5. Affected workers will be informed of final decisions and the reasons for them as soon 
as possible. This information will also be sent via email where appropriate. 

6. Minutes will be taken to record matters that workers are consulted on, who was in 
attendance, agreed timeframes and actions, etc. 
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IV. Bullying and Workplace Violence 
 
This policy is aimed at ensuring that workers are not subjected to any unwanted workplace 
harassment or bullying. Harassment and bullying in the workplace decreases productivity, 
increases absenteeism, and is also against the law. For these reasons harassment will not 
be tolerated by Peoplebank Group. 
 

What is workplace harassment? 

Sexual Harassment 
The most common form of workplace harassment is sexual harassment. Sexual harassment 
is behaviour of a sexual nature that is unwelcome and has the effect of offending, 
intimidating or humiliating the person being harassed.  
 
Sexual harassment most often happens against women, but men can also be subjected to 
sexual harassment. Remember the key element of sexual harassment is that it is 
unwelcome behaviour. It has nothing to do with mutual attraction, or private, consenting 
friendships, whether sexual or not. This is more than a company policy. Sexual harassment 
is against the law as legislated under the Sex and Age Discrimination Legislation 
Amendment Act 2011. Legal action may be taken against those found guilty of sexual 
harassment. Sexual harassment may also expose the company to liability. 
 

Workplace Harassment 
Workplace harassment can be based on grounds of gender, race, disability, age, pregnancy, 
marital status, homosexuality, transgender, or HIV/AIDS status. For the purpose of this 
policy ‘harassment’ includes bullying. 
 
Harassment in the workplace can create an unpleasant or even hostile work environment. 
Harassment makes work difficult for everyone - the person being harassed, as well as 
workers witnessing the harassment. The harasser also is not concentrating on their work 
when he/she engages in this type of behaviour. 
 
Workplace harassment usually consists of a pattern of unwelcome behaviour; however, it 
can consist of just one act where this is of a serious nature. Also, there is no requirement 
that the harasser intend to offend or harm in order for it to be unlawful. All that is required 
under the law is that a reasonable person would consider that the person being harassed 
would be offended, humiliated or intimidated by the behaviour in question. 
 
Examples of unlawful harassment: 

 Suggestive comments about a person’s body or appearance  
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 Leering or staring at a person or parts of their body  
 Demands that revealing clothing be worn 
 Pornographic or nude pictures in the workplace  
 Persistent, unwelcome proposals of marriage  
 Gender based insults or taunting 
 Sexist or racist jokes  
 Tales of sexual performance  
 Bullying 
 Verbal or written abuse directed at a transgender person 
 Touching a person in a sexual way 
 Sexual assault (criminal offence) 
 ‘Flashing’ (criminal offence) 
 Obscene telephone calls (criminal offence) 
 Asking questions about a person’s sex life 
 Unwanted confidences about a person’s sex life or lack thereof  
 Persistent requests for a night out where these are rejected  
 Requests for sex where these are unwelcome 
 Making jokes at the expense of a person with a disability 
 Verbal abuse or derogatory comments based on race  
 Abuse based on a person’s age 
 Homophobic material displayed or homophobic abuse 
 
In some instances, the harassment might take place outside the workplace: at a work related 
social function, or when a worker makes unwelcome phone calls to another employee at 
their home or follows them home from work. If you go to another workplace to do your work 
there, it is also against the law to harass someone who is working there. 
 
Peoplebank recognises that workplace harassment may involve comments and behaviours 
that offend some people and not others. The management of Peoplebank accepts that 
individuals may react differently to comments and behaviour. That is why a minimum 
standard of behaviour is required of workers. This standard is, as far as is possible, 
respectful of all workers. 
 

Bullying 
Policy 

Peoplebank Australia will not tolerate any form of bullying under any circumstances. All 
bullying complaints will be investigated and, if found to be genuine, appropriate warnings or 
other disciplinary action will be taken against the harasser. In serious cases, the harasser 
may be dismissed.  The principles set out in this policy are intended to apply to all workers 
(including staff and contractors) and in all any work-related situation. 
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Workplace bullying  

Workplace Bullying is characterised by persistent and repeated negative behaviour directed 
at an employee that creates a risk to health and safety.  

“Repeated behaviour” refers to the nature of the behaviour, not the specific form of 
that behaviour.  

“Repeated negative behaviour” may thus be a pattern of diverse incidents. 

Bullying can occur at any level of the organisation, can be experienced by both men and 
women and may involve a co-worker, contractors, candidate, a volunteer, supervisor, 
manager, service provider, user or customer. 

Examples of bullying behaviours include: 

 aggressive and intimidating conduct 
 belittling or humiliating comments 
 victimisation 
 spreading malicious rumours  
 practical jokes or initiation 
 exclusion from work-related events 
 pressure to behave in an inappropriate manner 
 unreasonable work expectations 

 
What is not bullying 

Reasonable management action conducted in a reasonable manner does not constitute 
workplace bullying. 
 
Examples of management action which do not constitute workplace bullying include: 

 Performance appraisals 
 Ongoing meetings to address underperformance 
 Counselling or disciplining a worker for misconduct 
 Modifying a worker’s duties including by transferring or re-deploying the worker 
 Investigating alleged misconduct 
 Denying a worker, a benefit in relation to their employment 
 Refusing an employee permission to return to work due to a medical condition 
 

Are you suffering harassment or bullying? 

If you believe that you are being harassed or bullied there are a number of important steps 
you should take: 
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 Tell the person that their behaviour is unacceptable, and that it must stop. It is important 

to say these things to the harasser otherwise they may interpret your silence as consent. 
If you would feel too uncomfortable saying these things to the harasser, this will not 
mean that you don’t have a valid claim. 

 Report the behaviour or incident to your Manager / Account Manager or a member of the 
People & Performance Team. You may wish to lodge a grievance under the company’s 
Grievance Handling Policy. 

 If the alleged perpetrator is a manager then report the manager to a more senior 
manager. 

 Keep your complaint confidential - this will avoid idle gossip and the possibility of 
defamation proceedings against you or the company. 

 
What will the company do? 

Peoplebank has a legal responsibility to take reasonable steps to prevent harassment and 
bullying from happening in the workplace. This involves educating workers about 
harassment and bullying, putting this policy in place, implementing grievance procedures 
and ensuring compliance by all in the workplace. If you make a formal complaint of 
workplace harassment or bullying, it will be handled as per Grievance Handling Policy. 
 
