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1. ABOUT BUILDGROUP SERVICES AUSTRALIA (BGSA)

BGSA are a Supply Nation Certified, NSW ICC Assured Member company who provide contingent
workforce and traffic management solutions across range of industries. With over 20 years of
experience within various industries, we have developed our services to provide efficient, user
friendly systems to delivery complex workforce solutions across all sectors.

As an Indigenous owned and led business, we strive to be a leader in empowering First Nations
Australians to secure self-determination and economic independence through employment and
skills development. BGSA encourages growth, education and development of our workforce in order
to develop skilled leaders for the next generation.

In addition to supporting First Nations Australians, BGSA extends our opportunities and support to
the broader community, with the ability to engage all people seeking growth through meaningful
employment, developing sustainable partnerships, no matter their skill level or experience. Without
limitations on who can engage and utilise our services, BGSA ensures that we can provide the best
workers for our clients, and we will work side by side with clients to develop and achieve the best
solutions and outcomes for everyone.

BGSA Mission
“Providing dynamic workforce solutions for business”

By providing innovative solutions for our client’s workforce needs, we deliver a dynamic service that
can adapt to your business needs. Connecting workers with the right skills to exceed client
expectations, ensure that your job can be completed with precision and on time.

BGSA Values
People

We value people and understand their importance to your business and ours, treating people the
way we want to be treated, with respect, integrity and honesty. We acknowledge the diverse nature
of people and that everyone has their own story and we value difference in opinion. We work hard
in ensure that we create a safe space for people to work and challenge or disagree respectfully.

Integrity

Integrity in business is extremely important. At BGSA, we ensure that our operations are conducted
honestly, factually and transparently. With open channels of communication and always being open
to negotiation, we strive to deliver innovative and impactful services to a high standard.

Efficiency

Design, development, implementation and ongoing reviews of our dynamic systems ensure that we
can deliver cost effective and efficient services to our clients. We believe that clear communication is
the key success and providing timely response times is paramount in the BGSA service model.

Delivery

Focusing on delivering positive outcomes for our clients, we believe in getting things right the first
time. Taking action whilst staying focused on exceeding delivery expectations mean more at BGSA
that just words, it’s an ethos we live by. Adapting real world solutions to complex problems is
something that we take pride in and thrive on.
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2. WHAT IS A HOSTED EMPLOYEE

BGSA Apprentices and Trainees are also referred to as hosted employees. While BGSA is your legal
employer, your day-to-day work will be undertaken with another organisation, known as your Host
Employer. This arrangement requires collaboration between all parties to ensure that you are
supported throughout your on and off the job training and are offered the necessary tasks and
experience to fulfil your Training Plan requirements.

Hosted employees sign a legally binding employment contract with BGSA and we are responsible for
your employment for the duration of your apprenticeship or traineeship. We work closely with our
Host Employers to coordinate your on-the-job training, coordinating the development of your
Training Plan, as well as managing your formal training enrolment so you can complete your
qualification. As you are employed by a Group Training Organisation (GTO), you can also be rotated
between Host Employers if necessary to broaden your experience and minimise disruption to your
training in the event of a shortage of work with your Host Employer.

BGSA ensures that it complies with Commonwealth and state legislation and that regulations
relevant to our operations are integrated into our policies, procedures, processes, systems and our
day-to-day work practices.

BGSA will remain your legal employer and as such, we will provide the following services directly to
you:

. Coordinate the development of your Training Plan

. Make applications for your Training Contract

. Processing of timesheets & payment of wages

. Issuing payslips & group certificates

. Monitoring of progress and performance (in conjunction with Host Employer and RTO)
. Provide required uniform/PPE (in conjunction with Host Employer)

. Ensure Workers Compensation coverage

. Provide mentoring and support for the length of your Apprenticeship/Traineeship

. Conduct regular scheduled and unscheduled workplace visits and make regular contact

If you have any questions or concerns relating to your employment arrangements, we encourage
you to contact BGSA staff to discuss as soon as possible.

3. YOUR BGSA GTO FIELD OFFICER

To ensure your training and employment experience is the best it can be, you are allocated a BGSA
Field Officer. This person will be your first point of contact for any questions or concerns you may
have during your apprenticeship or traineeship. They will be in touch with you on a regular basis to
see how you are progressing and provide any assistance you may require.

