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INTRODUCTION

Welcome to Infront Staffing. We are a recruitment company that has a strong commitment to
Safety and Health in the workplace and minimising damage to the environment.

This induction covers the broad mandatory core elements for safety, health and the environment.
The specific items relating to your work area will be discussed at your workplace induction by your
host supervisor or manager.

We have developed a range of policies to reflect our commitments and have adapted some or all of
these policies covering the following:

. Safety, Health & Environment

¢ Injury Management

. Alcohol & Drugs in the workplace
+ Issue Resolution

These subjects will be further explained at your workplace induction.

DUTY OF CARE

Under the Work Health & Safety Act, 2011 Infront Staffing, host employers and its employees have
an obligation to fulfil their Duty of Care.

The PCBU (person conducting a business or undertaking) shall:

a. Ensure as far as is reasonably possible that workers are safe from injury and risk while at
work.

b. Provide a safe working environment, facilities, systems and environment (e.g. access to
toilets and drinking water)

C. Provide workers with WHS information and training.

Each Worker (this is you — or in other words, employees) shall:

a. To take reasonable care to protect the health and safety of yourself and others who may
be affected by your actions at work, e.g. keeping your work area safe and tidy.
b. Telling other workers about hazards you have noticed, such as tools or equipment which

are faulty or need repair.

c. To co-operate with Infront Staffing and host employer to avoid adversely affecting the
safety or heaith of yourself or any other person through any act or omission at work and
to report hazards: and

d. Not to interfere with or damage any equipment provided by the employer.
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WHS CONSULTATION o
Infront has developed a WHS forum accessible by our website where we all share ideas about safety. This is
accessible by going to www.infrontstaffing.com and going to WHS forum. Please review this page and let us
know if you would like to add anything or have any questions.

FIRST AID

At your workplace induction you will be informed of who the first aider(s) are, where the first aid kits are
located, or what to do if you require first aid attention.

INCIDENT REPORTING / HAZARD IDENTIFICATION. —]

Infront Staffing Services has an incident reporting and recording system that covers all incidents, hazards
and near misses in the workplace.

Any incident, hazard or near miss that you observe must be reported immediately to your supervisor,
manager or safety representative and Infront Staffing. There is also a downloadable incident report available
on our website.

I WORKERS COMPENSATION ]
All employees have certain rights under the NSW Workers Compensation Act. If you are unfortunate enough
to have an injury whilst at work there is a worker's compensation claim procedure that must be followed and
your supervisor or manager will help you with this.

Your manager or supervisor as well as Infront Staffing must be notified within 24 hours after an injury. An
incident report must be done at the time of injury, if not possible the report will be completed by the host
manager or supervisor. Your return to work coordinator is Roger Johnson — 02 8252 7565

INJURY MANAGEMENT

Infront Staffing is committed to providing appropriate treatment to an injured employee so that pain and
suffering is minimised and through consultation with the treating doctor, initiate a return to work goal which
will ultimately lead to the resumption of pre-injury duties.

MANUAL HANDLING 2
There are steps to follow when moving or attempting to move an object. We have provided you with manual
handling techniques relevant to the particular tasks you will be involved with; you have also successfully
demonstrated your lifting technique at this induction. Please ensure that you are always using the correct
lifting technique. If you require training in this area please don't hesitate to contact Infront Staffingand a
trained professional will be more than happy to assist.

EMERGENCY RESPONSE

Infront Staffing and our clients have emergency response and evacuation procedures, which will be
explained to you at your workplace induction.

You should ensure that you know what to do in the event of an emergency.

ALCOHOL AND DRUG POLICY J

Any employee that is under the influence of alcohol or drugs will be instantly dismissed. Random drug and
alcohol checks will be carried out at any time of your employment with Infront Staffing.
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SAFE PRACTICES

By following these instructions and applying a commonsense approach to all work situations,
accidents in the workplace can be reduced for the benefit of everyone.

