Building Better Brains

Introduction

This Human Resources (HR) Manual provides the policies and procedures for managing and
developing workers, contractors, students and volunteers (hereafter referred to as workers) at
Building Better Brains Pty Ltd. It also provides guidelines Building Better Brains Pty Ltd will use
to administer these policies, with the correct procedure to follow.

Building Better Brains Pty Ltd will keep HR policies current and relevant. Therefore, from time
to time it will be necessary to modify and amend some sections of the policies and
procedures or to add new procedures and have workers sign off on these.

Any suggestions, recommendations or feedback on the policies and procedures specified in
this manual are welcome.

These policies and procedures apply to all workers.



Building Better Brains

Personal Conduct

General Policy on Personal Conduct

Building Better Brains Pty Ltd expects its workers to maintain a high standard of conduct and work
performance to ensure the business maintains its good reputation with customers and suppliers. Good
personal conduct contributes to a pleasant work environment for all.

Personal Conduct

e Treat everyone with courtesy, respect, kindness, consideration, and sensitivity to their rights

e Refrain from all forms of harassment, workplace bullying and discrimination

e Always act honestly, in good faith, and respectful of the trust placed in us

e Respect each person's rights to privacy and keep personal information inconfidence

e Consider the impact of our decisions and behaviour on the well-being ofothers

e Refrain from acting in any way that would unfairly harm the reputation and career prospects of
other workers

e Refrain from allowing personal relationships to affect professionalrelationships

Professional Conduct

e Perform duties diligently, impartially, conscientiously, with integrity, and to the best of your ability e

Take our responsibility for the health and safety of yourself and others when carrying out our duties

Keep up to date with advances and changes in the body of knowledge and the professional and ethical

standards relevant to your area of expertise

e Strive always to achieve the highest service and professionalstandards

e Foster teamwork and collegiality among all workers, and always give due credit to the contributions
of others

e Maintain adequate documentation to support any decisions made

e Take no improper advantage of any official information gained in the course of your employment e

Refrain from allowing personal political views and affiliations or other personal interests to influence

the performance of duties or exercise ofresponsibilities

Protection and promotion of Building Better Brains Pty Ltd’s reputation

e Promote the company wherever possible in your professional dealings with others

e Refrain from representing yourself as spokespersons, or acting for or on behalf of the company
unless authorised to do so

e Refrain from engaging in any activity that may compromise Building Better Brains Pty Ltd’s
integrity and reputation



Dress Code Policy

Building Better Brains Pty Ltd will issue Company branded apparel to workers to be worn
as a uniform when working. As a minimum standard, dress should be clean, neat,
professional and appropriate to the work performed. workers will refrain from smoking
while wearing Company branded apparel.

Building Better Brains Pty Ltd reserves the right to request an worker to dress to an
appropriate standard as a condition of employment.

Personal Hygiene

workers of Building Better Brains Pty Ltd are expected to meet established hygiene
requirements during their employment to ensure the company is properly and
professionally represented to their clients.

All workers are required to adhere to the following:

e present as well groomed

e bathe regularly and use deodorant to minimise body odour

e maintain oral hygiene

e refrain from wearing any heavily scented perfume, cologne or lotion that could cause
respiratory issues, allergic reactions or migraines in other workers or clients.

Mobile Phones

General Use of Mobile Phones

The use of mobile phones can be intrusive and impact adversely on the
environment of others. workers should use their phones taking into
consideration:

e the location where they are making the call,

e whether the call will be a distraction for others

e whether the nature of the call is inappropriate in front of other workers or customers.

Workers will be required to restrict their personal use of mobile phones to their
allocated break times except in emergency situations.

It is common courtesy to switch mobile telephones off before entering a client
session, meeting or training session.

If extenuating circumstances exist that require you to leave your mobile phone switched on
during meetings or training, you should switch the phone to silent and ensure minimum
disruption to other workers.

Any worker found to be breaching this policy will be subject to appropriate disciplinary
action as per the Performance Improvement, Discipline and Termination Policy. For repeat
offenders, that may include termination of employment.



Wastage

Building Better Brains Pty Ltd maintains a policy of "minimum waste", which is essential
to the cost-effective and efficient running of the business.

You can promote this policy by taking extra care during your normal duties by
avoiding the unnecessary or extravagant use of services, time, energy, etc. This
includes:

e ask for other work if your job has come to a standstill, this includes client cancellations.
e start with the minimum of delay after arriving for work and after breaks

e handle merchandise and stock with care

e turn off any unnecessary lighting or heating and equipment when it is not inuse

Leave

General Leave Policy - refer to your specific contract for leave entitlements if applicable
(applies only to fulltime, part time and sometimes casual employee contracts)

All employees are entitled to leave in accordance by the relevant awards and statutory provisions.
Where the entitlements or practices in this document conflict, the applicable award, employment
contract or employment law take precedence.

All planned leave must be mutually agreed and consider workloads and the worker’s
needs. Leave must be approved in advance, except when the worker can’t anticipate the
absence. Any documents regarding leave will be kept on the worker’s file.

Annual Leave Policy

Each permanent employee is entitled to a minimum of 20 days annual leave a year
(pro-rata for part-time). Leave entitlements are calculated from the date an employee
started work and accrue by workplace relations legislation or industrial instruments.
Annual leave counts towards continuous service (used when calculating long service
leave). Applications for annual leave need to be lodged at least four weeks in advance.

A worker is expected to take accrued annual leave for business shut down periods.
Building Better Brains Pty Ltd may shut down for up to two weeks over the Christmas
period. Employees will receive eight weeks’ notice of intended shut down periods. If
insufficient leave is accrued, Building Better Brains Pty Ltd may direct an employee to
take unpaid leave.

Building Better Brains Pty Ltd will decide on a case-by-case basis whether it will agree
with an employee to ‘cash out’ annual leave as permitted by workplace relations
legislation or an industrial instrument.

In some circumstances, leave in advance of what leave has accrued may be approved. This
is conditional on the employee agreeing to the business deducting any advance in the
event of termination, or to the employee accepting leave without pay.



Personal /Carer’s Leave Policy

A full-time or part-time employee is entitled to ten days of personal/carer’s leave
(pro-rated for part-time workers) every 12 months by the Act. Personal/carer’s
leave will not be paid out on termination of the employment.

An employee should notify the Director as soon as possible if they are unable to attend
work due to illness or injury. Any absence of more than two days, or on either side of a
public holiday or weekend, will require evidence such as a medical certificate showing

that the employee was entitled to take personal leave during the relevant period. The

Director, at its discretion, may request evidence at any time if required.

Carer's leave is available to an employee for the care or support of anill
immediate family or household member or if an emergency affects an
immediate family or household member.

Employee including casual workers are entitled to take up to two days unpaid carer’s leave
for each occasion of immediate family or household member iliness or emergency. An
employee cannot take unpaid carer’s leave if they could instead take paid carer’s leave.

Compassionate Leave Policy

Compassionate leave is paid leave taken by an employee to spend time with an
immediate family member/member of the worker’s household, who has an
iliness, or injury, that poses a serious threat to his/her life, or after the death of an
immediate family member/member of the worker’s household.

Each employee is entitled to a period of two days paid compassionate leave for each
occasion where an immediate family member has died, or the employee needs to spend
time with a seriously ill immediate family member. Additional unpaid leave may be
granted at the Director’s discretion.

Casual employee are entitled to two days’ unpaid compassionate leave for each occasion.

Long Service Leave Policy

Employees are entitled to long service leave in line with South Australian long service
leave laws and applicable industry requirements.



Parental Leave Policy

Unpaid parental leave

Employees (including a de facto or same-sex partner, or single person) who are expecting
a child or adopting a child are eligible for 52 weeks of unpaid parental leave if they are:

e permanent full-time or part-time with at least 12 months’ service before the
expected date of birth or adoption placement

e casual with 12 months regular and systematic service who have a reasonable
expectation of continuing regular and systematic work

There are different rules for taking unpaid parental leave depending on:

e If one employee takes leave, or
e If both members of an worker couple take leave

One employee taking unpaid parental leave
Where only one member of the worker couple is taking unpaid parental leave:

e Leave must be taken in one single continuous period (paid leave, such as annual
leave, may be taken at the same time).

e In the case of a pregnant worker, leave can start up to six weeks before the
expected birth or earlier by agreement. If the worker is not giving birth to the
child, leave starts on the date of birth or placement of the child.

Both members of an employee couple taking unpaid parental leave
Where both members of an employee couple will be taking unpaid parental leave:

e The employee r is entitled to no more than 24 months of leave between
them which generally must be taken separately in a single continuous
period.

e If the employee who takes leave first is pregnant or gives birth, leave can start
up to six weeks before the expected birth or earlier by agreement. If the
worker is not giving birth to the child, leave starts on the date of birth or
placement of the child.

e Both members of an employee couple may take leave at the same time for a
maximum of eight weeks. Leave must be taken within 12 months of the birth
or adoption of a child. The concurrent leave may be taken in separate periods
of no shorter than two weeks.

e Concurrent leave is unpaid leave and is deducted from an employee’s
entitlement of 12 months unpaid parental leave. Paid leave, such as annual
leave, may be taken at the same time.



Applying for leave

An employee wishing to take unpaid parental leave must provide written notice
at least ten weeks before starting the leave (or as soon as is practicable)
including the intended leave start and end dates.

Leave dates or any changes of dates must be confirmed at least four weeks before the
leave starts. The Director will confirm the leave and any affected entitlements such as
continuous service in writing.

Adoption

Because Building Better Brains Pty Ltd recognises that the timing of placement for
an adopted child may be uncertain, workers should keep the Director informed of
any changes to the likely placement date and commencement of leave.

Time off for antenatal appointments, adoption interviews or examinations

Personal leave may be available for attendance at medical appointments. Appointment
times and the availability of leave should be discussed with the Director.

Leave for pregnancy-related illness

If an employee is ill during her pregnancy, she may access her ordinary
personal leave entitlements, including any accrued leave.

If an employee experiences extended illness due to pregnancy, she could access unpaid
‘special maternity leave’ for the period her treating doctor certifies necessary. Special
maternity leave is included in the 52 weeks available unpaid parental leave period.

The employee must make a special maternity leave application as soon as practicable
which details the period of leave required. The Director may request a medical
certificate, and if so, this must be provided by the worker.

During parental leave

Even though the employee is on leave, they will continue to be protected against
discrimination as an employee. See the Equal Employment Opportunity policy for
details.

Building Better Brains Pty Ltd respects that some employee do not want any contact
while on leave, and others do. The Director should discuss with the employee what sort
of communication the employee would like while on leave and record this agreement.

While an employee is on unpaid parental leave, Building Better Brains Pty Ltd will
ensure that the employee is considered and kept informed of significant changes
that may occur in the business.

If an employee has applied for less than 52 weeks unpaid parental leave, they can
extend the period of leave once to take the total leave up to a maximum of 52 weeks.
The employee must give at least four weeks’ notice before the end date of the original
leave period. A period of unpaid parental leave may be reduced by agreement between



Building Better Brains Pty Ltd and the employee .

An employee can resign while on parental leave, but they must give the required
notice of resignation as set out in their employment contract.

Employees should not undertake any activity during leave which is inconsistent with
the employment contract, including other employment, and they should remain
responsible for the care of the child.

The employee ’s position may be filled on a temporary basis while they are on leave.
Building Better Brains Pty Ltd will notify the replacement employee that their
employment in this role is temporary and that the pregnant employee r has the right to
return to the position.