Management’s Role 

Managers and Account Managers have an important role in the prevention of workplace 
harassment and bullying. Firstly, managers and Account Managers must ensure that they do 
not harass or bully workers, other managers or Account Managers, clients or customers. 
Secondly, managers and Account Managers must ensure that their workers understand the 
Workplace Harassment and Bullying Policy.  
 
When managers / Account Managers observe discrimination or harassment or bullying, they 
should take steps to stop it and warn the person of the consequences if the behaviour 
continues. If a person approaches them with a complaint about harassment or bullying, they 
should take appropriate steps to resolve it. If this is not possible or is inappropriate, then a 
member of the People & Performance Team should be informed. 
 

Workers’ (incorporating Contractors) Role 

Each worker must ensure that they do not engage in harassing or bullying behaviour 
towards other workers, managers or supervisors, clients or customers. Workers should be 
aware that they can be held legally responsible for their unlawful acts. Workers who aid, abet 
or encourage other persons to harass or bully can also be held legally liable. 
 
Any incident of workplace bullying or violence will be taken very seriously and, where 
breaches of this policy are proven, disciplinary action and/or reporting to suitable authorities 
may arise. 
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V. Grievance Handling Policy 
 
The purpose of this policy is to outline how Peoplebank will aim to resolve issues, referred to 
as grievances, in a timely and confidential manner.  

What is a grievance? 
A grievance can be about anything done, or not done, by management or another worker or 
workers, which you feel affects you unfairly or unjustly. A grievance can also be about 
discrimination, harassment, or any other employment related decision or behaviour which 
you think is unfair, unjust or upsetting. 

This grievance handling policy gives you advice about what to do if you have a grievance 
and what will happen if you make a formal complaint. 

Principles 

Grievances will be treated seriously, expeditiously, sensitively and as close as possible to 
their source having due regard to procedural fairness, confidentiality and potential for 
victimisation.  

If you come forward with a grievance it will be treated with the utmost confidentiality. You will 
not be treated unfairly or victimised as a result. It is important that you also maintain 
confidentiality in order to avoid idle gossip and the possibility of defamation proceedings. 

If you decide to go ahead and make a formal complaint, it will be taken seriously and 
investigated in an impartial manner. This may mean that you, the person complained about, 
and any witnesses will be interviewed. Again, confidentiality will be assured. No decision will 
be made until the investigation is complete. 

If a complaint is made against you, be assured that you will not be prejudged. You will have 
an opportunity to tell your side of the story. You may bring someone with you at the time to 
give you some support. 

Each complaint will be dealt with in as short a time as is possible under the circumstances. 

 

Procedure	
1.  Informal stage 

 If you believe you have been treated unfairly, the most effective thing to do is keep 
diary notes of events including details of the incidents, the effect on you, and names 
of any witnesses or people who can support your claim for possible use later. You 
then have the ability to undertake either of the following steps:  

 Do nothing other than seek some personal support either through friends or family.  
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 Speak to the person causing the problem. While this may not be appropriate in many 

cases, it may be the easiest way of resolving the issue if you do feel comfortable with 
speaking to the person. You can tell them that their behaviour, decision, actions, etc. 
was unfair, offensive, discriminatory etc., and why you believe this to be so. The 
person may have been totally unaware of the effect of their behaviour or decision on 
you. By telling them you will give them a chance to redress the situation.  

 Speak to your manager or Account Manager (if you are a contractor), if you do not 
want to speak to the person directly. They will tell you what your options are. With 
your agreement, they may approach the person complained about and talk to them 
informally about your grievance.  
 

2.  Formal stage 

 Make a formal complaint. If you do decide to make a formal complaint, this can be 
done by putting the complaint in writing, and reporting it to your manager, Head of 
People & Performance or the Account Manager (if you are a contractor). The written 
complaint should contain a description of the incident(s), decision, behaviour in 
question, the time and date of the incident(s) etc., the names of any witnesses, your 
signature, and date of the complaint. 
 

The investigation and mediation 
 Once a formal complaint is made, the investigation must commence within 2 working 

days  
 The Head of People & Performance or their designate will determine who the 

appropriate person to investigate the complaint is, keeping in mind that the 
investigator should be able to examine the case impartially and in a timely manner. If 
the Head of People & Performance feels that there is a reason why they should not 
conduct the investigation (e.g. unable to maintain impartiality or conduct the 
investigation in timely manner or the incident is at the client site), then their designate 
will conduct the investigation. 

 The person conducting the investigation should: 
‐ Treat all matters being investigated seriously and confidentially 
‐ Examine matters impartially and in a timely way  
‐ Allow for appropriate time 
‐ Identify and speak to relevant witnesses 
‐ Inform everyone involved of the possible investigation results and outcomes 
‐ Assess reports on their merits and facts 
‐ Hear parties separately 
‐ Record the facts surrounding the matter 

 To ensure the investigation process is conducted in a fair, objective and timely 
manner, the person conducting the investigation would ensure the respondent: 

‐ If fully informed of all allegations against them 
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‐ Is fully informed about the investigation process and possible outcomes 
‐ Has an opportunity to seek independent advice and representation 
‐ Is given full opportunity to reply to the complaint/s 
‐ Has their confidentiality maintained 
‐ Is informed how they can seek a review of a decision. 

 At the end of an investigation, the person investigating will submit an objective report 
that describes the allegations, the investigation processes, outline of all relevant 
evidence (including who was interviewed), and conclusion whether the claim in 
substantiated or not. 

 The report will be acted on according to the outcome (see below), and its key 
findings communicated in a sensitive way to the complainant and respondent.  
 

Outcome 
Depending on the outcome of the investigation, management may take the following actions. 

In situations where complaints are substantiated: 

 Require and apology from the respondent 
 Make changes to work practices 
 Undertake disciplinary action including a written warning, demotion, or dismissal 
 Require employees to participate in training 
 Any other action deemed fair and reasonable 

If the complaint is not substantiated (insufficient evidence): 

 Training on relevant policies 
 Monitoring ongoing behaviour 
 Mediation if agreeable to both parties. 