Your GTO Field Officer will:

. Be your mentor, providing guidance, advice, and feedback

o Monitor your progression in your qualification with your RTO and on-the-job training

J Ensure that you receive the necessary skills to achieve competency in your vocation

J Provide support wherever possible and provide referrals to other services that may be
able to provide specialised support services if required

J Facilitate WHS activities such as safety alerts, incident management, and ongoing
training (in partnership with your Host Employer)

J Liaise with your Host Employer to provide performance feedback and coaching
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Regular contact will be made with you as a minimum on your:

. First day

o First week

o First month

. Monthly check-ins (first 6 months)

. Quarterly Formal Appraisal meetings

Some of the activities involved:

Mentoring The GTO Field Officer will provide ongoing mentoring and support for
Trainees and Apprentices which includes follow up contact and additional
monitoring visits as required. A minimum monthly contact will be
maintained.

Workplace Health ~ WHS will be discussed at each contact to ensure that Trainees and

& Safety (WHS) Apprentices feel safe and are learning and understand WHS within their
workplace. This is also a time that Trainees and Apprentices can raise any
concerns or questions that they may have regarding WHS within their place
of work.

Virtual Visits For Trainees and Apprentices who may be undertaking their employment in
remote locations, BGSA visits can be conducted virtually via video
conference as required.

Performance Quarterly Formal Performance Appraisals are undertaken in the workplace
Appraisals & with the Trainee/Apprentice, the Host Employer (supervisor) and the GTO
Feedback Field Officer. This is undertaken to provide regular feedback to both BGSA

and the Trainee/Apprentice on how they are tracking and developing in the
workplace. A Performance Appraisal form may be sent to the Host
Employer supervisor prior to the visit for feedback that will be discussed
during the meeting.

4. WHO IS INVOLVED WITH YOUR TRAINEESHIP/APPRENTICESHIP

Employer

It all begins with the BGSA as your legal employer who recruits you then contacts an Apprenticeship
Network Provider to arrange your Training Contract (including your Training Plan), which outlines
the conditions of your training in the workplace. BGSA as your legal employer must provide a safe
workplace where quality training, practical instruction, learning and competency-based progression
can occur.

BGSA as your legal employer is a registered Group Training Organisation (GTO). We recruit you, pay
your wages, provide support and place you with a Host who conducts your workplace training.

Apprenticeship Network Provider (ANP)

ANPs provide you with information, advice and support throughout your Apprenticeship or
Traineeship. They prepare your National Training Contract and support BGSA in facilitating your ‘sign
up’, explain your rights and responsibilities and check that your training is progressing satisfactorily.
BGSA use Apprenticeship Support Australia as our ANP who provide the below services:

e  Conduct Training Contract sign up

e administer standard incentives program

e offer support services and

e have regular contact with the apprentice/trainee and employer
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For more information go to: www.apprenticeshipsupport.com.au or call 1300 363 831

Registered Training Organisation (RTO)

The RTO works with you and BGSA to deliver a training plan, deliver training, assess achievement of
skills and issue the qualification on successful completion. TAFE is an example of an RTO. An
Employer must release the Australian Apprentice for formal training and pay the appropriate wages
to attend any training and assessment set out in the training plan. Release time to complete formal
training is also stipulated in the full training plan. In partnership with BGSA, your RTO and your Host
Employer, we monitor your progress and assess your competence against each to the training units.
When you have been deemed competent in all of your training units, the RTO issue your
qualification. The contact details for your specific RTO will be provided to you during your BGSA
Induction.

Training Services NSW

Training Services NSW is a division within the NSW Department of Education. It is responsible for
government-funded vocational education and training (VET) in NSW. Training Services NSW leads
strategic policy, planning, funding, regulation and advice on VET to support economic, regional and
community development. Training Services NSW is responsible for the implementation of funded
programs, including Smart and Skilled, apprenticeships and traineeships and adult and community
education. It undertakes contract management of approved Smart and Skilled training providers and
implements quality assurance and performance monitoring to achieve the best possible outcomes
for students.

Training Services NSW has six regional and three Sydney metropolitan centres that service the needs
of local employers, training providers and individuals. The centres play a key role in implementing
training provider quality assurance, offering consumer advice and support in their local areas and
providing quality assurance of regulatory requirements for Traineeships/Apprenticeships.