Family and Domestic Violence Leave

Employees, including casual employees, are entitled to five days’ unpaid family and
domestic violence leave every 12 months by the Act. Family and domestic violence leave
will not be paid out on termination of the employment. Additional unpaid leave may be
granted at the Director’s discretion.

An employee should notify the Director as soon as practicable if they require family and
domestic violence leave, including the length, or expected length of the leave. The
Director may require evidence, such as a document issued by the police, court or family
violence support service, or a statutory declaration, that the leave is being taken for the
reason specified.

Information regarding an employee’s family and domestic violence leave will be
treated confidentially as far as reasonably practicable.

Leave Without Pay Policy

The Director has the discretion to approve leave without pay that an employee is

not otherwise entitled to.

Jury Duty Policy

An employee is entitled to paid leave for jury duty in accordance with legislation. An
employee on jury service should supply the official request to attend, the details of
attendance and the amount the court has paid them. Building Better Brains Pty Ltd will
reimburse the employee the difference between this amount and their base salary. If an
employee is absent because of jury service of more than ten days in total, the employer is
only required to pay the employee for the first ten days of absence.



Emergency Services Leave Policy

If an employee needs to take temporary absence from work because of voluntary
emergency management activities (for example, as a volunteer dealing with an
emergency or natural disaster as a member of SES, CFA or Army Reserve) then they
should ask the Director for leave as soon as possible after they become aware of the
need to take leave.

Building Better Brains Pty Ltd will support such activities wherever possible, as an
important community service. Building Better Brains Pty Ltd may require evidence of
these activities at its discretion.

Building Better Brains Occupational Health and Safety (OH&S)

Policy

Building Better Brains Pty Ltd acknowledges its fundamental obligation to provide
and maintain a working environment that is safe and without risks to health, to
those in its employ, whether they are workers, contractors or the public.

Building Better Brains Pty Ltd will comply with its legal obligations (both statutory
and common law “duty of care”) in achieving and maintaining a safe and healthy
work environment.

Building Better Brains Pty Ltd will develop safe systems of work and conduct its
operations by its designated work practices and standards.

The Director’s responsibilities include:

e Providing safe work practices and standards

e Ensuring workers are competent to undertake tasks

e Providing safe and appropriate plant and equipment

e Regular inspection and maintenance of plant and equipment

e Regular monitoring of workplace to identify hazards and control risks

e Investigating accidents and incidents
e Establishing measurable targets to ensure continued improvement aimed at
elimination of work-related injury and illness;

workers will comply with the work practices and standards stipulated by
Building Better Brains Pty Ltd. worker responsibilities include:

e Take reasonable care to ensure the health and safety of themselves, and others
who may be under their supervision at work.
e Comply with any reasonable OHS instruction or direction by the Director.
e Report and record all incidents (including incidents of violence or bullying) and
hazards that may cause injury or illness (including damage, or facilities or
items requiring maintenance).
e Participate in any training or seminars provided to support the objectives of this OHS policy.

e Engage with the Director in consultation on any OHS issues or information.



e Co-operate with any return to work plan developed for injured workers.

Building Better Brains Pty Ltd acknowledges the need for consultation and
co-operation with its workers in achieving a safe and healthy workplace. workers will,
in turn, cooperate with and assist Building Better Brains Pty Ltd in achieving the aims

of this policy.
Injury Management Policy

Building Better Brains Pty Ltd acknowledges that the Director has a responsibility to
assist workers to remain at work or to return to work as soon as possible following
work-related injury or illness. This is to be achieved in cooperation and consultation
with workers.

This policy aims to ensure that:

e In the event of work-related injury or iliness, the Director takes immediate steps to
assist the worker(s) involved to remain at work by medical advice.

e When an injury or illness results in absence from work, the worker(s) involved will
be assisted to return to work as soon as possible, if it is safe and feasible to do so.

e If a return to normal duties is not possible, the worker will be returned to suitable
alternative duties which do not jeopardise worker well-being.

Building Better Brains Pty Ltd makes the following commitments to injury management:

e Return to work will commence as soon as possible after injury or illness. Return to
work plan will be drawn up for any employee who is unable to work for 20
calendar days or more.

e Early reporting and intervention at the workplace will be undertaken to
enable the employee to stay at work as appropriate.

e Remaining at work or returning to work as soon as safely possible after an injury is
a normal practice and expectation.

e Modifications to equipment, work practices or duties will be made, where feasible,
to allow employee to remain at work or to return to suitable work after an
injury.

e Suitable duties will be provided, where possible, as part of the rehabilitation and
return to work plan so long as they do not jeopardise the well-being of the
employee .

e Employees will be fully involved in their rehabilitation.

e The confidentiality of an worker’s information during the return to work and
during any occupational rehabilitation activities is guaranteed.

® Participation in a return to work program will not prejudice any worker.

e Return to work activities will be reviewed weekly in consultation with the
worker to ensure that progress continues towards a complete recovery.



Hazard, Incident and Injury Policy
This policy is designed to:

e |dentify potential hazards to the health and safety of workers, contractors and visitors
e Encourage early reporting and corrective actions

e Reduce the number of incidents

e Enable the Director to identify areas of concern, and

e Facilitate corrective action to address the root causes of the hazards or incidents

Definitions

Hazard: A hazard is a source of potential harm or a situation with the potential to cause
harm. All Hazards should be brought to the attention of the Director immediately.

Incident: An incident is an event, accident, injury or illness that must be reported.

Notifiable Incident: Is an incident or near miss that is required to be reported to
the Victorian WorkCover Authority, as defined under the legislation, within a
particular time.

Near Miss: Is an incident that did not cause harm to anyone but had the potential to
cause injury and should, therefore, be reported.

Hazard Reporting

All Hazards should be brought to the attention of the Director immediately. If a hazard
can be immediately corrected safely, e.g., moving an obstruction from a walkway, then
a report is not required to be made.

Hazards are to be reported to the Director and should be completed by the person who
has identified the hazard as soon as possible so that an investigation can occur, and a
solution can be identified and implemented.

The report will record all details regarding the hazard, details of the investigation and
details of the implementation of the solution.

An investigation into the hazard will be made within 24 hours of the report being completed.
Any recommendations from the investigation for corrective actions will be implemented as
soon as practicable.

Incident Reporting

All work-related incidents, injuries, illnesses and near misses must be notified to the Director
immediately. Building Better Brains Pty Ltd will investigate incidents, injuries, illnesses and
near misses as appropriate using the Incident and Work-Related Iliness/Injury Report. The
investigation shall include the classification of injuries, the recording of the incident and
investigation to facilitate a satisfactory outcome.

An Incident and Work-Related Iliness/Injury Report form shall be completed by the
Director in consultation with the worker involved. Records of actions taken shall be
maintained and recorded on the Incident and Work Related Iliness/Injury Report
form.



Manual Handling Policy

It is Building Better Brains Pty Ltd’s policy to provide all workers with a safe and
healthy workplace by identifying, assessing and controlling manual handling
risks.

While the Director is responsible for the health, safety and welfare of all staff, all workers
must report potential and actual manual handling hazards.

Never lift or manually handle items larger or heavier than you can easily support. If you
are in any doubt, do not hesitate to ask for help.

Smoking Policy

Building Better Brains Pty Ltd has a non-smoking policy. Smoking is not permitted in Company branded
clothing.

Smokers who need to take breaks should do so in their allotted breaks. These breaks
must not be taken within 25m of the entrance to Building Better Brains Pty Ltd
premises.

Alcohol & Drugs Policy

Building Better Brains Pty Ltd is concerned by factors affecting a worker's ability to safely
and effectively do their work to a satisfactory standard. The business recognises alcohol, or
other drug abuse can impair short-term or long-term work performance and is an
occupational health and safety risk.

Building Better Brains Pty Ltd will do its utmost to create and maintain a safe, healthy and
productive workplace for all workers. Building Better Brains Pty Ltd has a zero-tolerance
policy regarding the use of illicit drugs on their premises or

the attending of other business-related premises (e.g. clients) while under the influence of
illicit drugs. Contravening either of these points may lead to instant dismissal.

Building Better Brains Pty Ltd does not tolerate attending work under the influence of
alcohol. This may result in performance improvement action or dismissal.

Building Better Brains Pty Ltd, may at times, make alcohol available to workers over the age of
18 (for example, at the end of year break up). Limiting the consumption of any alcohol made
available is the responsibility of the worker.

Driving over the legal limit or under the influence of illicit drugs is illegal.



Emergency Procedures Policy

This policy is designed to provide workers with the guidelines for procedures during
emergency occurrences. Building Better Brains Pty Ltd recognises that its workers are its
most important asset and that in a case of emergency, all workers’ health and well-being
are the number one priority.

Procedure in Case of Fire/Explosion

Individuals who observe a fire or explosion shall evacuate the area immediately
and notify the Director. The Director is responsible for raising the alarm at the
immediate work area, ringing the appropriate emergency service and coordinating
the safe evacuation of all workers and members of the public.

All workers shall follow the directions of the Director and refrain from endangering
themselves or others by trying to eliminate the emergency.

Procedure for Hazardous Chemical Spill or Explosion

Individuals who observe or discover a hazardous condition such as a chemical spill,
a gas leak or an accident involving hazardous chemicals shall evacuate the
immediate area and notify the Director. The Director is responsible for raising the
alarm in the immediate work area, ringing the appropriate emergency service and
coordinating the safe evacuation of all workers.

All workers shall follow the directions of the Director and refrain from endangering
themselves or others by trying to eliminate the emergency.

Armed Hold Up Procedure

During an armed robbery, the overall aim should be to ensure the offender leaves the
premises as soon as possible, without injuring or harming anyone.

If an armed hold up does occur, workers are to:

e Remain calm

e Follow instructions

e Do not confront the offender

e Try to remember a description of the offender

e Remember where the offenders have been and which way they left the premises
e Do not touch anything immediately after the event

e Notify police on 000



Other Emergency Situations

In all emergency situations, the safety of the worker is paramount. No worker is
expected or required to put themselves or others in a dangerous situation. If an
emergency does arise, a worker should alert the Director who will notify the relevant
authorities.

IT Policy

Computers, email, the internet and social media have become powerful and widespread communication tools
for the exchange of information and knowledge.

This policy sets out:

e the rights and responsibilities of users of email, the internet and social media; and
e acceptable and unacceptable use of email, the internet and social media.

In this policy, the phrase "worker" includes a contractor (or a contractor’s workers) given access to the
Building Better Brains Pty Ltd IT infrastructure, volunteers, students and employees.

Email

When a worker uses email, there is a potential risk for Building Better Brains Pty Ltd and the worker. It is in
the interests of both Building Better Brains Pty Ltd and the worker that personal use of email for non
business-related activity is not excessive. As such, workers are required to adhere to this policy when using
email.

Email may be used for the following purposes:

e Communications for work-related purposes within Building Better Brains Pty Ltd.

e Communications for work-related purposes with people outside Building Better Brains Pty Ltd. @
Incidental and occasional personal use of email. Excessive use of email for personal and non-business
related communications is discouraged.

Workers are required to use professional and courteous language in email transmissions.