The following general requirements are essential for work safety:
. Be alert at all times. Carelessness and inattention to the job in hand cause many accidents;

. Good housekeeping is closely aligned to safety. Don't leave things lying around for others to
trip over. Clean up spills at once. Dispose of rubbish properly;

. Report any hazardous condition or situation to your supervisor immediately;
. Do not attempt to operate machinery or apparatus unless you are trained or have a licence

to operate. If you are required to operate machinery please ensure that you are trained and
signed off on its operation before operation.

o Do not use tools or machinery which are defective;

° Pay strict attention to all warning signs;

. Allinjuries, however trivial, must be reported;

o Dangerous situations are to be reported immediately.

. If you are not comfortable performing a duty or task do not do it and report to your
supervisor.

These are some of the minimum requirements for any person employed by Infront Staffing
Services. Some more specific minimum requirements are as follows:

Personal Safety Equipment

Personal protective equipment (PPE) is designed to be used or worn by you to preventinjury. In
many respects it is your workplace armour. Infront will supply you with PPE if you do not have it!
Safety Footwear must be worn at all times where it is nominated as required.

Safety Helmets must be worn at all times on client's sites where it is nominated as a requirement.
High Visibility Vests must be worn at all times

Eye Protection must be worn on client's sites when an eye hazard exists or where it is nominated as
arequirement.

Hearing Protection must be worn at all times when a noise hazard exists.

Gloves must be worn when a hazard (physical or biological) exists.
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WORKPLACE BULLYING

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

Repeated behaviour refers to the persistent nature of the behaviour and can involve a range of
behaviour over time.

Unreasonable behaviour means behaviour that a reasonable person, having considered the
circumstances, would see as unreasonable, including behaviour that is victimising, humiliating,
intimidating or threatening.

Examples of behaviour, wether intentional or unintentional:

o Abusive, insulting or offensive language or comment

. Unjustified criticism or complaints

o Deliberately excluding someone from workplace activities

o Withholding information that is vital for effective work performance

o Setting unreasonable timelines or constantly changing deadlines

. Setting tasks that are unreasonably below or beyond a person’s skill level

o Denying access to information, supervision, consultation or resources to the detriment of
the worker

o Spreading misinformation or malicious rumours

o Changing work arrangements such as rosters and leave to deliberately inconvenience a

particular worker or workers

A single incident of unreasonable behaviour is not considered to be workplace bullying however it
may have the potential to escalate and should not be ignored.

If workplace bullying behaviour involves violence, for example physical assault or the threat of
physical assault, it should be reported to the police.

WORKPLACE BULLYING IS NOT TOLERATED IN ANY FORM, PLEASE INFORM INFRONT IMMEDIATELY IF YOU ARE
SUBJECTED TO IT. IF YOU SUBJECT ANYONE TO WORKPLACE BULLYING OR HARASSMENT IT WILL RESULT IN
INSTANT DISMISSAL.

WHAT IS NOT CONSIDERED TO BE WORKPLACE BULLYING

Persons conducting a business or undertaking may take reasonable management actions to direct
and control the way work is carried out. It is reasonable for managers and supervisors to allocate
work and give feedback on a workers performance. These actions are not considered to be
workplace bullying if they are carried out lawfully and in a reasonable manner, taking the particular
circumstances into account.

Examples of reasonable management action include but are not limited to:
° Setting reasonable performance goals, standards and deadlines

o Rostering and allocating working hours where the requirements are reasonable

. Transferring a worker for operational reasons

. Deciding not to select a worker for promotion where a reasonable process is followed

o Informing a worker about unsatisfactory work performance in an honest, fair and
constructive way

o Informing a worker about inappropriate behaviour in an objective and confidential way

. Implanting organisational changes or restructuring

. Taking disciplinary action, including suspension or terminating employment
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ELECTRICAL EQUIPMENT

Electricity cannot be seen, yet it can burn and kill. Do not take chances with electricity. Follow the
advice given below:

o Regard all electrical wires as dangerous. Do not permit any object that you are handling to
come in contact with electrical lines.

° Report defective wiring or electrical equipment immediately to yOur supervisor.
° Do not attempt to repair defective wiring or electrical equipment or tools.
. Before using an electrical extension cord, check it for bad insulation and broken or cracked

fittings and make sure it has been safety tested and tagged.

o Electrical leads should be placed where they do not become a tripping hazard or damp - wet
leads can kill.

o Electrical outlets are to be switched off before plugs are inserted.