Training Services NSW are also responsible for managing apprenticeships and traineeships in New
South Wales. They approve your application and ensure everyone carries out their responsibilities.
They also provide support, connect you with additional support services and resolve disputes you
may have with your employer or RTO. At the end of your training, they approve the completion of
your apprenticeship or traineeship and issue your Certificate of Proficiency. For more information go
to: www.training.nsw.gov.au or call 13 28 11.

School Based Trainee / Apprentice

If you’re a school-based apprentice/trainee, your school will be a partner in your apprenticeship/
traineeship as it forms part of your HSC. They’ll ensure your school timetable includes the time you
need to attend work and your RTO. BGSA will continue to communicate and work with your school
to provide ongoing support for the length of your apprenticeship/traineeship.

Host Employer Obligations

The Host Employer has authority and control of the workplace and over the duties performed. This
means that there is a strong expectation that the Host Employer will ensure the safety of contract
workers within the workplace. The Host Employer provides appropriate support, training and
supervision on the job for you to gain the skills and knowledge to complete the requirements of your
apprenticeship or traineeship.

Commissioner
Under the Apprenticeship and Traineeship Act 2001, the Commissioner plays an important role in
establishing and monitoring Apprenticeships and Traineeships.
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BGSA as an employer has certain duties and responsibilities under the Apprenticeship and
Traineeship Act 2001 to notify the Commissioner in certain matters as noted below:

(1) In relation to each apprentice or trainee that he or she employs, an employer must notify
the Commissioner of the following matters within 14 days after the matter arises:

(a) any injury to the apprentice or trainee that adversely affects the apprentice’s or
trainee’s ability to continue or complete the apprenticeship or traineeship,

(b) any failure by the apprentice or trainee to make satisfactory progress in learning the
competencies of the relevant vocation,

(c) any change in the relevant registered training organisation attended by the apprentice
or trainee,

(d) any failure by the apprentice or trainee to participate in, or make satisfactory progress
in, the training provided by the relevant registered training organisation,

(e) inthe case of an employer who places the apprentice or trainee with host employers,
any matter that is likely to have an adverse effect on the completion of the
apprenticeship or traineeship by the apprentice or trainee, including:

(i) any difficulties encountered by the employer in finding host employers, and
(i) any difficulties encountered by the apprentice or trainee in relation to any host
employer, whether in relation to training or employment or otherwise,

(f) any notice given to the apprentice or trainee of the employer’s intention to terminate
the employment of the apprentice or trainee.

(2) An employer must also notify the Commissioner of the following matters within 14 days
after the matter arises:

(a) any change in the name under which the employer carries on business or in the address
from which the employer carries on business,

(b) any change in the nature of the employer’s business that adversely affects the
employer’s ability to comply with his or her obligations under this Act.

For more information on the Apprenticeship and Traineeship Act 2001, please visit the below
website to see the legislation:

https://legislation.nsw.gov.au/view/html/inforce/current/act-2001-080
4.1: Progression

Progression in your qualification will be subject to the formal requirements of your trade
qualification as established by the relevant Vocational Training Order under the Apprenticeship and
Traineeship Act 2001. Your change of year will occur on your anniversary date, however, this is
subject to extension as a result of extended periods of leave, non-performance, or suspension.
Further details will be provided by your BGSA GTO Field Officer.

Should unsatisfactory progress be made in relation to your Training Plan or other issues that may
arise regarding your performance, a Performance Improvement Plan may be implemented. A
Performance Improvement Plan is created in consultation with the Apprentice/Trainee, Host
Employer and BGSA representative and it will contain the performance concerns that need to be
addressed, agreed corrective actions, supports that may be required, improvement timeframes and
other relevant information in order to support the Apprentice/Trainee realign with employment and
Training Plan expectations. The plan will be reviewed periodically and adjustments made as
required. The Performance Improvement Plan will be created and implemented in line with the
BGSA GTO Improvement Plan Process.
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For apprentices, the type of progression that applies depends on your award or agreement and is
usually:

e Time-based — you progress to the next pay level after you have worked a certain amount of
time (e.g. 12 months), or

e Competency-based — you move to the next pay level when you have met certain
requirements of the apprenticeship (which might be earlier than 12 months).