Unacceptable use of email includes:

e Excessive distribution of jokes, gossip and rumours.

e Email which would be likely to harass, insult, bully or discriminate or in any way breach company policies
in these areas. Users need to be aware that email may render them and the company liable for
harassment, bullying or discrimination claims, and possibly defamation actions.

e Junk or chain mail.
e Unsolicited bulk emails.
e The distribution of information which infringes copyright laws.

e To further personal business activities or excess use for personal non-business activities.

e To further any activity in breach of the worker’s terms and conditions of employment or any illegal
activity.

e Sending emails, so they appear to be from another person.



e Distribution of confidential information to third parties without authorisation. Users should regularly
purge mailboxes and deleted items.

Privacy

The email system and email transmissions are the property of Building Better Brains Pty Ltd, and Building
Better Brains Pty Ltd is responsible for the administration of the system. Under normal circumstances, a
worker's email account is private and strictly confidential.

However, if Building Better Brains Pty Ltd considers that excessive, inappropriate and illegal use of the email
account may be occurring, it reserves the right to monitor email accounts and take appropriate action. Users
should be aware that deleted emails are recoverable through the backup computer systems that are in place.

Internet

Use of the internet by workers should follow the same guidelines as the email policy. Users should be aware
that:

e The viewing of pornographic material through the Building Better Brains Pty Ltd internet
connections is inappropriate and is prohibited.

e Material which is defamatory, vilifying or harassing must not be posted, accessed, transmitted or
requested via the internet.

e Excessive use of the internet for personal and non-business-related purposes is
discouraged.

The internet offers many opportunities to download software to your computer. Under no circumstances
should you download software from the Internet unless you have the appropriate virus protection in place.

Building Better Brains Pty Ltd reserves the right to monitor internet sites which are accessed by workers and
may take disciplinary action if it considers that inappropriate and illegal use of the Internet may be occurring.

Social Media

Other than what is set out in the ‘Social Media for personal purposes’ section of this policy, this policy does
not apply to workers’ personal use of social media.

For this policy, ‘social media’ means websites and internet-based applications used for social

networking/interaction, sharing of information/content and creation of communities through online networks
of people.

Examples of social media to which this policy relates to includes the following:

e Social networking sites, e.g. Facebook, LinkedIn, Twitter

e Video and photo sharing sites, e.g. YouTube, Flickr, Instagram

e Weblogs including corporate blogs and personal blogs

e Any other websites that allow individual users or companies to use simple publishingtools



Building Better Brains Pty Ltd workers must take care to clarify whom they are representing when using social
media. They must take responsibility for the accuracy and appropriateness of what they say in any social
media communications which reference Building Better Brains Pty Ltd or our related activities, or from which
communications Building Better Brains Pty Ltd could reasonably be identified.

Social Media for Business Purposes

You must have approval from the Director before you are permitted to represent Building Better Brains Pty Ltd
on social media channels by communicating (‘posting’) on social media sites on behalf of Building Better

Brains Pty Ltd.

When posting information or material (‘content’) on social media sites on behalf of Building Better Brains Pty
Ltd, you must ensure that the content:

e |s factually accurate and complies with relevant Building Better Brains Pty Ltd policies.

® Is not obscene, defamatory, threatening, harassing, discriminatory or hateful to another person or
entity, including Building Better Brains Pty Ltd, its workers, its contractors, its clients, its competitors
and other business-related individuals or organisations.

e Is not confidential or commercially sensitive to Building Better Brains Pty Ltd, its workers, contractors,
clients, competitors and other business-related individuals or organisations, or otherwise
inappropriate for communication via these channels.

e Does not include another person’s personal information without their express written consent. ® Does

not breach applicable legislation including laws relating to copyright, privacy, financial
disclosure, discrimination/equal opportunity and defamation.

e |s respectful of all individuals and communities with whom/which you interact online.

Permitted posts relating to company activities via social media channels will be part of:

e a marketing strategy developed by the Director

e an overall communication strategy targeting specific stakeholder groups

e an approved approach to communicating information regarding Building Better Brains Pty Ltd to its
customers and the wider industry, i.e. updates via Twitter or Facebook.

Social Media for Personal Purposes

Building Better Brains Pty Ltd acknowledges that activities carried on outside of your employment are your
affair. However, activities that impact on or affect your job performance, the performance of others, or
Building Better Brains Pty Ltd interests or reputation or those of its customers or clients are the focus for this

policy.
Accordingly, in your personal use of social media you must follow these guidelines:

e Do not refer to Building Better Brains Pty Ltd or its workers in a derogatory or negative manner.

e If you cite Building Better Brains Pty Ltd in your employment or professional profiles, you must ensure

that the information is accurate and up to date.

e Do not ‘tag’ or identify as relating to Building Better Brains Pty Ltd, any images or videos taken at
company events and social occasions, without prior approval from the Director. This will include, for
example, photographs of client events in which the company logo is visible.

e If you have a personal blog and wish to post content referring to Building Better Brains Pty Ltd or from
which Building Better Brains Pty Ltd could reasonably be identified, ensure that the content is
approved before you post it.



e Do not represent any social media posts as being the views of Building Better Brains Pty Ltd without
consent from the Director.

e Do not engage in conduct online that is likely to bring Building Better Brains Pty Ltd into disrepute or
otherwise damage its interests.

e Do not engage in conduct that would breach any policy of Building Better Brains Pty Ltd including but
not limited to policies proscribing discrimination, harassment and bullying.

e Using Social Media platforms for personal purposes during work hours must be kept to a reasonable
minimum.

e If a client requests to connect to your personal social media account, workers are encouraged to politely

decline and refer them to Building Better Brains Pty Ltd’s social media accounts directly.

Breach of Policy

Internet, Email and Social Media usage may be monitored. Any worker or contractor identified as breaching
this policy may be subject to appropriate disciplinary action. For workers, that may include termination of
employment. For Contractors, this may result in the termination of their contract.

Equal Employment Opportunity (EEO), Harassment and
Workplace Bullying Policy

This policy applies to all staff including contractors, volunteers and students and covers all work-related
functions and activities including external training courses sponsored by Building Better Brains Pty Ltd. It also
applies to all recruitment, selection and promotion decisions.

The objective of Building Better Brains Pty Ltd’s policy is to improve business success by:

e attracting and retaining the best possible workers
e providing a safe, respectful and flexible work environment
e delivering our services in a safe, respectful and reasonably flexible way

Definitions

Unlawful Discrimination: occurs when someone, or a group of people, is treated less favourably than another
person or group because of their race, colour, gender, age, marital status or some other characteristic
specified under anti-discrimination or human rights legislation.

Unlawful Harassment: occurs when someone is made to feel intimidated, insulted or humiliated because of
their race, colour, gender, age, marital status or some other characteristic specified under anti-discrimination
or human rights legislation.

Workplace Bullying: is repeated, unreasonable behaviour directed towards a worker or a group of workers
that creates a risk to health and safety and is unlawful.

Victimisation: occurs when workers are treated unfairly for complaining about discrimination, harassment or
bullying in the workplace.



Responsibilities of Workers and Staff
workers have the responsibility:

e to work to the best of their ability;

e to acknowledge the skills and talents of other workers;

e to respect the cultural diversity of colleagues and customers;

e to act ethically, fairly and impartially;

e not to discriminate against, harass or bully other workers or customers.

If you are discriminated against, treated unfairly, bullied or harassed

If you are discriminated against, treated unfairly, harassed, bullied or victimised, you can make a complaint
about that treatment to the Director, and your complaint will be dealt with confidentially under the Grievance
Procedure.

If you treat someone else unfairly or harass them

If we find out that you have been responsible for treating another worker unfairly, or for harassing or bullying
them, you will be disciplined. If you are found responsible for victimising someone because they complained
about discrimination, harassment or bullying, or because they supported someone else’s complaint, you will
be disciplined. If what you have done contravenes this policy, you may be breaching your contract of
employment, and you could be dismissed.

Responsibilities of Management

Management is responsible for implementing Building Better Brains Pty Ltd policies and procedures in the
workplace. This means they must treat all workers fairly, prevent discrimination, harassment or workplace
bullying from happening, make non-discriminatory decisions, ensure a productive workplace, and make sure
workers feel supported and valued.

Management will:
e ensure that all new workers have read and understood the Building Better Brains Pty Ltd policy,

e be a good role model by not engaging in any discriminatory, harassing or bullying behaviour;

e provide the worker with information that will help them perform their duties and develop their careers;

e make fair, non-discriminatory decisions, explaining the rationale behind any decisions if necessary, so
that workers know that decisions are fair;

e make it clear to all workers that unfair, discriminatory or harassing behaviour won’t be tolerated;

e ensure that the working environment is free of sexist, racist, or any other forms of stereotyping

material, posters, screensavers, the internet and email communication;

e wherever possible, make sure that neither the work environment nor any work processes make it easy
for discrimination or harassment to happen;

e investigate any worker’s behaviour changes that could indicate that discrimination or harassment is
happening in the workplace or that someone has a grievance;

e inform workers to come forward immediately if they have any problem, concern or grievance about
anything to do with work so that problems can be sorted out as quickly as possible;

e make sure workers know who else the grievance procedure says they can approach about a problem if



they don’t want to talk to the Director;
e act immediately if told about any unfair treatment, discrimination or harassment by following the
information in our grievance procedure.

If a worker is ever unsure about how to handle or resolve a grievance, or other matters related to EEO,
discrimination, harassment or bullying, please see the Grievance Procedure.

Equal Employment Opportunity

Building Better Brains Pty Ltd is an Equal Employment Opportunity (EEO) employer. This means we are
committed to treating all workers and job applicants fairly. That is, by the worker’s or job applicant’s merit
rather than irrelevant personal characteristics.

The policy applies to the advertisement of jobs, recruitment and appointment, training, conditions of work,
pay and every other aspect of employment. The policy also applies equally to the treatment of our
customers/clients.

Fair Recruitment

Building Better Brains Pty Ltd will recruit new workers fairly by merit, that is, the person who is the best
person for the job will get the job.

Fair access to work opportunities and benefits

Building Better Brains Pty Ltd will give every worker fair access to all workplace opportunities and benefits.
Management will make fair, non-discriminatory decisions about everything to do with work. This includes:

e training and development opportunities

e promotion opportunities

e work allocation

e shifts, rosters, hours of work and overtime

e salary levels and packages

e |eave arrangements (of all types)

e pregnancy arrangements and maternity and parental leave
e performance assessment

e disciplinary procedures

Discrimination

Building Better Brains Pty Ltd will not tolerate discrimination on any of the following which is listed under
Federal and State legislation as grounds for unlawful discrimination:

® age
e carer and parental status

e disability (including physical, sensory and intellectual disability, work-related injury, medical conditions,
and mental, psychological and learning disabilities)

e employment activity
e gender identity, lawful sexual activity and sexual orientation
e industrial activity



e marital status

e physical features

e political belief or activity

e pregnancy and breastfeeding

e race (including colour, nationality, ethnicity and ethnic origin)
e religious belief or activity

e gender
e personal association with someone who has, or is assumed to have, one of these personal

characteristics Direct Discrimination

Direct discrimination happens when someone is treated less favourably than another would be treated in the
same or similar circumstances.

For example, a job applicant is excluded because they are considered too old or because of their race or
religion.

Indirect Discrimination

Indirect discrimination occurs when there is a requirement, condition or practice that is the same for everyone
but has an unfair effect on a particular group of people.

For example, a height requirement may indirectly discriminate against women or people of Asian descent or
require a physical fitness test may discriminate against older applicants.

It is only acceptable for a discriminatory requirement, condition or practice to be in place when it is an
inherent requirement of the job.

Any worker who feels that they have been unlawfully discriminated against should refer to the Grievance
Procedure.