If the complaint is frivolous or false: 

 An apology and undertaking the behaviour will not occur again 
 A formal apology 
 Counselling 
 A final warning 
 Transfer the perpetrator to another work area 
 Demotion – removal from a supervisory role 
 Dismissal 
 Access to counselling and/or rehabilitation may be provided for both parties. 
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VI. Induction and Training 
 

Induction 
Peoplebank has a commitment to carry out our duty of care to our workers and therefore we 
will ensure that internal and on-hire workers are provided with the required induction and 
training that will support the worker in doing their job safely.    
 
In carrying out our duties we will ensure that only those trained and competent will deliver 
the induction and training. 
 
To ensure that the required information is delivered to the workers in the induction, the 
worker will complete the following induction and training at commencement of employment / 
the contract and every 2 years after completion of the first training: 
 
a. Workpro online WHS training 

I. Employees  
i. Office Worker Safety 
ii. Discrimination, Harassment and Bullying 
iii. Privacy Induction 

II. Contractors 
i. ICT Worker Health & Safety; or 
ii. Office Worker Safety Module & Discrimination, Harassment and 

Bullying Module 
iii. Privacy Induction 

b. Company WHS policies and WHS expectations of the worker 
c. Client / company specific induction / information 
 

Additional Training 
Additional information provided to workers at commencement include: 

 Specific Office related training; 
 General WHS Awareness (hazard identification, risk assessment & risk control); 
 Incident Management; 
 Manual Handling; 
 Office Ergonomics; 
 Emergency Management; 
 First Aid 
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VII. Monitoring and Measurement of WHS Performance  
 
The primary purpose of measuring Peoplebank’s health and safety performance is to provide 
information on the progress and current status of the strategies, processes and activities 
used to control risks to health and safety. 
 
Our policy also includes workplace inspection programs in accordance with the requirements 
of the Workplace Health & Safety Act 2011, State specific legislation and associated 
regulations and with Australian Standards AS/NZS 4801:2001 Occupational Health & Safety 
Management Systems – specifications with guidance for use and OHSAS 
18001:2007Occupational Health & Safety Management Systems – requirements. 
 

Workplace Inspections 
Workplace inspections are planned, systematic appraisals of physical aspects of the 
workplace that identify WHS hazards and non-compliances with Peoplebank’s policies, 
procedures and practices and legal obligations. 
 
Inspections are completed utilising: 
1. Peoplebank WHS Office Checklist OPSHRF090 
2. FCB Client Inspection Checklist (FCB Template) 
 
All incidents are captured via: 
1. Accident, incident and Injury report form OPSHRF031; and  
2. The incident register 
 
Inspections examine an entire process from start to finish, and include reviews of written 
procedures and observation of tasks as well as an inspection of the equipment and 
processes to which the written procedures apply.  
 

Specific Responsibilities 
The responsibilities with respect to Workplace Health & Safety monitoring and measurement 
are summarised below 
 
1. Chief Executive Officer 

a. Review incident investigations and non-conformances captured in WHS inspections 
 
2. People and Performance Team 

a. Manage the reporting of accidents / injuries / incidents 
b. Maintain a current register of incidents 
c. Administer the Workers Compensation claim process 
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d. Capture all completed documentation on an employee’s or contractor’s personnel file 
e. Review existing WHS documents to determine whether they meet the prevailing 

needs of Peoplebank including all wholly owned subsidiaries and to identify any new 
documents that may be required 

f. Monitoring and continuously improving Peoplebank’s compliance with WHS 
legislation, standards, compliance codes, policies and procedures 

g. Prepare Annual reports for consideration at WHS review meeting (annually). 
 

3. Chief Financial Officer 
a. Maintain current workers compensation insurance for all state locations of 

Peoplebank offices and wholly owned subsidiaries of Peoplebank 
b. Participate in WHS system reviews during Quality Management System meetings 

 

4. Client and Contractor Services Team 
a. Ensure contractors are provided with instructions to complete online WHS training, a 

contract for services, and confirmation that a client induction has been completed 
b. Capture all completed documentation on Peoplebank’s recruitment database. 

 

Requirements for Monitoring and Measuring WHS Performance 
The monitoring and measurement requirements at Peoplebank are determined regularly via: 
 

1. Review of WHS Legislative Compliance 
a. annual review of the register of injuries, followed by yearly submission of 

investigation findings to the Chief Executive Officer 
b. regular review of regulatory websites by People & Performance Team 

 

2. WHS Meetings 

Annual meetings are held to monitor and review of Peoplebank’s WHS management system, 
including: 

a. WHS policy documentation; 
b. Register of injuries 
c. Review of open workers compensation claims  
d. Results of quality system WHS audits 

 

3. Internal Reviews 

Internal review of Peoplebank’s WHS management system conducted regularly 
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a. Yearly internal QMS audit. 

VIII. Return to Work Policy 
 
Peoplebank is committed to continual improvement of safety performance and the 
elimination of work related injury and illness. We are dedicated to providing adequate 
resources and support to enable workers including eligible contractors, who have suffered a 
work-related injury or illness, to return to work.  As a provider of on-hire/contracting services, 
we recognise the importance of working with key internal and external stakeholders, 
including the clients, to achieve our objectives.  

Objectives 
The overall objective of this policy is to promote: 

 Workers including eligible contractors who suffer an illness or injury which is substantially 
contributed to by their work, being able to return to work; and 

 The elimination of work related injury. 
 

Responsibilities 
The Company is responsible for: 
 Compliance with legislative requirements for workers compensation; 
 Advising workers of their responsibilities under legislation with regards to workers 

compensation and injury management; 
 Facilitating processes to remain at work or assist with expedient return to work following 

injury, illness or disease; 
 Assisting with the investigation of incidents and implementing controls where practicable 

to reduce reoccurrence; 
 Consulting with key stakeholders to ensure effective claims and injury management; and 
 Maintaining confidentiality relating to workers compensation claims, injury management 

and rehabilitation. 
 
Workers are responsible for: 
 Notifying manager or Account Manager of any incapacity which may impact upon an 

individual’s capacity to work safely and without causing or exacerbating injury or illness; 
 Notifying manager or Account Manager, of a workplace injury as soon as practicable 

(within 24 hours) after the event;  
 Communicating any reported workplace injuries to the company; and 
 Participating and cooperating with the injury management process (both Peoplebank and 

the host process) and making every effort to return to work. 
 