LADDERS

Always use the right type of ladder. If in doubt ask your supervisor. Before using a ladder:

o If you are working above 2 metres, you must have scaffolding or wear the harnesses that are
provided.

. Inspect the ladder for damage. Report any defects to your supervisor.

o Make sure the ladder is long enough for the job.

o Make sure the ladder will not slip when in place. Either tie the top or have someone hold it at

the bottom while you are tying it off.

° Place the ladder at the correct angle (4 to 1 ratio) from the vertical. The bottom of the ladder
should be at a distance equal to a quarter of the distance to the top support of the ladder
and be chocked

. If working from a ladder using both hands, a safety harness must be worn.

Working at Heights

An anchored safety harness and lanyard must be used when working in an elevated position of
more than 2 metres where it is not practical to provide a scaffold

Employees are prohibited from walking on cement/asbestos roofs without the use of crawl boards,
harness, lanyard and breathing apparatuses.
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EXAMPLE ONLY -

ATTACHED IN infront

REGISTRATION PAPERS

TO BE COMPLETED ingreathands

ASSESSMENT QUESTIONS

Name: Date:
TRUE | FALSE
1. | Infront Staffing has a set of Core Values?
2. | Infront Staffing do not have an Alcohol & Drugs Policy
3. | Ihave a personal responsibility for safety at work.
4. | Duty of care only applies to management.
5. | Icanreport to work under the influence of drugs or alcohol.
6. | lonly need to report an incident if someone is hurt.
7- | Imust at all times use the correct manual handling technique.
8. | Injury report forms must be submitted within 24 hours.
9. | The company has an injury management procedure to assist in injured workers
10. | lcanonly use equipment that | have been trained and inducted on or hold a licence to do so.
1 I have received the rules and regulations Employee’s Handbook.1 have also reviewed and understand
" | the Safe Work Method Statements (SWMS). A copy is available to me if | request it.
12. | The minimum safety equipment | need to wear is safety boots.
The minimum distance required between yourself and any operating mechanical handling equipment
13. | .
is 2 metres.
5 I have viewed and understood the manual-handling information provided and | will at all times use
4 | this technique whilst working for Infront.
15. | Ishould not perform any tasks that | am uncomfortable in performing.
FORKLIFT DRIVERS ONLY YES NO
1. | Should you always complete a pre and post operational checklist?
2. | Should you look over both shoulders before reversing?
Whilst driving the forklift, should tines be at their lowest possible safe height without risk of
3 contacting non level ground or structures?
4 | Isitimportant to know the weight of the load you are lifting and the lifting capacity of the forklift?
5. | Ifyou notice a fault or defect should you operate this piece of machinery?
6 Are you required to use a seatbelt if one is fitted and make sure that all parts of your body are within
" | the forklift when traveling?
7. | Should you sound the horn and stop at all pedestrian walkways?
NAME: SIGNATURE: DATE:

OFFICE USE ONLY, PLEASE DO NOT WRITE INTO THIS SPACE

NAME: SIGNATURE: DATE:

The candidate has successfully demonstrated understanding of WHS regulations, manval-handling technique and
forklift use
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OUR VALUES
..... the essential principles which drive our conduct for the benefit of our stakeholders
INTEGRITY
Act with honesty and integrity at all times.
Be open, forthright and professional in dealings with people.
KNOWING THE CUSTOMER
Listen carefully to what customers are saying and why they are saying it.
Anticipate customer’s needs and build partnerships with them.
Make it easy for customers to do business with Infront Staffing.
ADDING VALUE
Contribute to the profitable growth of the company. This is why we are all employed.
RISK TAKING
Encourage ideas and change. Be innovative and an informed risk taker in pursuing growth.
Think laterally and be prepared to use technology to create new products and services.
PEOPLE
Develop people; train, trust, delegate responsibility.
Foster both individual achievement and teamwork.
Encourage diversity, share ideas and, above all, reward outstanding performance.

OWNERSHIP

Set challenging goals and accept full responsibility for the result.

RESPONSIBILITY

Obey the law. Make sure workplaces are safe. Take care of health, safety and the environment,

get home safe
Infront Staffing — Induction Manual - Revision 4 / Issue 1 11/09/19




TAKE FORKING |/l y
SAFETY SERIOUSLY 16Y0

Forklifts and people don’t mix. Watch

' IN
' ] out for each other, and stay in the
areas designated for you.