Harassment

Building Better Brains Pty Ltd is committed to ensuring that all workers can come to work in an environment
that is free from unlawful harassment. Harassment occurs when someone is made to feel intimidated, insulted
or humiliated because of their race, colour, sex, age, marital status or some other characteristic specified
under anti discrimination or human rights legislation.

Any worker who feels that they have been unlawfully harassed in any form should refer to the Grievance
Procedure. Some specific areas of workplace harassment are detailed below.

Sexual Harassment

Sexual harassment is unwelcome sexual behaviour, which could be expected to make a person feel offended,
humiliated or intimidated. Sexual harassment can be physical, verbal or written. It can include:

e comments about a person’s private life or the way they look

e sexually suggestive behaviour, such as leering orstaring

e brushing up against someone, touching, fondling or hugging

e sexually suggestive comments or jokes

e displaying offensive screensavers, photos, calendars or objects



e repeated requests to go out
e requests for sex
e sexually explicit emails, text messages or posts on social networking sites.

Sexual harassment is against the law, and some types of sexual harassment can also be a criminal offence.
These include indecent exposure, stalking and sexual assault, as well as obscene or threatening phone calls,
letters, emails, text messages and posts on social networking sites.

A single incident is enough to constitute sexual harassment — it doesn’t have to be repeated.

Sexual harassment is prohibited in all work-related activity. This includes during normal working hours and at
work related activities such as training courses, conferences, work functions and work Christmas parties.

It is also unlawful to have a working environment or culture that is considered sexually hostile. This includes
the display of obscene or pornographic materials, general sexual banter, crude conversation or innuendo and
offensive jokes.

What is not sexual harassment?

Sexual harassment is not behaviour which is based on mutual attraction, friendship and respect. If the
interaction is consensual, welcome and reciprocated, it is not sexual harassment.

Racial and Religious Vilification

Vilification is behaviour that encourages others to hate, disrespect or abuse a person or group of people
because of their race or religion.

The legal definition is conduct that ‘incites hatred, serious contempt, revulsion or severe ridicule’. Behaviour
that could be vilification includes:

e speaking of a person’s race or religion in a way that could make other people hate or ridicule them e

publishing claims that a racial or religious group is involved in serious crimes without any proof e repeated

and serious spoken or physical abuse about the race or religion of another person

® encouraging violence against people who belong to a particular race or religion, or damaging their
property

® encouraging people to hate a racial or religious group using flyers, stickers, posters, a speech or
publication, or using websites or email.

It is also against the law to give permission or help someone to vilify others. For example, Michael is a Muslim
and complains that a social networking site publishes offensive material that encourages people to hate
Muslim people.

Disability Harassment

It is also unlawful for harassment to occur about a person’s disability or based on a relative or associate having
a disability. Examples of harassment on the grounds of disability include:

e humiliating comments or action about a person’s disability such as insults

e comments or actions which create a hostile environment

e overbearing or abusive behaviour towards worker with intellectual disabilities
e disparaging remarks to an worker who has made compensation claims

e mimicking someone with a disability



Other forms of Harassment

There are many types of verbal, non-verbal and physical behaviour that could amount to harassment. Here
are some other examples that have not already been covered above.

e imitating someone’s accent or disability

e obscene or racist, sexist, anti-gay and other stereotyped telephone calls, letters, faxes, or e-mail
messages

e offensive jokes

e the use of language that is not suitable in the workplace — for example, sexual, sexist, racist, anti-gay
and other stereotyped name calling.

e unwelcome practical jokes

e displaying or circulating racist, sexist and other stereotyped cartoons or literature

e stalking another worker, customer or client

® ignoring someone, not sharing information with someone, or being particularly cold or distant with
them

e offensive hand or body gestures

continually ignoring or dismissing someone’s contribution to a work meeting or discussion.

pushing, shoving or jostling

initiation rites that involve anything that could be regarded as sexual, sexist, racist, or otherwise
stereotyping

Workplace Bullying

Bullying is repeated, unreasonable behaviour directed towards a worker or a group of workers that creates a
risk to health and safety and is unlawful.

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

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

Examples of bullying may include (but are not limited to):

e using a management style that is harsh, involves shouting, constant criticism or humiliation of an worker
or group of workers in private or in front of their peers;

e an worker being treated less favourably by another worker or group of workers in the workplace,
including, but not limited to, bullying or intimidation; forcing an worker to participate in an “initiation”
process; the playing of practical jokes or forcing an worker to undertake demeaning tasks;

® sniggering or gossiping behind someone’s back;

e laughing at someone in the workplace which is intended to make them feel
uncomfortable or distressed;

e setting unreasonable timelines or constantly changing deadlines for an worker to meet, or setting tasks
that are unreasonably below or beyond a person’s skill level;and

e continuously and deliberately excluding someone from workplace activities including ignoring them and
keeping them isolated from relevant communications about work issues.



What is not Harassment, Discrimination or Workplace Bullying?

Workplace harassment, discrimination or bullying must not be confused with legitimate comment and advice
(including relevant negative comment or feedback) from the Director on the work performance or
work-related behaviour of an individual or a group.

The process of providing feedback to the worker during a formal performance appraisal, or counselling
workers regarding their work performance, will not always be free of stress. The Director should manage these
processes with sensitivity, but they should not avoid their responsibility to provide full and frank feedback.

Victimisation

Complaints of victimisation will be treated seriously as it is unlawful. Victimisation includes any unfavourable
treatment of a person who has been involved with a harassment or discrimination complaint. Unfavourable
treatment could include adverse changes in the working environment, denial of training or promotion, making
negative, unfounded or belittling comments, lower assessment of work or exclusion by peers.

Complaints of victimisation related to a harassment or discrimination complaint will be dealt with in the same

manner as complaints of other breaches of this policy and may result in disciplinary action.

Workplace Grievance Procedure

Any worker who feels that they have been unfairly or unlawfully treated regarding any of the areas listed in
this policy should follow the process set out in the Building Better Brains Pty Ltd Grievance Procedure. This
procedure explains what to do if you have a complaint about anything to do with work and the steps that will
be taken to investigate and resolve the issues.

Discipline Process

If after a full investigation, any worker is found to be in breach of any section of this policy, they will be subject
to disciplinary action.

If a complaint is found to have been made mischievously (for example, it consists of lies), disciplinary action
may be taken against the complainant. Making untrue allegations about someone else could also lead to legal
action for defamation (damage to reputation).

Grievance Procedure Policy



Building Better Brains Pty Ltd supports the right of every worker to lodge a grievance with the Director if they
believe a decision, behaviour or action affecting their employment is unfair. A worker may raise a grievance
about any performance improvement action taken against them.

Building Better Brains Pty Ltd aims to resolve problems and grievances promptly and as close to the source as
possible. The Director will do their utmost to action grievances objectively, discreetly and promptly. Be aware
that grievances that are misconceived, vexatious, and lacking substance may result in disciplinary action being

taken against the worker lodging the grievance.

To make a complaint

If you believe you are being, or have been, discriminated against, harassed or bullied, you should follow this
procedure.
1. Raise the issue with the offender. Inform them that their behaviour is offensive, unwelcome, and

against business policy and that it should stop (only if you feel comfortable enough to approach them
directly, otherwise speak to the Director). Keep a written record of the incident(s).

2. If the unwelcome behaviour continues, contact the Director for support.

workers should feel confident that any complaint they make is to be treated as confidential as far as possible.

To receive a complaint

When the Director receives a complaint, or becomes aware of an incident that may contravene Building Better
Brains Pty Ltd policies, they will:
1. Listen to the complaint seriously and treat the complaint confidentially. Allow the worker to bring
another person to the interview if they choose to.

2. Ask the complainant for the full story, including what happened, step by step.
3. Take notes, using the complainant’s words and ask them to check your notes to ensure your record of
the conversation is accurate.

4. Explain and agree on the next action with the complainant.

5. If the investigation is not requested (and they are satisfied that the conduct complained is not in breach
of Therapy Kids SA Pty Ltd EEO policies) they will let all parties know the outcome and maintain
confidentiality.

To investigate a complaint
When the Director investigates a complaint, they will:

1. Not assume guilt.

2. Advise on the potential outcomes of the investigation if the allegations are substantiated.

3. Interview all directly concerned, including witnesses, separately.

4. Keep records of interviews and the investigation.

5. Interview the alleged harasser, separately and confidentially and let the alleged harasser know exactly
of what they are being accused. Give them a chance to respond to the accusation. Make it clear they
do not have to answer any questions. However, the Director will make a decision regardless.

6. Listen carefully and record details.



7. Ensure confidentiality, minimise disclosure.

8. Decide on appropriate action based on investigation and evidence collected.

9. Check to ensure the action meets the needs of the complainant and Building Better Brains Pty Ltd. 10.
Discuss any outcomes affecting the complainant with them to make sure where appropriate you meet
their needs.

Possible outcomes

If after investigation the Director finds the complaint is justified, they will discuss with the complainant the
appropriate outcomes which may include:

1. disciplinary action to be taken against the perpetrator (counselling, warning or dismissal)
2. staff training for the perpetrator or all staff, as appropriate

3. counselling for the complainant

4. an apology (the details of such an apology to be agreed between all involved)

Performance Improvement, Discipline and Termination

Purpose

Worker misconduct can damage the effective and harmonious operation of Building Better Brains Pty Ltd. It is
essential that the policy and process for dealing with instances of such behaviour are clear and understood by
all workers, that it complies with principles of fairness and justice and with prevailing legislation and that they
are directed primarily towards restorative behaviour rather than punishment.

Policy

There are three key types of processes where disciplinary action may need to be taken. Each of these is
different and requires various levels of action.

Discipline via performance management

This is the responsibility of the Director and occurs in instances where there may be issues in performance
caused by a lack of either “ability” or “willingness” to do the job to the required standard. This covers both
skills and attitudes.

Discipline for misconduct

This is the responsibility of the Director and involves a desire for Building Better Brains Pty Ltd to drive a
positive outcome after the investigation.

Discipline for serious misconduct

This is the responsibility of the Director and also involves a desire for a positive outcome but depends on the
seriousness of the “act” determined by the investigation.

All serious misconduct and especially suspected criminal activity at the workplace must be reported
immediately to the Director who will determine further action, including referral to police and other
authorities if warranted. Instances of appropriately investigated and proven serious misconduct may lead to
summary dismissal.



Disciplinary and Corrective Action

The Building Better Brains Pty Ltd disciplinary/corrective action process may involve some or all of the
following steps depending on the circumstances of each situation. Detailed records of all meetings and
discussions should be placed in the worker's file.

Informal Discussion

An informal discussion may be held with a worker to address performance and conduct of an unacceptable
nature.

Formal Meeting/Discussion

This may be the initial step (or follow on from an Informal Discussion) in addressing performance and conduct
of an unacceptable nature. It provides a forum for discussion between the worker and the Director to assess
the issues at hand. The Director should also decide if it may be appropriate to offer the worker the
opportunity to bring a support person to formal meetings.

Performance Improvement Plans (PIP)

Building Better Brains Pty Ltd requires a minimum standard of conduct and performance which will be made
clear to workers during the induction process and through ongoing feedback from their Director, both formal
and informal.

If a worker does not meet performance standards, Building Better Brains Pty Ltd will take appropriate
corrective action, such as training. Formal performance improvement procedures will only start when other
corrective action fails.