We understand that injury and illness at work has the capacity to impact greatly upon 
workers and their families and that the effective management of injury will reduce the 
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negative impacts of such injury and illness. It is with this in mind that we are committed to 
sustainable workers compensation and rehabilitation management. 
 
Return to Work Co-ordinators 
 
States: NSW, VIC, ACT, SA & WA 
Virginia Dinh –Business Partner, People & Performance 
Level 14, 15 Blue Street 
North Sydney NSW 2060 
Telephone: (02) 9409 4700 
Email: virginia.dinh@peoplebank.com.au 
 
State: QLD 
John Egan, State Manager 
Lobby Level, 192 Ann Street 
Brisbane QLD 4000 
Telephone: (07) 3319 7555 
Email: john.egan@peoplebank.com.au  
Attended the WHS Return to Work Co-ordinator Training Course – January 2009 

  

Approved Occupational Rehabilitation Provider 
The nominated approved occupational rehabilitation provider will be assigned by the 
workers’ compensation insurance provider, once a claim has been submitted and liability 
accepted by the insurance provider. 
 

IX. Setting up of Workstation 
Peoplebank is committed to providing a comfortable and safe workstation setup that is free 

to workplace injuries and illnesses. While correct chair height, adequate equipment spacing, 

and good desk posture can help you stay comfortable, we recognise that poor workstation 

setup can have serious repercussions for workers and their performance in the workplace.  

Chair 
 Adjust the height of your chair so that your feet rest comfortably on the floor. If this makes 

your chair too low in relation to the desk, use a footrest and raise the chair up to the 

desired height. 

 Correctly adjusting your chair can help you maintain proper posture and take the 

pressure off your back. When sitting, your knees should be about level with your hips, 

and the seat of your chair should not press into the back of your knees. 

 Your backbone should be straight and your shoulders back. Adjust your chair so that 

your back is straight. 
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Monitor 
 The monitor should be roughly an arm’s length away. The top of the screen should be at 

eye level or just below so that you look down at a slight angle to your work. 

 To avoid glare and reflections, neither you nor the monitor should directly face the 

window. If your screen is reflecting the light, it’s worth experimenting with the overhead 

lights and window blinds to reduce these reflections. Tilting the monitor slightly 

downwards can help with this. You should also adjust the monitor’s brightness to a 

comfortable level. 

 Even with these adjustments, your eye muscles can become tired when you do a lot of 

close work. Remember to rest them every 10 minutes or so by looking away into the 

distance. 

Desk 
 Your desk area is deep enough to accommodate your monitor at the appropriate distance 

and to place the things you use most often directly in front of you. Make sure everything 

you need is within reach so that you don’t have to stretch for things. Stand up to get 

items that are further away. 

 A desk with a matte surface helps minimise glare. 

Keyboard 
 You should be able to have your forearms close to horizontal and your wrists straight 

when using the keyboard. This means that your hands should not be bent up, down or to 

either side in relation to your forearms. Your elbows should be close to your body. The 

keyboard should be aligned with the monitor and directly in front of you so that you don’t 

have to twist or rotate to use it. 

 Put reference documents either between the monitor and the keyboard or directly 

alongside the screen in a document holder. Putting such documents between the 

keyboard and the front of the desk pushes the keyboard too far back on the desk, 

disrupting your posture. However, the keyboard should not be so far towards you that 

your wrists rest on the sharp edge of the desk. 

 If it feels comfortable, you should lower the feet at the rear of the keyboard as this 

reduces the height and angle of the keyboard, which helps avoid load on the shoulders 

and wrists. 

 Some people find a split keyboard useful — this type of keyboard separates the keys 

pressed by your right hand from those pressed by your left. The two sets of keys are at 

an angle to each other. In some models the keyboard is elevated in the middle, making 

its 2 sides slanted, a bit like the sides of a low tent. The aim of these keyboards is to 

improve the alignment of your hands and forearms. However, some people, especially 

those who are not touch typists, find them difficult to use. 
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Mouse 
 The mouse should fit the size of your hand so that it is comfortable to work with. Your 

wrist should be in a neutral position (minimal bend in any direction at the wrist) when you 

use the mouse, and your fingers should be able to rest on the push buttons between 

actions. It’s also a good idea to position the mouse on the desk so that the weight of your 

arm is supported by the desk. 

 Make sure the mouse is alongside the keyboard and try to keep your wrist in a natural 

and comfortable position when using the mouse. If an activity primarily involves the 

mouse rather than the keyboard, bring the mouse in front of the keyboard. This helps 

minimise discomfort by ensuring your elbow remains close to your body and your arm is 

not under strain while you use the mouse. 

 Other ways to help take the strain out of activities in which you are using the mouse a 

great deal are to use keyboard shortcuts rather than using the mouse and to change your 

mouse hand from time to time. 

Phone 
 Position the phone so that you can perform simple tasks such as taking notes without 

twisting or cradling the phone on your shoulder. A headset is recommended if you are 

using the phone frequently in your work. 

 

Posture, movement and stretching 
 Change your posture frequently to minimise fatigue. It’s a good idea to take short, 

frequent breaks in which you move around, and to mix up your tasks during the day. This 

encourages body movement and use of different muscle groups. Stretching your neck, 

shoulders, wrists, back and ankles is also recommended several times each working day. 

 

X. Alcohol and other Drugs Policy 
 
Peoplebank is committed to providing a safe workplace and the establishment of programs 
and attitudes that contribute to a safe working culture.  We recognise that involvement with 
drugs and alcohol can have serious repercussions for workers and their performance in the 
workplace. Incidents involving inappropriate drug and alcohol can also impact on an 
individual’s friends and family as well as the company’s reputation. 

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

1. Prevention of work health and safety incidents involving the inappropriate use of alcohol 
and drugs; 
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2. An environment free from the use of illegal drugs and the abuse of alcohol; and 
3. Providing information and support to assist with drug and to alcohol related problems.  

This does not extend to any financial support or eliminate disciplinary actions. 
 