/3
_1o%%

- ™
'ﬂp‘

\ g 1. Keep ‘em separated

2 Don’t lose your load

Make sure your load is stable.
if you need to,usea suitable
lifting attachment.

3. Beltup

Like in a car, wearing a seat belt
cahsave your lifein a tip-ovet
or collision.

These are just some tips. Find out more
at safework.nsw.gov.au or 13 10 50

111111
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GOVERNMENT

Work Health and Safety Act 2071 (WHS Act)

Work Health and Safety Regulation 2017 (WHS Regulation)

ITHE RISK MANAGEMENT

FACT SHEET |

ISAFEWORK NSWI

PROCESS FOR MANUAL TASKS

Using the body to lift, lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing.

Application of force:
Repetitive
Sustained

High
Sudden

3

IDENTIFY

Posture: Movement:
Sustained Repetitive
Awkward

4 ¥

Exposure to
vibration

CONSULT

|

How often and how long are specific postures, movement or forces performed or held?

What is the duration of the task?
Does the task involve high or sudden force?

ASSESS

Work area design
and layout

: §

Is the task necessary?

CONTROL

Does the task involve vibration?

Systems of work

Nature, size, weight and

CONSULT

Work environment

number of persons, animals

or things handled

* & 2 4

Can the source of risk (work area layout, environment, etc) be changed?
Can mechanical aids be used to perform the task?
What training is needed to support the control measures?

3

When the control measure is no longer effective.

REVIEW

If a health and safety representative at the workplace requests a review.

Before a change at the workplace that is likely to give rise to a new or different health and safety risk
that the control measure may not effectively control.

If the new hazard or risk is identified.
If the results of consultation indicate that a review is necessary.

3

CONSULT

CONSULT

This information has been sourced from the Hazardous Manual Tasks Code of Practice.
For more information please visit www.safework.nsw.gov.au

Disclaimer

This publication may contain information about
the regulation and enforcement of work health
and safety in NSW. It may inciude some of your
obligations under some of the legislation that
SafeWork NSW administers. To ensure you
compiy with your legal obligations you must
refer to the appropriate legisiation.

Information on the latest laws can be checked
by visiting the NSW legislation website
www.legislation.nsw.gov.au

This publication does not represent a
comprehensive statement of the law as it
applies to particular problems or to individuals
or as a substitute for iegal advice. You should
seek independent legal advice if you need
assistance on the application of the law to your
situation.

This material may be displayed, printed and
reproduced without amendment for personal,
in-house or non-commercial use.

Catalogue No. SW08426

SafeWork NSW, 92-100 Donnison Street,
Gosford, NSW 2250

Locked Bag 2906, Lisarow, NSW 2252
Customer Experience 1310 50

Website www.safework.nsw.gov.au

©Copyright SafeWork NSW 1117
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At work, you can recover better

Evidence shows you recover from an injury better at work than at home. Being off work
impacts on your health and wellbeing, your financial situation and your relationships
with family and friends. If a workmate is off injured, stay in touch and support their
return to work.

If you get injured at work, follow these steps to get
the support you need and recover faster

tell your employer

Your employer must notify the insurer within 48 hours. If your injury is serious, your
employer must notify SafeWorkNSW immediately on 13 10 50.

see your doctor

Get a certificate of capacity from your doctor and give it to your employer
to send to the insurer. You can claim medical expenses and will get weekly
payments if you need time off work. If you need more than seven days off
work, you must participate in an injury management plan.

recover at work

If you are fit enough, stay at work or plan how to return to
suitable work as early as possible to recover faster.

Your employer’s workers compensation insurer is icare.

Workers compensation claims are handled by: ?m, U 7”&“7

Your return to work coordinator is: ”

Who is icare?

icare (Insurance and Care NSW) delivers the insurance SafeWork NSW is the workplace health and safety
and care schemes for the NSW community. Our purpose regulator. The State Insurance Regulatory Authority

is to protect, insure and care for the people, businesses (SIRA) regulates workers compensation insurance in
and assets that make NSW great. icare workers insurance NSW. For more information go to safework.nsw.gov.au
protects over 3.3 million workers in NSW. or sira.nsw.gov.au or call 13 10 50.