Each worker must understand their responsibilities, be counselled and given the opportunity to reach the
standards expected of them. If a formal performance improvement plan is found to be warranted, the
following steps should be followed:

1. The Director will advise the employeeof any shortfall in their performance and give them an
opportunity to respond. The Director will consider their response and decide if performance improvement
plan is required.

2. A Performance Improvement Plan (PIP) must set out in clearterms:
e the performance issues and unacceptable conduct that needs to be rectified.
e specific examples of the behaviour/s and actions that need to change
e the expected performance standards required
e specific deadlines for the performance or behavioural change to occur by
e the process for further meetings to provide feedback on progress

e the consequences of an improvement not being made
3. It is essential that there are regular meetings between the Director and employee while the PIP is in
place to provide feedback and monitor progress
4. If an employee is not making progress or fails to make the changes set out in the PIP, the



disciplinary/corrective action process should be followed.

Verbal Warning

A verbal warning may be the first step in the discipline process. A record of the verbal warning should be
recorded and placed in the worker's file. This step may be bypassed where a more formal warning is deemed
necessary by the Director.

Formal Written Warning

A formal written warning may be required rather than a verbal warning in circumstances where informal
discussions have not resolved a performance or conduct issue; it can also be the next step after a verbal
warning has failed to result in a change of behaviour.

A written warning should clearly articulate:

e the details of the why the warning has been issued
e the desired change of behaviour
e the consequences of failure to correct the behaviour or conduct issues moving forward

A record of the written warning should be recorded and placed in the worker's file.

Processes

After observing or being notified of inappropriate behaviour or misconduct by an employee, the Director will,
as soon as possible:

e gather relevant facts from the record and other participants or witnesses

e interview the worker(s) most directly concerned/involved with the alleged offence, primarily so that the
worker may explain her/his action

e review any relevant policies and procedures, taking account of the worker's past record

e document the decision and advise the worker's member(s) concerned immediately

The advice to the worker(s), whether in oral or written form, will:
® be a concise acknowledgement of a disciplinary interview which has taken place
e state the facts of the offence and the discipline imposed

e refer to previous disciplinary actions (if any) and, where relevant,
e include a warning that a recurrence may result in more severe disciplinary measures

Where the employee fails to change their behaviour in response to the Director’s advice, Disciplinary and
corrective action processes will be invoked until the behaviour does conform to expectations, or the situation
requires termination of the offending employee employment.

Termination of Employment

Termination of employment will be a remedy of last resort and implemented only after all other processes and



remedies, as outlined in this document, have failed. The final decision on termination resides with a Director.

There are situations and events where the right to dismiss a employee summarily can be exercised — but only
after consideration of all the facts and circumstances and after the worker has had a reasonable opportunity
to respond, if appropriate, to any allegations made. These situations/events include all of those instances of
serious misconduct listed below.

Summary dismissal will be invoked wherever it is unreasonable for the employment relationship to continue.
Other possible grounds for summary dismissal will be considered on a case by case basis using specific criteria
that can be substantiated by Fair Work Australia or its alternative body.

Dismissal by the Company

To terminate the employment of permanent employees, except in the case of summary dismissal, Building
Better Brains Pty Ltd will give notice in line with the National Employment Standards and the worker's
Employment Agreement.

Notice period will be increased by one week if the employee is over 45 years old and has completed at least
two years of continuous service at the end of the day the notice is given.

Payment in lieu of notice will be made if the appropriate notice period is not given, at the discretion of the
Director. Employment may be terminated by part of the period of notice specified and part payment in lieu
thereof, at the discretion of the Director.

Notice of Termination by worker

The notice of termination required to be given by an employee will be the same as that required of Building
Better Brains Pty Ltd, except that there is no requirement to give additional notice based on the age of the
worker.

If an employee fails to give the appropriate notice, Building Better Brains Pty Ltd has the right to withhold
monies due to the employee, about the notice period not provided.

Definitions of Misconduct

Serious Misconduct
Serious misconduct includes the following:

e dishonesty including theft

® assault

e fraud

e releasing confidential information to competitors without authorisation

e seriously inappropriate behaviour including drunkenness, fighting, sexual harassment

e conduct that includes imminent and serious risk to a person’s health or safety
e conduct that includes imminent and serious risk to the reputation, viability or profitability of the
organisation

® serious neglect of duty



® gross insubordination and abuse
e serious and willful disobedience

Misconduct
Misconduct may include the following:

e misdemeanours, including inappropriate behaviour
e failure to comply with organisational policies

® serious incompetence

e failure to properly discharge responsibilities

Training and Development

Policy

Building Better Brains Pty Ltd is committed to providing the opportunity to attend relevant training and
development to all employees. This will further enhance Building Better Brains Pty Ltd’s performance and
reputation as an industry leader.

This policy will strengthen Building Better Brains Pty Ltd by assisting employees to perform their duties
through enhancing or upgrading existing skills.

Definitions

Training refers to the processes whereby employees acquire new knowledge, understanding and skills within
their particular field of expertise. The knowledge and skills should be those required for the activities of each
employee's work and relevant to Building Better Brains Pty Ltd objectives. Training helps an employee do their
job better right now.

Development focuses on the future. An employee development plan focuses on what they will need to know
for future promotion. Development helps round out an employee's skills in their current job and prepares
them for a different job in the future. It can include classes in management, working with a mentor in another
department or another form of preparation.

Formal training involves structured training, which has clear goals, objectives and outcomes for the
participant. Formal Training includes skill training such as PC Skills or First Aid, management courses, specialist
industry courses etc.

Informal Training is less planned. There are a large number of informal training methods. Some examples
include mentoring from a more experienced worker, group briefings by guest speakers, seminars, workshops
and articles.

Responsibilities

The Director’s Responsibilities



e |dentifying a skill base for a position;

® Preparing, in conjunction with the worker, a Training Plan as part of the Performance Management
system;

e |dentifying appropriate development activities, both on the job and formal training;

e Providing direction and learning opportunities to ensure workers achieve their objectives;

e Coaching and supporting employees in training and development activities;

e Following up and evaluating the effectiveness of all training and development activities;
e Ensuring fairness and equity in the management of training and development, and

e Supporting training attendance.

Individual Responsibilities

e Actively participating in the Training Plan process.
e |dentifying and communicating their training and development needs.

e Participating in agreed training and development activities.
e Providing feedback to their Director on learning outcomes from training and development activities.

e Applying new learning to the workplace.

Types of Training and Development

There is a wide range of options available to meet the training and development needs of employees. These
include, but are not limited to:

Induction

All new workers will receive comprehensive Induction upon commencement to ensure that they are familiar
with Building Better Brains Pty Ltd policies, guidelines and procedures including safety, information
technology, policies and code of conduct.

In-house training

These programs are organised in-house to meet the needs of all or groups of workers and may include Product
Training, Supervision, Conflict Resolution, Leadership, Time Management, Workplace Bullying and Harassment
and software training.

Professional/Technical
These might include:

e individual needs identified through the Performance Management process
e skill training delivered in-house or externally to meet the skill needs of the individual, team training on
the operation of new software

e development activities such as conferences, seminars, presentations and workshops

Occupational Health and Safety

These programs are designed to ensure Building Better Brains Pty Ltd is fulfilling their obligations to workers as
per the OHS Policy. These may include:



e Occupational Health and Safety Representative Training,
e First Aid Training

e Emergency Response Training

e Manual Handling

e Fire Warden Training

Supervision

Supervision focuses on helping workers' long-term development and emphasises an individual's career
progression. Mentoring involves an experienced person (the mentor) assisting a lesser experienced person (the
supervisee) with development in any/all of the following areas:

e technical skills associated with the practical application of the supervisee's proficient expertise in their
field

e personal effectiveness skills which develop the communication, interpersonal and self
management skills required in the workplace

Privacy

Introduction

From time to time Building Better Brains Pty Ltd is required to collect, hold, use and disclose personal
information relating to individuals (including, but not limited to, its customers, contractors, suppliers and
workers) in the performance of its business activities.

This document sets out the Building Better Brains Pty Ltd’s policy about the protection of personal
information, as under the Privacy Act 1998 (Cth) the ("Act") and the Australian Privacy Principles ("APP").

What is Personal Information?

Personal information means information or an opinion (including information or an opinion forming part of
a database), whether true or not, and whether recorded in a material form or not, about an individual
whose identity is apparent or can reasonably be ascertained, from the information or opinion.

worker Records

This policy does not apply to the collection, holding, use or disclosure of personal information that is a
worker record.

A worker record is a record of personal information relating to the employment of a worker. Examples of
personal information relating to the employment of the worker include, but are not limited to, health
information and information about the engagement, training, disciplining, resignation, termination, and
terms and conditions of employment of the worker. Please see the Act for further examples of worker
records.

Kinds of information that Building Better Brains Pty Ltd collects and holds

Building Better Brains Pty Ltd collects personal information that is reasonably necessary for one or more
of its functions or activities.



The type of information that Building Better Brains Pty Ltd collects and holds may depend on your
relationship with them. For example:

Candidate: if you are a candidate seeking employment with Building Better Brains Pty Ltd, they may
collect and hold information including your name, address, email address, contact telephone number,
gender, age, employment history, references, resume, medical history, emergency contact, taxation
details, qualifications and payment details.

Customer: if you are a customer of Building Better Brains Pty Ltd, they may hold on to the following
information: your name, address, email address, contact telephone number, gender and age.

Supplier: if you are a supplier of Building Better Brains Pty Ltd, the information held may include your
name, address, email address, contact telephone number, business records, billing information, and
information about goods and services supplied by you.

Referee: if you are a referee of a candidate being considered for employment by Building Better Brains
Pty Ltd, the information collected and held may include your name, contact details, current employment
information and professional opinion of the candidate.

Sensitive information

Building Better Brains Pty Ltd will only collect sensitive information where you consent to the collection
of the information, and the information is reasonably necessary for one or more of Building Better Brains
Pty Ltd’s functions or activities. Sensitive information includes, but is not limited to, information or an
opinion about the racial or ethnic origin, political opinions, religious beliefs, philosophical beliefs,
membership of a trade union, sexual preferences, criminal record, health information or genetic
information.

How Building Better Brains Pty Ltd collects and holds personal information

Building Better Brains Pty Ltd must collect personal information only by lawful and fair means. Building
Better Brains Pty Ltd will collect personal information directly from you if it is reasonable or practicable to
do so.

Building Better Brains Pty Ltd may collect personal information in some ways,
including without limitation: (a) through application forms;

(b) by email or other written mechanisms;

(c) over a telephone call;

(d) in person;

(e) through transactions;

(f) through our website;

(g) through surveillance camera;

(h) by technology that is used to support communications between us;

i) through publicly available information sources (which may include telephone
Directories, the internet and social media sites);

ii) direct marketing database providers;



When Building Better Brains Pty Ltd collects personal information about you through
publicly available information sources, it will manage such information in accordance
with the APPs.

At or before the time or, if it is not reasonably practicable, as soon as practicable after,
Building Better Brains Pty Ltd collects personal information, Building Better Brains Pty Ltd
must take such steps as are reasonable in the circumstances to either notify you or
otherwise ensure that you are made aware of the following:

(a) the identity and contact details of Building Better Brains Pty Ltd;

(b) that Building Better Brains Pty Ltd has collected personal information from
someone other than you or if you are unaware that such information has been
collected;

(c) that collection of personal information is required by Australian law if it is;

(d) the purpose for which Building Better Brains Pty Ltd collects the personal information;
(e) the consequences if Building Better Brains Pty Ltd does not collect some or all of

the personal information; (f) any other third party to which Building Better Brains Pty

Ltd may disclose the personal information;

(g) Building Better Brains Pty Ltd’s privacy policy contains information about how
you may access and seek correction of personal information held by them and
how you may complain about a breach of the APPs; and

(h) whether Building Better Brains Pty Ltd is likely to disclose personal information

to overseas recipients and the countries in which those recipients are likely to

be located.
Unsolicited personal information is personal information that Building Better Brains Pty Ltd
receives which it did not solicit. Unless Building Better Brains Pty Ltd determines that it
could have collected the personal information in line with the APPs or the information is
contained in a Commonwealth record, it must destroy the information to ensure it is
de-identified.