Responsibilities  
The Company is responsible for, as far as reasonably practicable: 

1. Establishing a system for approving alcohol consumption for workers at our and host 
related functions;  

2. Providing information and support with regards alcohol and drug related problems where 
appropriate; and 

3. Implementing disciplinary action as required where this policy is breached. 
 
Workers incorporating on-hire workers are responsible for: 

1. Not being under the influence of alcohol on our premises or host sites while working or 
conducting company business to the extent that: 

2. It may impair work performance; 
3. Behaviour may impact on their reputation and/or that of the company; and/or there is any 

risk to the workers safety, their colleagues and/or any clients or visitors. 
4. Ensuring that the off-duty use of alcohol does not result in impaired behaviour, function 

or a capacity to maintain a suitable work-related etiquette;  
5. Notifying the company and relevant host representatives of any prescription or over-the-

counter drugs that may impair performance at work; 
6. Not using, or being under the influence of, illegal drugs while conducting company 

business; and 
7. Following our alcohol and other drug management procedure. 
 
Illegal activities associated with the sale, purchase and/or transfer of drugs will be reported 
to the relevant authority.  The presence of any detectable amount of an illegal drug in a 
worker while on our premises, or that of hosts, and/or whilst conducting company business, 
is prohibited and will be cause for dismissal.  
 

XI. Remote Travel Management Policy  
Peoplebank has a commitment to carry out our duty of care to our workers incorporating 
contractors therefore we will ensure that our workers travelling and working in remote 
locations and/or involved in mobile work are provided with processes to ensure their health 
and safety.  
 
Prior to placing on-hire workers at host sites it is the responsibility of Peoplebank to identify if 
remote, isolated and/or mobile work is required, this should be identified in the process of 
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obtaining information for the assignment safety information form as per the Pro01 WHS 
Client Assessment Procedure for On-Hire.  

Checking vehicle condition 
Prior to driving an owned, company or hired vehicle it is recommended that the following 
items are checked: 

 General condition of vehicle to ensure there are no obvious signs of defects; 
 Spare tyre is available and inflated; 
 Working condition of wipers and indicators;  
 Safety equipment and fittings such as first aid kits and hands-free kit; and 
 Registration is current. 
 

Road Safety Considerations 
The following should be considered by workers when driving a vehicle for company 
business: 

 Drive within the speed limit not necessarily at the speed limit; 
 Drive with lights on when required; 
 Avoid distractions such as discussions with passengers, loud radio, etc.; 
 Mobile phones should not be used at all while driving; and 
 Make allowances for the unfavourable effects of weather conditions including rain, 

reduced visibility, excessive glare, ice or snow, etc. such as extra time 
 

Personal Factors 
Personal factors can affect driving capabilities.  If a worker is required to drive as part of their 
job a valid current licence is required. Additionally, the following information should be 
provided to the worker for consideration: 

 Ensure sufficient time allowed for regular breaks, meals and fuel refill through pre-start 
planning;  

 Recognise personal risk factors such as current health condition or stress level and take 
appropriate action such as postponing the journey; 

 Adhere to all legislative requirements regarding the consumption of alcohol as a 
minimum.  It is recommended that the consumption of alcohol during driving periods or in 
between driving periods be avoided entirely; 

 Check that prescribed medication does not impact driving ability; 
 Drive defensively and with consideration for other road users; and 
 Avoid becoming involved in road rage incidents by not provoking or responding to other 

driver’s behaviour.  
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Accessing Other Workplaces 
Workers will visit new work premises during the course of their contract/employment.  It is 
important that site-specific policies and procedures are followed when accessing new 
workplaces.  The following is to be considered: 

 Inform a site representative on arrival; 
 Determine whether any personal protective equipment (PPE) or other site/hazard 

specific requirement needs to be addressed; 
 Complete the visitors book (if available); 
 Wear a visitor’s badge (if required); 
 Participate in site inductions; 
 Follow local signs; 
 Do not access areas where signage indicates ‘not permitted’ or without an on-site 

representative; and 
 Upon completion, sign out of the visitor’s book and/or remove visitor’s badge (where 

required).  
 

Driver Safety Guidelines 
When driving for work purposes, you should: 

 Drive within the speed limit at all times, recognising that certain conditions will require 
you to drive at a speed appropriate for the conditions. 

 Wear a seatbelt all times and ensure that passengers do the same. 
 You should minimise and preferably avoid the use of alcohol prior to driving and under 

no circumstances be over the legal blood limit for your class of licence. 
 Never drive under the influence of medications or other drugs that are likely to affect your 

alertness or driving performance.  
 Do not drive if you are unfit to do so. Contact your Manager if you are unsure about your 

fitness to drive. 
 Plan realistic driving schedules, stop for appropriate rest breaks, take a ‘powernap’ if you 

are feeling tired and avoid driving during normal sleeping hours. 
 Do not use a mobile phone while driving. The use of hands-free mobile phones should 

be kept to an absolute minimum when driving. The use of hand-held mobile phones is 
illegal and must not be used at all when driving.  

 You must hold a valid driver licence and carry your licence at all times. 
 Courteous driving - Peoplebank promotes courteous driving and encourages you to drive 

appropriately for the road conditions, driving courteously by letting other vehicles merge 
and being patient at pedestrian crossings. This will discourage the potential for 
aggressive behaviour with others sharing the road. 

Please obey all road laws. You will personally incur the penalties and demerit points 
attached to breaches. You will also be subjected to internal disciplinary actions ranging from 
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counselling to possible termination of employment / contract depending on the type of 
offence.  

Using Taxis 
At times, the contractor may be required to travel by taxi for company business. The 
following should be considered: 

 Take care when exiting the taxi; 
 Exit the taxi on the safe side e.g. exit on the side adjacent to the footpath; and 
 Be aware of unsafe areas when travelling out of normal working hours e.g. exiting the 

taxi in dark, unsecured areas. 
 

XII. Emergency & First Aid Management  
 
The purpose of this procedure is to provide guidance on the management of first aid and 
emergencies that affect the workplace and workers. 

Worker Awareness 
Workers shall remain informed and updated of the site emergency and first aid procedures 
and any changes that may occur, such as appointment of new Wardens, first aid 
representatives, building alterations etc.  This includes: 

 Name and location of the designated area/floor warden and first aid officers; 
 Emergency exits and first aid equipment throughout the site/building; 
 Emergency assembly areas; and 
 Importance of following warden instructions to enable quick and safe evacuation. 