This poster summarises the requirements of the Workplace Injury Management

m and Workers Compensation Act 1998 with regard to notifying injuries and making . ™
claims, and is the form of natice approved under section 231 of the Workplace

NSW Injury Management and Workers Compensation Act 1998 and clause 39 of

GOVERNMENT the Workers Compensation Regulation 2016. Every employer must keep this

constantly posted up in some conspicuous place at work.
SIRA08739
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PLEASE REVIEW

Please find following

Safe Work Method Statement
(SWMS) for Warehouse, Forklift

Operations and Construction.

You are welcome to a copy from
reception.
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nt before, o 25 5001 25 passible sfter, you starta
of call the FajrWork Infoline on 13 13 94.

4 Minimum rights and entitlements

minimum pay rates and a set of entitlements calléd the National Employment Standards. You're:also likely to be covered by a modern award or enterprise
agreement, which may provide you with more entitlements.

Workers in Australia are entitled to basic rights and protections at work. if you're in the national workplace relations system, these protections include

You might also sigq a contract or agreément with your employer. Contracts can set out add itiona;;cpqglt;igng _Qf employment éy_r‘gﬂé],_aft‘ provide less than
your minimum entitlements under the National Employment Standards or an applicable award or enterprise agreement,

4 Minimum pay rates
Your minimym pay rate will usually be set in an award or an enterprise agreement. If there’s ho modern award or enterprise agreement covering your
work, you're still entitled to at least the national minimum wage which, from 1 July 2019, is; - :

+ $1949 per hour for full-time-and part-time ag_ul'g employ’eés

+ $2436 for casual adult employees.
The na;tiqna[minin)‘um wage is [eviqwéd annually. You can find your minimum pay rates by using our Pay Calculator at www.fairwork.gov.au/PACT.
4 Modern awards
There are 122 in’&qétfy or occupation awards that cover most pedple working in Australia, Awards may contain entitlements fike minimum wages (pay),
penalty rates, types of 'employment, flexible working a'rra,ngeme(its, hpurs— of work; meal and rest breaks, dlassifications, allowances, anfual Ieavg‘ idad(ng,
and redundancy. To find out if you're covered by an award, use Find my award &t www.falrworkigov.au/awards, ‘ =%
4 Enterprise agreements
Enterprigé agreements set employment conditions that can apply to a'business and their workers or a group of businesses and their waorkers. Enterprise

agreements are negotiated (‘bargained) between the employer, their employees and any employee representatives {such as a union or other bargaining
representative). . ‘

Bargaining for an agreement has to followy set rules. Once approved by the Fair Work Commission, an enterprise agreement is enforceable and provides
the terms and conditions of employment that apply at your workplace.
For information about making, varying, or terminating enterprise agreements visit the Fair Work Commission website at wWw.f\&c.gdv.ay.
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4 The National Employment Standards (NES)
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Casual employees are entitled to some of the entitlements in the NES, but not all. For example, as a casual employee you're entitled to two days of
unpaid carer’s leave for each permissible occasion. You're also entitled to parental and adoption leave of 12 months (unpaid) - with a right to request
an additional 12 months if you've worked on a regular and systematic basis for at least 12 months and have a Teasonable expectation of continuing
employment.In additioh, you're entitled to five days unpaid family and domestic violence leave each 12 month period.

To read more about the NES entitlerments that apply to you, go to the National Employment Standards page at WWw,fairwork.gov.au/Nﬁs.
4 If the business you work for changes owners

If the business you work for changes owners o is sdd ~and you:ré én‘ipioyed by the new employer within three months of your employment with the
old employer ending - some of your entitlements may carry-over o the new employer. You can check what you'e entitled to at www.fa‘irwdrk.»gov.au/
transfer-of-business.
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4 Workplace flexibility
You have the right to request flexible working arrangements under the NES if: y
- you're a parent of, ot have r th;iB,iﬁf’y fBrica fifg for, & Ehild'of -+ +  you'e experiencing ‘f:a‘T‘n‘ily"i/’foléﬂﬁce
school age or younger S W SN P . youTe providing care o1 support for an immiediate.family member,
« you provide pérsonal cate, support and assistance to another ~or someone you live with, who is experiencing family violence, or
persor who needs it because of a disability, medical condition, ' : e

itk SR OEGAE Or 3 O :  you're feturning to work after a period of parental or adoption
mental iliness of fraifty and age g a

leave and wish to work parttime to care for your child, or the child
+  you have a disability who you have.respensibility:caring for.
- youare 55 or older

Your-employer.can-only refuse a féquest oh reasonable business grourids. if they do, they must respohd to your requiest in wiriting and include details for
why they refused your request.

