Advertising Policy

Overview

This policy outlines how BGSA advertises its services, opportunities and brand. It ensures all
advertising is accurate, honest, respectful, culturally appropriate and compliant with relevant laws
and standards.

Scope

This policy applies to all advertising and promotional activity undertaken by BGSA, including social
media, websites, job advertisements, printed material, signage, email campaigns and third-party
advertising.

The requirements of this policy apply to all entities and employees of Buildgroup Services Australia
Pty. Ltd. and to the external stakeholders requesting to utilise BGSA logos and business information.

Guiding Principles
All advertising material produced by BGSA must be:

e accurate, clear, not misleading and complete, providing all relevant information relating to
the specific advertising activity;

o reflect BGSA values, community commitment, safety and inclusion;

e respect Aboriginal and Torres Strait Islander peoples and cultures; and

e promote equal opportunity and non discrimination.

Accuracy and Truthfulness

All advertising must present information that is clear, accurate, factual, current, complete and
written to be easily interpreted by the target audience.

Claims about BGSA services, experience, partnerships or outcomes must be able to be supported by
policies, practices, procedures, verified feedback and prior experience.

Images, testimonials and statements must be used with permission in line with the BGSA Privacy
Policy and reflect real or typical outcomes.

Cultural Respect and Inclusion

BGSA advertising must be presented respectfully towards all cultures, religions and demographics
with Australian society. As an Indigenous business, a focus on respect for Aboriginal and Torres Strait
Islander cultures, symbols and stories should be prioritised.

Cultural imagery and language must only be used appropriately, respectfully and within its intended
context.

All advertising material must avoid stereotypes, tokenism or misrepresentation of any kind.
Employment and Recruitment Advertising

All job advertisements and job promotional material must comply with equal opportunity and
workplace legislation. Job related advertising should include as a minimum:

e Job title
e Employment type e.g. full time, part time, casual, apprenticeship, etc.
e Job location
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e Expected duration (if known)

e Payrange and inclusions

e Employment conditions

e Selection criteria/application requirements/role expectations
e Experience/skills/qualifications required

e Potential start date (if known)

e How to apply

e BGSA contact to provide additional information

Job advertisements must use the approved BGSA templates that have been created and can be
utilised via the Nintex system to generate a Job Advertisement. The Nintex system will log
advertisements as their created in an Advertising Register to track advertisements and approvals.

Templates must not be altered without written approval.

Use of Branding and Logo

Aside from the purpose of re-sizing, the BGSA logo must not be edited, altered, recoloured or
distorted in any way. The logo must be used exactly as approved and in line with this Advertising

policy.

BGSA branding must not be used in a way that may damage or affect the organisation’s reputation.
Third parties may only use BGSA branding with written approval from BGSA Senior Management.

Compliance and Approvals

All advertising must comply with this Advertising Policy, Australian Consumer Law and relevant
regulations.

The content and format of advertising material must receive internal approval prior to publication
via Senior Management. Only after the advertising material is approved by Senior Management can
it be publicised.

Any concerns or complaints regarding advertising must be addressed promptly and accordance with
the BGSA Grievance & Complaints Policy and the BGSA Continuous Improvement Framework.

Breach of Policy

Failure to comply with this policy may result in advertising being immediately removed, reviewed
and corrected before it can be approved for re-publication by Senior Management.

Staff members found to be in breach of this Advertising Policy will be notified immediately and
retraining on this policy may be undertaken.

Serious or repeated breaches may result in disciplinary action or termination of employment.
Review

This policy will be reviewed annually each January to ensure it remains current and effective.
Reviews will also be undertaken following feedback provided by BGSA stakeholders in line with the
BGSA Continuous Improvement Framework.
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