Purposes for which Building Better Brains Pty Ltd collects holds, uses and discloses personal
information

Building Better Brains Pty Ltd will collect personal information if it is reasonably
necessary for one or more of its functions or activities.

The main purposes for which Building Better Brains Pty Ltd may collect, hold, use and
disclose personal information may include but are not limited to:

(a) recruitment functions;
(b) customer service management;

(c) training and events;



(d) surveys and general research; and
(e) business relationship management.

Building Better Brains Pty Ltd may also collect, hold, use and disclose personal
information if you consent or if required or authorised by law.

Direct marketing:

(a) Building Better Brains Pty Ltd may use or disclose personal information (other than
sensitive information) about you for direct marketing (for example, advising you of
new goods and services being offered by Building Better Brains Pty Ltd).

(b) Building Better Brains Pty Ltd may use or disclose sensitive information about you
for direct marketing if you have consented to the use or disclosure of the
information for that purpose.

(c) You can opt out of receiving direct marketing communications from Building
Better Brains Pty Ltd by contacting the Privacy Officer in writing or if
permissible accessing Building Better Brains Pty Ltd’s website and
unsubscribing appropriately.

By signing below, | acknowledge that | have read and understood the Building
Better Brains Policy and Procedures Manual outlined above. | commit to
upholding these standards in my role at the clinic.

Signature: Date:

Building Better Brains Management Signature: ________ Date:

This policy and procedures manual is subject to periodic review and updates. All
staff members and contractors will be notified of any changes promptly.



Child Safe Policy

Introduction
Building Better Brains is committed to providing a safe and supportive environment for
children and families. This Child Safety Planning Policy outlines guidelines and
appropriate steps for staff and therapists to follow in the event of client disclosures of
self-harm, suicidality, physical or sexual abuse or neglect, domestic violence, or any
other situation that poses a risk to the safety and well-being of our clients.

Our policy complies with the Children and Young People (Safety) Act 2017, the Child
Safety (Prohibited Persons) Act 2016 and aligns with the National Principles for Child
Safe Organisations.

We value and respect children and young people and welcome them regardless of
their abilities, sex, gender, social, economic or cultural background. Bullying and
harassment won'’t be tolerated.

Scope of Policy
This policy applies to all worker/contractor/student/volunteers,who are referred to
throughout the policy collectively as workers.
All workers must agree in writing to accept and act according to the policy.

Our Commitment to Child Safety

Zero Tolerance for Child Abuse: We have zero tolerance for child abuse in any form.
All allegations and safety concerns will be treated seriously and consistently in line with
our robust policies and procedures.

Child-Centred Approach: We prioritise the rights, needs, and voices of children in our
decision-making processes. Children have the right to be heard, to be safe, and to be
involved in decisions affecting their lives.

Cultural Safety: We are committed to providing a culturally safe environment where the
diverse backgrounds and needs of all children, including Aboriginal and Torres Strait
Islander children, children from culturally and linguistically diverse backgrounds, and
children with disabilities, are respected and supported.

Neuro Affirming: We are committed to providing a neuro affirming environment and
experiences for children. This includes providing sensory supports such as fiddle toys
and noise cancelling headphones to use in the clinic, strengths based, individualised
approaches to therapeutic supports and quiet spaces with low lighting to use if required.

Principles Guiding Our Child Safe Approach



Empowerment and Participation: We encourage children to express their views and
provide them with opportunities to participate in decisions that affect them.

Transparency and Accountability: We ensure that our actions and decisions are
transparent and that we are accountable to children, their families, and the
community.

Continuous Improvement: We are committed to continuously improving our child
safety practices through regular review, training, and feedback.

Child Safe Practices and Procedures

Recruitment and Screening:
To ensure we engage the most suitable people to work with children and young people,
we have the following recruitment practices in place:
e All staff, contractors and volunteers undergo a rigorous recruitment process, including
background checks, reference checks, and Working with Children Checks.
e We ensure that staff and volunteers have the necessary qualifications, skills, and
commitment to child safety.
Our commitment to child safety is included in all job advertisements.
e Clear position descriptions that include our commitment to child safety and wellbeing.
e Face-to-face interviews that use behavioural questions to determine the applicant’s
knowledge of child safeguarding.
e At least 2 referee checks and qualification checks.
All workers who will be working in a role with children and young people must hold a current, not
prohibited WWCC issued by the Screening Unit of the Department of Human Services, provide
evidence of this before employment and renew this every 5 years. We will verify the accuracy of
all WWCCs in the DHS Screening Unit portal as required by law. We will immediately contact
the Department of Human Services Screening Unit when we become aware of certain
information regarding any person involved with our organisation, including any serious criminal
offence, child protection information, or disciplinary or misconduct information.

Code of Conduct:
Caring for children and young people brings additional responsibilities for workers. All workers

are responsible for promoting and protecting the safety and wellbeing of children and young
people by:

e Adhering to the organisation’s child safe policy at all times and taking all reasonable
steps to ensure the safety and protection of children and young people.

e Treating everyone, including those of different race, ethnicity, gender, gender identity,
sexual orientation, age, social class, physical ability or attributes and religious beliefs
with respect and honesty and ensure equity is upheld.

Being a positive role model to children and young people in all conduct with them.
Setting clear boundaries about appropriate behaviour between yourself and children and
young people — boundaries help everyone to understand their roles.



e Listening and responding appropriately to the views and concerns of children and young
people.
Being alert to bullying behaviours and responding promptly and appropriately.
Ensuring another adult is always present or in sight when conducting one-to-one
consulting, coaching, instruction or other activities (where possible to maintain the child’s
confidentiality during a counselling session. If a parent is not present in the session with
the child, they should be accessible at any time should the child wish for them to attend
the session).

e Being alert to children and young people who have been harmed or may be at risk of
harm and reporting this quickly to the Child Protection Help Line (13 21 11) or the police
on 000.

e Responding quickly, fairly and transparently to any complaints made by a child, young
person or their parent/guardian.

e Encouraging children and young people to ‘have a say’ on issues that are important to
them.

Workers must not:

e Engage in rough physical games

e Develop any ‘special’ relationships with children and young people that could be seen as
favouritism, such as the offering of gifts or special treatment

e Do things of a personal nature that a child or young person can do for themselves, such
as toileting or changing clothes

e Discriminate against any child or young person because of age, gender, cultural
background, religion, vulnerability or sexuality.

Breaches or suspected breaches of the Code of Conduct should be reported as soon as
practicable to management either in person, by telephone, or via email at
enquiries@buildingbetterbrains.com.au. Breaches or suspected breaches of the Code of
Conduct will be taken seriously and dealt with quickly, fairly and transparently.

Any worker who breaches the Code of Conduct will face disciplinary action, and
depending on the severity of the breach, the worker may have their employment
terminated.

Training and Education:

We have strategies in place to supervise, train and support workers to understand
our organisation’s child safe policy, their mandatory reporting obligations, how to
build culturally safe environments and their responsibilities to create a child safe and
friendly environment. Our strategies include:

e All contractors are required to stay up to date with training on child safety, mandatory



reporting, and recognising signs of abuse.

e Information and policy sheets around understanding signs of neglect or abuse of
children and ways to manage the safety around these observations or disclosure are
provided to contractors, staff and volunteers and form part of their induction manuals.

e Include child safety as a standing item on meeting agendas.

Supervision:

e Regular supervision sessions that include a focus on child safety and wellbeing are

held regularly.
Support:

e An induction process for all new workers, including a copy of this policy document.

e Regular performance appraisals that discuss child safeguarding.

e Appointing a child safety officer who has an educational role within your organisation.

Responsibilities of Staff and Therapists
Mandatory Reporting: All staff and therapists are mandated to report any disclosures of
self-harm, suicidality, physical or sexual abuse or neglect, and domestic violence made
by clients. The obligation to report is not limited to children but extends to any client at
risk.

Professional Boundaries: Staff and therapists must maintain professional boundaries
while dealing with sensitive information. The privacy and confidentiality of clients must be
respected within the bounds of legal and ethical requirements.

Documentation: Any disclosure or suspected risk must be documented in detail,
including the date, time, location, and nature of the disclosure. This documentation
should be secure, confidential, and accessible only to authorised personnel.

Reporting Procedures

We aim to ensure that children and young people are safe from harm and risk of harm. Section
17 of the Safety Act defines ‘harm’ to mean physical or psychological harm (whether caused by
an act or omission), including harm caused by sexual, physical, mental or emotional abuse or
neglect.

Mandated notifiers in our organisation are workers who:
e Provide services to children and young people
e Hold a management position in the organisation, which includes direct responsibility for,
or direct supervision of, the provision of those services to children and young people.

Mandated notifiers have a legal obligation to notify the Child Protection Emergency Services on
13 12 78 as soon as practicable if they have a reasonable belief that a child or young person is
or may be at risk of harm. If the child or young person is at immediate risk, report to Victoria
Police on 000.



Even if not a mandated reporter, anyone can report harm or risk of harm to a child or young
person. The individual who identifies the harm or risk of harm is encouraged to make the report
to authorities and can request support from another worker to do so if required.

All adult workers (even if not a mandated notifier) have a legal obligation to report child sexual
abuse to the police and to protect a child from sexual abuse. Failure to meet these obligations
may be considered a criminal offence.

Immediate Action:
1. In cases of imminent danger or emergency, staff and therapists must call 000 (the police)
for immediate assistance.
2. Ifachild is at risk, contact Child Protection Services and report the situation.

Eastern 1300 360 391, After Hours Child Protection Emergency Services, call 131 278.

Non-Emergency Reporting:
1. Report incidents to the supervisor immediately.
2. Notify appropriate authorities based on the nature of the incident:
=> Child abuse or neglect: Contact Child Protection Services.
-> Domestic violence: Contact local domestic violence services and Safe Steps
together with clients to help put together appropriate advice, financial or housing
assistance and safety planning. Phone 1800 015 188.
- Suicidality: Contact local hospital, 000 or other appropriate mental health
services. See Crisis numbers list
Building Better Brains is not a crisis response service and does not provide 24 hour response
and support. Services that can offer 24 hour Emergency support to clients:



@ 24/7 Mental Health Services

Is it an emergency?

If you or someone you know is at immediate
risk of harm, call triple zero (000)

Suicide Call Back Service

Anyone thinking about suicide

(®) suicidecallbackservice.org.au
(©) 1300659 467

Beyond Blue

Anyone feeling anxious or depressed

@ beyondblue.org.au
(©) 1300224636

MensLine Australia

Men with emotional or relationship concerns

® mensline.org.au
() 1300789978

Lifeline

Anyone having a personal crisis

(%) tifeline.org.au
©Buu

Kids Helpline

Counselling for young people aged 5 to 25

@ kidshelpline.com.au
() 1800551800

Open Arms
Veterans and families counselling

® openarms.gov.au
(© 1800011046

healthdirect

Involvement of Parents or Carers:
Depending on the severity and nature of the situation, parents or carers may be

informed, especially if their cooperation is necessary for the safety of the client. Eg
around suicidal or self harm disclosures

NDIS Support Coordinators or NDIS Safeguarding Commission:
In cases involving NDIS participants, notify the NDIS Support Coordinators and the NDIS
Safeguarding Commission as required.