4 Individualflexibility arrangeménts
You and your employer can negotiate to change how certain terms in an award or enterprise agreement apply to your situation, An individual flexibitity

arrangement cannot be a condition 6f employment ~ it must be a genuine ¢hoice. To find out more see Flexibility in the WOrkaac A
www airwork.govau/flexibility.

4 Protection from discrimination and other adverse action

You'ré protected from an employer taking ‘adlverse action'against you for certain reasons, These prote'ction§ apply to casual, full-time and part-time
employees.

Advérse actioncan include Hiéﬁ\ié'sing you; 'refusihg't'o émpk")y you, riegatively changing your pdsition, or treating you diFferentIy for discriminatory
reasons. For example, you're protected from adverse action if you make a complaint to an organisation like the Fair Work Ombudsman; or if you tike
p‘ersonél leave or request flexible wprk arrangements, or Exerc?ise your right to freedom of association (including becoming or not becoming a member of
aunion). ' 7 ' ' i

You alsc hév_e the right to be protected from unlawfulvdiscrimina_trioh because of your race, colour, gender orage; and protection from undue influence or
pressure from your employer about entering into an agreement in refation to your employment entitlements.

if you have experienced adverse action, diScrimina;ion or undue pressure by your employer you can seek assistance from the Faff‘Work Om’budsman é_r
the Fair Work Cormission. if you have been dismissed, there niight be strict timeframes that apply, so make sure you lodge an application with the Fair
Work Commission within 21 days of the date of your dismissal. See the Fair Work Commission website at www.fve.gov.au for more information.

4 Ending employment

Your employment might end for a number of reasons ~ if you resign, your position is made redundant, or you are dismissed. To find out more see Ending

employment at www.fairwerk.gov.au/ending-employment.
When your efﬁpfb&?ﬁment'énds, you shéui“d getany outstaﬁding’ employment enﬁtle'rhents, includilhg outstanding wages and unused annual and long
service leave. i

If you think you've been unfairly dismissed, you :ﬁi_ght be able to lodge an application with the Fair Work CQmmisSiqri within 21 days of the date of your
dismissal. There are rules about applying, including minit;nym employmenit periods, strict timeframes for applying and special rules for small-business. Go
to the Fair Work Commission website at www.fwe.gov.au for more information.
4 Right of entry
A permit holder, often a union official; may enter the w'orkplacg in-order to:

+  talk to employees whose industrial interests the permit holder's organisation is entitled to represent

»  lookinto a suspected breach of workplace faiws

< lookintoa susb‘e'cted breach of health and safety faws, in which case they must alse comply with right of entry requirements of the work health

and safety laws.

restrictions apply to the permit holder, their organisation and your employer.
4 The Fair Work Ombudsman _

The Fair Work Ombudsman is an independent statutory agency that promotes harmonious, productive and cooperative workplace relations and
ensures compliance with Australian workplace laws. The Fair Work Ombudsman provides reliable and timely information about Australia’s workplace
relations system as well as help resolving workplace issues.

A permit holder must c_émply with certain requf rements such as notice to the employer and can inspect or copy certain documents, Strict privacy

For more information about the Fair Work Ombudsman visit www.fairwork.gov.au or call 13 13 94.
4 The Fair Work Commission

The Fair Work Commission is Australia’s national workplace relations tribunal résponsible for raintaining a safety net of minimum wages and
employment conditions, as well as a range of other workplace functions, including agreement-making, workplace bullying and unfair disrnissal. For more
information about the Fair Work Comrission see www.fwe.gov.au or call 1300 799 675.

The Fair Work Information Statement is prepared and published by the Fair Work Ombudsman in accordance with section 124 of the Fair Work Act 2009.
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