 

Emergency Management 
 
1. Emergency Evacuation Drills 

Emergency evacuation drills should occur at least once in a calendar year. Following an 
emergency evacuation drill, a debriefing session is generally undertaken by the property 
management group in consultation with key site representatives. The effectiveness of the 
emergency response program is usually discussed and the feedback from this debrief is 
communicated to site representatives.   
 
2. Inspecting Emergency Equipment 

Emergency equipment needs to be inspected and maintained by specialist consultants in 
accordance with statutory requirements. This is usually arranged by the building 
management and would include checking: 
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 Fire extinguishers and hose reels; 
 Fire and smoke alarms; 
 Emergency signage and lighting; and 
 Other specific emergency equipment identified. 

 
3. Fire Prevention 

Preventing fires is the first and best course of action.  Workers are required to:  

 Report faulty electrical switches or exposed wiring; 
 Avoid using faulty electrical appliances; 
 Know where the fire exits and firefighting equipment are located; 
 Know the evacuation assembly points; and 
 Listen to the fire warden for instructions. 

 

Emergency Procedures 
1. Fire 
In the event of a fire, workers are required to: 

 Assist any person in immediate danger, if safe to do so; 
 Close the door; 
 Notify wardens of the emergency; 
 Call the Fire Brigade on ‘000’; 
 Follow the wardens instructions to evacuate to the emergency assembly point; and 
 Remain at assembly points to ensure everyone is accounted for.  

 
2. Personal Threat 
In the event of a personal threat (violent or threatening person), workers are required to: 

 Note and report the person to the manager, if safe to do so; 
 If confronted, obey instructions of the offender, if safe to do so; 
 Try to remain calm and do not respond aggressively; 
 Observe personal characteristics of the offender; 
 Call the police on ‘000’ 
 Record the information for the police. 

 
3. Bomb Threat 
In the event of a bomb threat, workers are required to: 

 Report details to Director/Client Representative and warden; 
 Call the police on ‘000’; 
 Evacuate to the designated emergency assembly point/s;  
 Remain at assembly points to ensure everyone is accounted for; and 
 Assist the police with details of the bomb threat. 
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4. Burglary 
In the event of a burglary, workers are required to:  

 Not to touch anything; 
 Inform the relevant manager and call Police on ‘000’; and 
 Leave the area if concerned. 

 
5. Medical Emergency 
In the event of a medical emergency, workers are required to: 

 Immediately call an ambulance ‘000’; 
 Notify a first aid officer; 
 Assist with first aid procedures where required; and 
 Do not attempt to move the person unless they are in immediate danger. 

 

First Aid Procedures 
1. Assessing first aid needs of the company 
When evaluating first aid facilities and designated first aid officers required at each of 
Peoplebank’s premises, it is important to consider what is “reasonably practicable” for the 
site.  The level of risk of the workplace and operations will assist in determining site 
requirements. This will include assessment of the following: 

 Type of workplace e.g. office; 
 Hazards people are exposed to and risk control measures; 
 History of incidents and injuries; 
 Size and layout of workplace; 
 Location of the workplace with regard to distances to medical centres, hospital 

emergency departments and ambulance access; and 
 Number of workers or persons accessing the premises. 

 
2. An incident occurs where a person is injured 
When an incident occurs at the workplace where a person suffers from an injury the 
following action should be taken: 

 Provide first aid treatment; 
 If emergency treatment is required, the emergency services should be contacted on 

phone number ‘000’; 
 Situations which are not medical emergencies but require further specialised medical 

treatment may be referred to a company or private medical practitioner; and   
 Record the incident using OPSHRF031 Accident, Incident and Injury report form. 
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3. First Aid Kits & Other Arrangements 
Once first aid requirements have been determined for each workplace, provisions for 
maintaining first aid arrangements should be made.  These may include: 

 Ensuring location of first aid kits are in readily accessible areas with regard to the 
size and layout of the workplace. Kits must be identifiable to all operational workers; 
and 

 Documenting and retaining a first aid kit contents list with information checked by an 
appointed person. 

 

Fatigue 
Fatigue is mental or physical exhaustion that stops a person from being able to function 
normally. However, fatigue is more than just feeling tired or drowsy - it is normal to become 
tired through physical or mental effort. 

1. Cause of Fatigue 

There are many factors contributing to fatigue, including: 

 sleep loss  
 long periods awake (greater than 17 hours)  
 inadequate amount of sleep (less than 7 to 8 hours) or poor quality sleep  
 sustained mental or physical effort  
 inadequate rest breaks (varies with the task)  
 health and emotional issues  

 

2. Minimise risks of fatigue 

The only long term effective strategy to eliminate fatigue is sleep. 

Adults generally require 7-8 hours of sleep daily, however, this varies for each person. Sleep 
deprivation has been likened to the effects of alcohol. Being awake for 17 hours is the 
equivalent to having a blood alcohol level of 0.05; being awake for 20 hours is the equivalent 
of having a blood alcohol level of 0.1. Other solutions include: 

 ensure your workstation is ergonomically set-up 
 take adequate and regular meal and rest breaks 
 take sufficient annual leave each year to recharge 
 during busy periods which may involve long hours, make time for power naps in 

unused rooms within the office  
 commit to managing your health 
 balance work and personal lifestyle demands 
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Manual Handling 
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XIII. Client Site Workplace Health & Safety Assessments 
 
This procedure applies to: 

1. Client WHS Assessments 
2. Assignment Safety Assessments 
3. Job Safety Analysis 
4. Site & Task Monitoring 

 

Clients WHS Assessments 
Peoplebank has a commitment to carry out our duty of care to our contractors and therefore 
we will undertake a host / Client WHS assessment prior to any placement of a contractor. 
The host WHS assessment is undertaken to gather information about the host’s WHS 
system and worksites. Gathering this information will assist us to identify the risk of injury or 
disease to any contractor. In carrying out our duties we will ensure that only trained and 
competent workers will undertake a host WHS assessment.  
   
We have a legal obligation to place contractors into safe workplaces. To ensure that safety 
of the worksite can be determined we have developed the following forms: 

1. WHS Pro04F01 Host Assessment Checklist (Blue Collar); 
2. Client WHS Assessment (FCB Template) 
3. OPSHRF099 Remote Client WHS Assessment 

 
Peoplebank has engaged a third party to perform all Client Site Assessments. There are two 
main parts to this process. 