WHAT INFORMATION SHOULD BE PROVIDED IN A REPORT?

You should aim to provide as much information as possible to Child FIRST, DHHS Child Protection or Victoria Police, as outlined in the table below.

““ A"eged - . (person maklng
the report

* e e e e e .

* Name / gender / age
Any disabilities, mental or physical health

* Composition (e.g. parenting or care
arrangements)

issues * Parent/ carer information

Current location and safety status (e.g. is the * Presence of extended family

child safe now or in immediate danger?) * Siblings - names / ages

Social and economic background + Disability or illness in family

Previous history or indicators of abuse * Language(s) spoken at home

Cultural status * Other people living with the child
Language(s) spoken * History of school involvement with family
Religion * Other agencies involved

Any other significant factors * Likely reaction to DHHS Child Protection
Positive relationships with family member or * Family awareness of report

carer * Known mental health issues

Behaviour * Known drug and alcohol use

Physical and social presentation * Presentation

D t and achi t of age

appropriate milestones
Ability to communicate

* Times / dates

Nature of incident

Any patterns of behaviour or
prior concerns leading up to
the alleged abuse

History of violence

Previous incidents

Previous agency involvement

Name

Occupation

Location

Contact details
Relationship to child
Grounds for belief
Present / prior concerns



Post-Incident Support
Client Support: Ensure that appropriate support services are offered to the client and
their family in the aftermath of any incident or disclosure.

Contractors and Staff Support: Provide support and debriefing for staff and therapists
involved in the incident, ensuring their well-being and emotional health.

Following a report being made to Child Protection or Victoria Police workers must make an
internal report to management.
We will be guided by the Department for Child Protection and/or Vic Police after a report has
been made as to whether we can conduct an internal investigation. If a worker is reported to
Child Protection or Vic Police for causing harm or risk of harm to a child or young person, they
will be removed from any role that involves working with any child or young person until
authorities have concluded their investigation.
Following a report to Child Protection or Vic Police we will support the child or young person by:
e Referring the child, young person or their family to other appropriate services
e Continuing to provide services to the child, young person and their family and monitor
their circumstances.
We will document all information received regarding the report and store this
securely in a separate file.

Risk Management

e We conduct regular risk assessments to identify and mitigate potential risks to child
safety.

e Strategies are implemented to minimise risks and create a safer environment for
children.

Engaging with Families and Communities

Communication:
e We communicate openly with families and communities about our child safety
policies and practices.
e Families are encouraged to provide feedback and be involved in our child safety
efforts.
e We encourage and respect the views of children and young people, and involve them
in decision-making where appropriate.
Support Services:
e We provide information and access to support services for children and families
affected by abuse or neglect.
e Partnerships with community organisations and child protection agencies are
maintained to enhance our child safety initiatives.



Reporting and responding to general complaints or feedback

Providing opportunities for complaints and feedback ensures that children, young people
and their families feel valued and respected and enables us to improve the quality of our
service. Children, young people and their families are informed that they can provide
feedback or make a complaint at their first appointment (Parent Information Session).

Compliments, complaints or feedback can be provided verbally or in writing to any
worker or directly to management by telephone, or via email at
enquiries@buildingbetterbrains.com.au.

We will promptly, sensitively and fairly handle all complaints and feedback from
children, young people or their families.
We will:

e Listen to the complaint/feedback

e The person receiving the complaint will make a record of it if received verbally

e Advise of the time expected for an outcome

e |f a worker receives a complaint, they must forward it to management as soon as
possible
Management will respond to the complainant with an outcome within 7 days
Clearly document and securely store decisions and actions taken in response to
complaints and feedback
e Make sure that procedural fairness is followed at all times.

If the child, young person or their family is not happy with the outcome of the complaints
process, they can contact:

e Health and Community Services Complaints Commissioner 1300 582 113

e Australian Health Practitioners Regulation Agency 1300 419 495

e Australian Human Rights Commission Online: www.humanrights.gov.au Tel: 1300

656 419

e Victoria Equal Opportunities Commission (for complaints relating to

e discrimination) Tel: 1300 292 153.

Policy Review and Continuous Improvement

Policy Review:

e This Child Safe Statement and related policies are reviewed annually to ensure they
remain effective and relevant.
e Updates are made in accordance with legal and best practice standards.



Feedback and Improvement:

e \We seek feedback from children, families, staff, and the community to continuously
improve our child safety practices.

Building Better Brains is dedicated to upholding the highest standards of client safety, and all
staff and therapists are expected to adhere to these guidelines. By following this policy, Building
Better Brains aims to create a safe and supportive environment for clients experiencing safety
risks while providing therapists with the necessary tools and resources to address these
complex situations effectively.

By signing below, | acknowledge that | have read and understood the Building
Better Brains Child safety Policy. | commit to upholding these standards in my
role at the clinic.

Signature: Date:

Building Better Brains Management Signature: Date:

This policy is subject to periodic review and updates. All staff members will be
notified of any changes promptly.



Building Better Brains

Building Better Brains Dress Code Policy

At Building Better Brains, we value professionalism and safety in the workplace. A well-defined
dress code ensures that our team maintains a cohesive and professional appearance while also

prioritizing safety. This dress code policy is designed to create a positive and consistent image
for our allied health therapy clinic.

Professional Office Wear:

General Appearance:

e All worker/contractor/student/volunteers are expected to maintain a neat, clean,
and well-groomed appearance.

e Clothing should be in good condition, free from wrinkles, stains, and excessive
wear.

Business Casual Attire:

e worker/contractor/student/volunteers are required to wear business casual
attire, which includes:

For Men: Dress shirts, polo shirts, dress slacks, or khakis, tees and blazers.
e For Women: Blouses, tops, dress slacks, tees and blazers, skirts, or dresses.

Footwear:

e Closed-toe shoes are mandatory for all worker/contractor/student/volunteers.
Shoes must be clean, in good condition, and appropriate for a professional
healthcare environment.

Jewelry and Accessories:
e Minimal and tasteful jewelry is permitted.
e Avoid excessive accessories that may be distracting in a healthcare setting.

Safety Considerations:



Closed-In Shoes:
e To ensure the safety of our worker/contractor/student/volunteers, closed-in
shoes with non-slip soles are required.
e This is especially important for staff members who may be involved in physical
activities or handling equipment, art or science materials

Special Events:

Special Events:

e On special occasions or events, contractors and
worker/contractor/student/volunteers may be notified of dress code
modifications.

e Contractors and worker/contractor/student/volunteers should adhere to any
communicated guidelines for specific events.

Personal Hygiene:

e worker/contractor/student/volunteers are expected to maintain good personal hygiene
to ensure a comfortable and healthy workplace for everyone.

Enforcement and Compliance:
e Supervisors and managers are responsible for ensuring that
worker/contractor/student/volunteers adhere to the dress code policy.
e Failure to comply with the dress code may result in counseling and, if necessary,

disciplinary action.

By signing below, | acknowledge that | have read and understood the Building Better Brains
Dress Code Policy. | commit to upholding these standards in my role at the clinic.

Signature: Date:

Building Better Brains Management Signature: _____ Date:

This policy is subject to periodic review and updates. All staff members will be notified of any
changes promptly. By following this dress code policy, Building Better Brains aims to create a
workplace environment that is both professional and safe, fostering a positive and collaborative
atmosphere for our team and clients.



Building Better Brains

Mobile Phone Policy

1. Purpose:

The purpose of this policy is to establish guidelines for the appropriate use of
mobile phones by staff at Building Better Brains, ensuring productivity,
professionalism, and a conducive environment for professional behaviour,
cognitive development, healthy respectful conduct and relationships.

2. Scope:

This policy applies to all staff members, student placements and/or volunteers
employed at Building Better Brains, including full-time, part-time, casual
worker/contractor/student/volunteers and contractors.

3. Guidelines:

Restricted Usage During Working Hours:
e Mobile phones should be kept on silent mode during working hours to minimise
disruption.
e Personal calls, text messages, and social media usage should be limited to
designated personal break times because they constitute personal time.

Emergency Communication:

e In an emergency, staff, volunteers and students may use mobile phones for
emergency communication purposes, such as contacting family members or
emergency services.

e Emergency calls should be made discreetly and without causing disruption to
colleagues or clients.

Client Interaction:

e During client interactions or meetings, staff, students and volunteers are
expected to give their full attention to clients and refrain from using mobile
phones unless absolutely necessary.

e Personal use of mobile phones is not permitted during client interactions or team
meetings.



Confidentiality and Privacy:
e Staff members are responsible for safeguarding the confidentiality and privacy of
client information when using mobile phones for work-related communication.
e Mobile phones should not be used to record or transmit client information without
proper authorization and compliance with privacy regulations.

Educational and Developmental Use:
e Staff members are encouraged to explore and utilise educational apps and
resources to enhance their professional skills and knowledge.
e Mobile phones may be used for professional development purposes during
designated self-study or training times.

Respect for Policies and Procedures:
e Staff members are expected to comply with all applicable policies and
procedures related to mobile phone usage.
e Violations of this policy may result in disciplinary action, up to and including
termination of employment.

By signing below, | acknowledge that | have read and understood the
aforementioned Mobile phone policy. | commit to upholding these standards in
my role at the clinic.

Signature: Date:

Building Better Brains Management Signature: __________ Date:

This policy is subject to periodic review and updates. All staff members will be
notified of any changes promptly.



Building Better Brains

Building Better Brains Occupational Health and Safety (OH&S) Policy

Building Better Brains Pty Ltd acknowledges its fundamental obligation to provide and maintain a
working environment that is safe and without risks to health, to those in its employ, whether they are
workers, contractors, students, volunteers or the public.

Building Better Brains Pty Ltd will comply with its legal obligations (both statutory and common law
“duty of care”) in achieving and maintaining a safe and healthy work environment.

Building Better Brains Pty Ltd will develop safe systems of work and conduct its operations by its
designated work practices and standards.

The Director’s responsibilities include:

e Providing safe work practices and standards

e Ensuring all workers are competent to undertake tasks

e Providing safe and appropriate plant and equipment

e Regular inspection and maintenance of plant and equipment

e Regular monitoring of workplace to identify hazards and control risks

e |nvestigating accidents and incidents
e Establishing measurable targets to ensure continued improvement aimed at elimination of
work-related injury and iliness;

workers will comply with the work practices and standards stipulated by Building Better Brains Pty Ltd.
worker responsibilities include:

e Take reasonable care to ensure the health and safety of themselves, and others who may be under
their supervision at work.

e Comply with any reasonable OHS instruction or direction by the Director.
e Report and record all incidents (including incidents of violence or bullying) and hazards that may
cause injury or illness (including damage, or facilities or items requiring maintenance).

e Participate in any training or seminars provided to support the objectives of this OHS policy.
e Engage with the Director in consultation on any OHS issues or information.
e Co-operate with any return to work plan developed for injured workers.

Building Better Brains Pty Ltd acknowledges the need for consultation and co-operation with its



workers in achieving a safe and healthy workplace. workers will, in turn, cooperate with and assist
Building Better Brains Pty Ltd in achieving the aims of this policy.