1. A document review of WHS related policies, procedures and associated documentation.  
2. A walkthrough of the worksite.  

 
Client WHS Assessments – Remote Sites 

In the case where the client’s main site or the facility holding the relevant WHS 
documentation is located at a distance from the office, and it is determined by the State / 
General Manager that it is not reasonably practicable to travel, the procedure to be followed 
is Client Site WHS Assessment OPSHRP053. 
 

Not Supplying Contractors to a Client 

In the event that the findings of the host WHS assessment indicates that the work 
environment is unsafe, WHS documentation cannot be found or issues have been identified 
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and cannot be resolved, the procedure to be followed is Client Site WHS Assessment 
OPSHRP053. 

 

Assignment Safety Information 
Job specific information is confirmed by the Account Manager when taking a job brief. Such 
information includes work hours, reporting manager, tasks etc. 
 
All safety information relating to the contractor role will be included in the Contractor’s 
Contract. The Contractor is required to clarify any concerns prior to signing the contract.  
This forms part of our consultation process. 
 

Client Assessments Categories 
Each client site is assessed and categorised based on our WHS Client Assessment. These 
assessment levels are recorded in our database against the relevant client file. 
 
Client sites are re-assessed and categorised in line with their risk profile as defined during 
the WHS Client Assessment. In some instances there may need to be a Job Safety Analysis 
completed. 
 

Risk 
Level 

Description WHS Induction Required 
Assignment Safety Information 

(ASI) Required in Contracts 

L 
Low risk; manage by 
routine procedures 

WorkPro WHS Training 
modules 
 
Client 
Site WHS induction 

 Standard ASI information. 

M 

Moderate risk; 
management 
responsibility must be 
specified 

As above in L. 
Add Modules as required for 
each role. 
 
Client 
Site WHS induction. 

 Standard ASI information. 
 Where required, specific 

information as per the assessed 
risks based on the role. 

H 

High risk, senior 
management 
attention needed 

Senior management approval 
required before workers 
allowed on site. 
 
WorkPro WHS Training 
modules. 
 
Client 
Site WHS induction. 

 Once approved, standard ASI 
information. 

 Where required, specific 
information as per the assessed 
risks based on the role. 

 A JSA may be required for 
roles/sites assessed as being of 
a High risk. 



 

  100476  Ver. 18  18/01/2019 

Workplace Health & Safety Policy 

E 
Extreme risk, 
immediate action 
required 

Senior management approval 
required before workers 
allowed on site. 
 
WorkPro WHS Training 
modules. 
 
Client 
Site WHS induction 

 Standard ASI information. 
 Plus specific clauses as per the 

assessed risks based on the role. 
 A JSA may be required for 

roles/sites assessed as being of 
a High risk. 

 

XIV. Electrical Risk 
 
An electrical risk is a risk to a person of death, shock or other injury caused directly or 
indirectly by electricity. The main hazards associated with these risks are:  

 contact with exposed live parts causing electric shock and burns (for example exposed 
leads or other electrical equipment coming into contact with metal surfaces such as 
metal flooring or roofs) 

 faults which could cause fires 
 fire or explosion where electricity could be the source of ignition in a potentially 

flammable or explosive atmosphere (for example in a spray paint booth). 

The risk of injury from electricity is strongly linked to where and how it is used. The risks are 
greatest in harsh conditions, for example: 

 outdoors or in wet surroundings—equipment may become wet and may be at greater 
risk of damage 

 in cramped spaces with earthed metalwork, such as inside a tank or bin—it may be 
difficult to avoid electrical shock if an electrical fault develops.  

Some items of equipment can also involve greater risk than others. Portable electrical 
equipment is particularly liable to damage including to plugs and sockets, electrical 
connections and to the cable itself. Extension leads, particularly those connected to 
equipment which is frequently moved, can suffer from similar problems. 
 

General duty to manage electrical risks 
As a PCBU, Peoplebank manages electrical risks at the workplace. Peoplebank has based 
its electrical risk management using Safework Australia’s  

 Code of Practice: How to Manage Work Health and Safety Risks; and  
 Managing Electrical Risks at the Workplace 
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When managing electrical risks, the risks must be eliminated so far as is reasonably 
practicable. If elimination is not reasonably practicable, the risks must be minimised so far as 
is reasonably practicable.  
 

Peoplebank’s risk control measures 
In line with the risk profile of our sites Peoplebank has in place measures to control electrical 
risks at our workplaces including: 

• ensuring only appropriately licensed or registered electricians carry out electrical 
work  

• providing safe and suitable electrical equipment, for example not using leads and 
tools in damp or wet conditions unless they are specially designed for those 
conditions 

• inspecting leads for damage before use and removing any that are damaged from 
the workplace. 

• providing enough socket outlets—overloading socket outlets by using adaptors can 
cause fires 

• ensuring power circuits are protected by the appropriate rated fuse or circuit breaker 
to prevent overloading 

• if a circuit keeps overloading—not increasing the fuse rating as this creates a fire risk 
due to overheating 

• so far as is reasonably practicable arranging electrical leads so they will not be 
damaged: 

‐ not running leads across the floor or ground, through doorways and over 
sharp edges 

‐ using lead stands or insulated cable hangers to keep leads off the ground 
‐ using cable protection ramps or covers to protect cables and cords, where 

applicable  
• carrying out preventative maintenance on electrical equipment as appropriate; for 

example, an appropriate system of visual inspection and where necessary, testing. 
 

Unsafe electrical equipment 

Any unsafe electrical equipment within Peoplebank’s management or control is disconnected 
or isolated from its electricity supply. Once disconnected is not reconnected until it is 
repaired or tested and found to be safe or is replaced or permanently removed from use. 
 
Peoplebank has implemented the following procedures to ensure unsafe equipment is not 
used the workplace: 

• the physical condition of electrical equipment including the lead and plug connections 
are checked prior to use, as appropriate 
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• electrical equipment is to be taken out of service if there is any doubt as to electrical 

safety 
• all faulty equipment must be reported to the Safety Officer. 

Electrical equipment used by workers at their homes 

Whether using electrical equipment supplied by Peoplebank or owned by the worker, 
workers must not use any unsafe electrical equipment when performing work duties from 
home.   
 