Injury Management Policy

Building Better Brains Pty Ltd acknowledges that the Director has a responsibility to assist workers to
remain at work or to return to work as soon as possible following work-related injury or illness. This is
to be achieved in cooperation and consultation with workers.

This policy aims to ensure that:

e In the event of work-related injury or iliness, the Director takes immediate steps to assist the
worker(s) involved to remain at work by medical advice.

e When an injury or illness results in absence from work, the worker(s) involved will be assisted to
return to work as soon as possible, if it is safe and feasible to do so.

e |f a return to normal duties is not possible, the worker will be returned to suitable alternative duties
which do not jeopardise worker well-being.

Building Better Brains Pty Ltd makes the following commitments to injury management:

e Return to work will commence as soon as possible after injury or illness. Return to work plan will be
drawn up for any worker who is unable to work for 20 calendar days or more.

e Early reporting and intervention at the workplace will be undertaken to enable the worker to stay at
work as appropriate.

e Remaining at work or returning to work as soon as safely possible after an injury is a normal practice
and expectation.

e Modifications to equipment, work practices or duties will be made, where feasible, to allow workers
to remain at work or to return to suitable work after an injury.

e Suitable duties will be provided, where possible, as part of the rehabilitation and return to work plan
so long as they do not jeopardise the well-being of the worker.

e workers will be fully involved in their rehabilitation.

e The confidentiality of an worker’s information during the return to work and during any occupational
rehabilitation activities is guaranteed.

e Participation in a return to work program will not prejudice any worker.

e Return to work activities will be reviewed weekly in consultation with the worker to ensure that
progress continues towards a complete recovery.

Hazard, Incident and Injury Policy

This policy is designed to:

e |dentify potential hazards to the health and safety of workers, contractors and visitors
e Encourage early reporting and corrective actions

e Reduce the number of incidents

e Enable the Director to identify areas of concern, and
e Facilitate corrective action to address the root causes of the hazards or incidents

Definitions
Hazard: A hazard is a source of potential harm or a situation with the potential to cause harm. All



Hazards should be brought to the attention of the Director immediately.
Incident: An incident is an event, accident, injury or illness that must be reported.

Notifiable Incident: Is an incident or near miss that is required to be reported to the Victorian
WorkCover Authority, as defined under the legislation, within a particular time.

Near Miss: Is an incident that did not cause harm to anyone but had the potential to cause injury and
should, therefore, be reported.

Hazard Reporting

All Hazards should be brought to the attention of the Director immediately. If a hazard can be
immediately corrected safely, e.g., moving an obstruction from a walkway, then a report is not required
to be made.

Hazards are to be reported to the Director and should be completed by the person who has identified
the hazard as soon as possible so that an investigation can occur, and a solution can be identified
and implemented.

The report will record all details regarding the hazard, details of the investigation and details of the
implementation of the solution.

An investigation into the hazard will be made within 24 hours of the report being completed. Any
recommendations from the investigation for corrective actions will be implemented as soon as
practicable.

Incident Reporting

All work-related incidents, injuries, illnesses and near misses must be notified to the Director
immediately. Building Better Brains Pty Ltd will investigate incidents, injuries, illnesses and near
misses as appropriate using the Incident and Work-Related lliness/Injury Report. The investigation
shall include the classification of injuries, the recording of the incident and investigation to facilitate a
satisfactory outcome.

An Incident and Work-Related lliness/Injury Report form shall be completed by the Director in
consultation with the worker involved. Records of actions taken shall be maintained and recorded on
the Incident and Work Related lliness/Injury Report form.

Manual Handling Policy

It is Building Better Brains Pty Ltd’s policy to provide all workers with a safe and healthy workplace by
identifying, assessing and controlling manual handling risks.

While the Director is responsible for the health, safety and welfare of all staff, all workers must report
potential and actual manual handling hazards.

Never lift or manually handle items larger or heavier than you can easily support. If you are in any
doubt, do not hesitate to ask for help.

Smoking Policy

Building Better Brains Pty Ltd has a non-smoking policy. Smoking is not permitted in Company
branded clothing.



Smokers who need to take breaks should do so in their allotted breaks. These breaks must not be
taken within 25m of the entrance to Building Better Brains Pty Ltd premises.

Alcohol & Drugs Policy

Building Better Brains Pty Ltd is concerned by factors affecting an worker’s ability to safely and
effectively do their work to a satisfactory standard. The business recognises alcohol, or other drug
abuse can impair short-term or long-term work performance and is an occupational health and safety
risk.

Building Better Brains Pty Ltd will do its utmost to create and maintain a safe, healthy and productive
workplace for all workers. Building Better Brains Pty Ltd has a zero-tolerance policy regarding the use
of illicit drugs on their premises or

the attending of other business-related premises (e.g. clients) while under the influence of illicit drugs.
Contravening either of these points may lead to instant dismissal.

Building Better Brains Pty Ltd does not tolerate attending work under the influence of alcohol. This
may result in performance improvement action or dismissal.

Building Better Brains Pty Ltd, may at times, make alcohol available to workers over the age of 18 (for
example, at the end of year break up). Limiting the consumption of any alcohol made available is the
responsibility of the worker.

Driving over the legal limit or under the influence of illicit drugs is illegal.

By signing below, | acknowledge that | have read and understood the Building
Better Brains OHS Policy. | commit to upholding these standards in my role at the

clinic.
Signature: Date:
Building Better Brains Management Signature: _________ Date:

This policy is subject to periodic review and updates. All staff members will be
notified of any changes promptly.



Building Better Brains

Building Better Brains Shared Therapy Room Policy

The purpose of this policy is to establish guidelines for therapists sharing a therapy room to
ensure a harmonious and effective working environment that promotes the well-being of clients
and therapists alike.

1. Scheduling and Room Allocation:
a. Therapists must schedule their play therapy sessions in advance using a centralized
scheduling system.

2. Room Preparation and Cleanliness:
a. Therapists are responsible for maintaining a clean and organized therapy room and
cleaning out their rooms from time to time to ensure a professional environment is
maintained.
b. After each session, therapists must ensure that toys, art supplies, and any other
materials are returned to their designated places and kept tidy. Art materials should be
cleaned and returned ready for next therapist. It is important that sandtrays are also
cleared of objects to be a blank canvas for next client.
c. Therapists should report any damaged or missing items or items requiring batteries to
be replaced, promptly to administration/management via enquiries@b
uildingbetterbrains.com.au email address..

3. Confidentiality:
a. Therapists must respect the confidentiality of their clients and the materials used
during sessions.

4. Personalization of the Play Therapy Room:
a. Therapists are encouraged to personalize the room to create a warm and inviting
atmosphere for clients but be aware that the therapy rooms are a shared space.
b. Personalizations should be respectful of diverse cultural backgrounds and therapeutic
approaches.

5. Communication and Collaboration:
a. Therapists must communicate effectively with each other regarding scheduling
conflicts or room-related issues such as cleaning, storage, timing of sessions etc.
b. Collaboration on shared resources and materials is encouraged to enhance the overall
quality of play therapy sessions.



6. Conflict Resolution:
a. In the event of conflicts, therapists should attempt to resolve issues through open
communication.

b. If conflicts persist, involve a designated supervisor or mediator to facilitate resolution.

7. Professionalism:
a. Therapists should conduct themselves in a professional manner at all times within the
shared play therapy space.
b. Respect the boundaries of other therapists and clients sharing the room.

8. Safety and Emergency Procedures:
a. Familiarize yourself with the location of emergency exits and first aid supplies in clinic
b. In the event of an emergency, follow established safety protocols and procedures.

9. Maintenance and Repairs:
a. Report any maintenance or repair needs promptly to the designated supervisor.
b. Therapists are expected to contribute to the maintenance of a safe and functional play
therapy environment.

10. Time management
a. Itis very important to manage your time effectively in and between sessions because at
times, other therapists will be scheduled to start straight after you finish your shift so
room cleanups and notes will need to be completed so that the next therapist does not
run late with their clients.

11. Review and Updates:
a. Periodic reviews of this policy will be conducted to ensure its relevance and
effectiveness.
b. Therapists will be notified of any updates, and feedback and suggested improvements
will be welcomed.

Adherence to this policy is essential to maintain a collaborative and supportive environment for
therapists practicing therapy in a shared space. Therapists are expected to uphold the highest
ethical standards and contribute positively to maintaining the organization, tidiness and
therapeutic atmosphere.

Signature: Date:

Building Better Brains Management Signature: Date:

This policy is subject to periodic review and updates. All staff members will be notified of any changes
promptly.
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Building Better Brains Staff, Student, Volunteer and Contractor
Conduct and Professional Behavior Policy

At Building Better Brains, we are committed to fostering a culture of responsibility,
growth, and excellence. Our success relies on the dedication and professionalism of our
staff and contractors. This policy outlines the expected conduct and professional
behavior of all team members to maintain a positive and supportive environment for our
clients and colleagues.

1. Professionalism:

Demonstrate integrity, honesty, and ethical behavior at all times.

e Uphold confidentiality and privacy standards regarding client and clinic
information.

e Dress in a manner that reflects the professional standards of our clinic.

2. Client-Centered Approach:

e Prioritize the well-being and satisfaction of our clients.
Actively listen to clients, respond to their needs, and provide empathetic care.
Demonstrate cultural competence and sensitivity to diverse backgrounds and
needs.

3. Collaborative Teamwork:

e Foster a collaborative and supportive work environment.
e Communicate effectively with colleagues, promoting a positive team spirit.
e Share knowledge and expertise for the continuous improvement of our services.

4. Responsibility:

e Be punctual and maintain reliable attendance.
e Take ownership of tasks and responsibilities assigned.



Communicate clearly to management or administration if you notice any issues
requiring action or improvement. We are committed to continual improvement -
we don't know what we don't know.

Notify manager/supervisors promptly if unable to fulfill duties as scheduled.

5. Above and Below the Line Thinking:

Embrace a growth mindset and strive for "above the line" thinking by focusing on
solutions, learning, and improvement.

Avoid "below the line" thinking characterized by blame, excuses, and denial.
Encourage constructive collaborative problem-solving instead.

6. Continuous Professional Development:

Engage in ongoing learning and professional development opportunities.
Stay informed about industry trends, research, and best practices.

Attend relevant training sessions and conferences as deemed beneficial for
professional growth.

7. Excellence in Service Delivery:

Provide services of the highest quality to meet or exceed industry standards.
Seek feedback from colleagues and clients to continuously enhance service
delivery.

Strive for excellence in all aspects of your work.

8. Communication:

Communicate openly, honestly, and respectfully with colleagues, supervisors, and
clients.

Address conflicts professionally and seek resolution through appropriate
channels.

9. Conflict Resolution:

e Approach conflicts with a solution-oriented mindset.
e Seek mediation through supervisors when conflicts arise.
e Maintain a positive and respectful demeanor in all interactions.



10. Social Media and External Communication:

e Exercise caution and discretion when engaging in social media.

e Represent Building Better Brains positively in external communications.
Consequences of Non-Compliance:

Failure to adhere to this policy may result in disciplinary action, up to and including
termination of employment.

Acknowledgment:

By signing below, | acknowledge that | have read and understood the Building Better
Brains Contractor and Staff, Student and Volunteer Conduct and Professional Behavior
Policy. | commit to upholding these standards in my role at the clinic.

Signature: Date:

Building Better Brains Management Signature: _____ Date:

This policy is subject to periodic review and updates. All staff members will be notified of any changes
promptly.