If a worker reasonably believes an electrical equipment to be unsafe, it must be 
disconnected or isolated. Such equipment must not be used by workers until repaired or 
tested and found to be safe. 

 
Inspecting electrical equipment 

Peoplebank believes that inspecting and testing electrical equipment is important for hostile 
environments. 
 
As all Peoplebank offices are non-hostile, office environments, our policy is to adhere to the 
practices outlined in this document and to conduct an Electrical Risk Assessment once every 
5 years. 
 

XV. Social Media Policy 
 

This policy applies to all workers when they engage in social media activity in the following 
circumstances; 

 While performing work for the organisation, regardless of where it is performed 
 When using the organisations IT systems or equipment even if for personal use 
 When conveying information about the organisation or a stakeholder 

 

Social media activity includes; 

 Interacting with social networking sites e.g. LinkedIn, Facebook, Twitter, Yammer 
 Interacting with video and photo sharing websites, e.g. Flickr, YouTube, Instagram, 

Pinterest 
 Interacting with blogs, including corporate blogs and personal blogs 
 Interacting with blogs hosted by media outlets, e.g. “comments” or “your say” feature 

on the age.com.au 
 Micro-blogging, e.g. Twitter 
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 Interacting with wikis and online collaborations, e.g. Wikipedia 
 Interacting with forums, discussion boards and groups, e.g. Google groups, Snapchat 

 

Stakeholder means a person or entity that is, was or is a prospective client, supplier, 
employee or contractor in relation to this organisation. 

Posting or sharing information on social media and online is unlike having a verbal 
conversation with a person or group of people. “Conversations” or posts online are in 
electronic form and have the potential to be wide spread than a verbal conversation. The 
comments can easily be forwarded to others, widening the audience for their publication.  

Further, any comments made on social media platforms are difficult (if not impossible) to be 
removed. For these reasons, considerable care should be used in using social media and an 
awareness that making comments or conducting conversations that relate to the 
organisation can affect the reputation of the business.  

Unacceptable use of social media 
Unless prior written permission is provided, when using social media, you must not: 

 Disclose or use information that is confidential to the organisation.  
 Engage in excessive non work-related use of social media during work hours 
 Post anything in which this organisation or any other person has intellectual property 

rights 
 Convey information that would allow a reasonable person to ascertain the work being 

performed for this organisation or the identity of a stakeholder and their relationship 
with the organisation 

 When using IT system, use any other person’s ID or log-in details or otherwise 
impersonate any other person 

 Disparage, criticise or show disrespect for any stakeholder 
 Discriminate, harass, bully or victimise any stakeholder 
 Discuss numbers and other sales figures (non-public financial or operational 

information), strategies and forecasts, legal issues or future promotions/activities. 
 Give out or transmit personal information of candidates, client contacts or co-

workers. Ensure you are familiar with our Peoplebank Privacy Policy 
www.peoplebank.com.au/privacy-policy  

 

Be cautious with respect to: 

Images & Text 

 Respect brand, trademark, copyright information and/or images. 
 Ensure you don’t post pictures of others (candidates, clients, co-workers, etc.) 

without their permission.  
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 Would you send the picture via email to your manager? If not, it may be not 

appropriate to post. 

Other sites 

 A significant part of the interaction in social media sites involves passing on 
interesting content or linking to interesting items. However, we are ultimately 
responsible for any content we pass on to our networks. Don't blindly repost a link 
without looking at the content first.  

 Avoid linking to outside websites, unless you trust the source. 
 Pay attention to the security warnings that pop up on your computer before clicking 

on unfamiliar links. They serve a purpose and protect you, Peoplebank and our 
customers from things like computer viruses. 

 When using Twitter, Facebook, LinkedIn and other tools, be sure to follow their terms 
and conditions. 

If you get something wrong... 
 Correct any mistake you make immediately and make it clear what you've done to fix 

it. 
 If it's a MAJOR mistake (e.g., exposing private information of an individual or 

reporting confidential information), let your manager know immediately so we can 
take the proper steps to help minimise the impact it may have. 

 A breach of this policy may result in disciplinary action, which may include the 
termination of employment/contract. You may be required to delete any information 
contained on any social media platform that is a breach of this policy.  

XVI. Other Guidelines 
 

Planking 
Social fads such as planking are considered Workplace Health & Safety hazards, as posing 
in certain positions at certain places can create safety issues for Peoplebank and our 
workers. Peoplebank strongly discourages all workers from participating in planking or any 
similar activity that could potentially injure workers or others.  

Planking and similar social fads may, under no circumstances, occur at the workplace, 
during work hours or at any functions related to the business activities of Peoplebank and its 
wholly owned subsidiaries.  

Peoplebank will regard such actions as misconduct, and serious misconduct if it can hurt the 
company’s reputation, even if it occurs outside work hours. For example, two colleagues 
planking outside work hours may be considered harmful to the company, as these 
colleagues may know each other through Peoplebank.  
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Photographs or other evidence that comes to the attention of Peoplebank may be used in a 
workplace investigation, even in circumstances where the evidence was created out of work 
hours.  

Working Remotely 
Peoplebank recognises the benefits of flexible-work arrangements for both workers and the 
company. 

Subject to approval by your manager / Account Manager, a worker may undertake the duties 
of his or her role from home. The worker is required to spend some time in the office. Such 
arrangements are specified in a home-based work arrangement. 

Compliance with Peoplebank’s Workplace Health & Safety policies is required at all times. 
The worker must notify Peoplebank of any accident, injury or near miss when carrying out 
duties necessary to fulfil the position’s requirements. 

When requesting to work from home, a designated area in the home must be established as 
the work space and before commencement of work a worker must confirm their home 
environment is one in which the role can be performed safely. All workers working from 
home are required to complete and return, to your Account Manager: 

 Working From Home Safety Checklist OPSHRF006; and  
 A photo of your suggested work space including desk, chair and arrangement of 

equipment 
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XVII. In conclusion 
As leading provider of recruitment services in Australia, we are committed to maintaining our 
workplace free from risk to health and safety. To realise these objectives, we seek 
cooperation from all workers, clients and other stakeholders.  

Should you have any questions, concerns, or suggestions please contact your manager / 
Account Manager or Head of People & Performance  

(People&Performance@peoplebank.com.au). 

 

 

     

 

Signature of Chief Executive Officer   Date     

 