For trainees, the type of progression that applies depends on your award and the National Training
Wages Schedule and is usually:

e On 1st January each year when you reach the next year out of school, or
e For adult trainees, on the 12-month anniversary of your traineeship.

4.2: Competency Based Progression

A competency-based progression framework for apprentices and trainees focuses on the acquisition
and application of skills and knowledge to industry standards, rather than simply the amount of time
spent in training. Progression and completion are determined by demonstrating competence in the
workplace and formal training, as agreed upon by BGSA, your Host Employer and your Registered
Training Organisation (RTO) and will be reviewed regularly.

Key Components of the Framework

e Competency Definition: Competency is defined as the consistent application of knowledge
and skill to the standard of performance required in the workplace.

e Training Plan: A critical and "living" document negotiated by the employer, RTO, and
apprentice/trainee. This plan:

- Outlines the specific units of competency that must be achieved to complete the
qualification.

- Details how and when training and assessment will occur, including both on-the-job and
off-the-job training.

- Isregularly reviewed to monitor progress and address any issues.

o Assessment and Sign-off: Completion of the apprenticeship or traineeship requires a dual
sign-off process:

- The apprentice/trainee must complete all formal study and assessments with the RTO.
- BGSA and the Host Employer must confirm with the RTO that the individual is
competent in applying those skills and knowledge in the actual workplace.

o Flexibility and Duration: This approach means that the training contract can be completed
earlier than the nominal (expected) finish date if the apprentice/trainee demonstrates the
required competence sooner. Equally, it allows for more time if needed to reach full
competence.

e Wage Progression: In a competency-based system, an apprentice's wage may increase as
they reach specific skill milestones, as opposed to solely after a certain period of time (e.g.,
12 months). The relevant industrial award or agreement specifies which method applies.

Roles and Responsibilities

e BGSA & Host Employer: Provides appropriate facilities, supervision, and opportunities for
on-the-job training. They work with the RTO to develop the training plan and confirm
workplace competence.

e Registered Training Organisation (RTO): Delivers formal training and assessment, develops
the training plan, and records the achievement of competencies.
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e Apprentice/Trainee: Participates in developing their training plan, actively engages in
training, maintains a logbook to document progress, and applies their learning in the
workplace.

For more information, you can check the specific guidelines provided by the NSW Government or
the Fair Work Ombudsman regarding wages and conditions.

4.3: Rotation

As a hosted employee, you can be rotated to another host employer if necessary to broaden your
skills and experience and meet your training requirements to complete your qualification. This
means that you may be moved within your original host employer’s sites and/or between host
employers to undertake additional duties and training. When a rotation is likely or planned, we will
discuss the requirements with you and in consultation, create a Rotation Plan prior to implementing
any changes.

4.4: Stand Down

Stand down under terms of Fair Work Act (See Fair Work Act s.524-525)
An employer may stand down an employee during a period in which the employee cannot usefully
be employed because of a number of circumstances including:

e industrial action (other than industrial action organised or engaged in by the employer)

e a breakdown of machinery or equipment, if the employer cannot reasonably be held
responsible for the breakdown, or

e astoppage of work for any cause for which the employer cannot reasonably be held
responsible.

Payments during a period of stand down
If an employer stands down an employee during a period in accordance with s.524 of the Fair Work
Act, then the employer is not required to make payments to the employee for that period.

Section 524 is intended to relieve an employer of the obligation to pay wages to employees who
cannot be usefully employed in certain limited circumstances. The consequences of a stand down
can be severe for an employee as the employee may be deprived of wages for a lengthy period.
Whether a particular employee can be usefully employed is a question of fact to be determined
having regard to the circumstances that face the employer.

A host employer has the right to return an apprentice or trainee to BGSA at any time. In situations
where an apprentice or trainee has been returned to BGSA as the result of a shortage of work, a lack
of appropriate training opportunities, or another reason that has impacted on your Host’s ability to
sustain your placement in their business, BGSA will make every endeavour to source you a suitable
placement with another host employer in your relevant trade/vocation. If you are returned to BGSA,
you will be able to use any outstanding leave, and then leave without pay, while we attempt to find
an alternate employer.

Unless there has been a serious breach of workplace behaviour warranting immediate cancellation
of your training contract, you are entitled to receive one week’s notice (or one week’s pay in lieu of
notice) in the event that you are being returned to BGSA by a host employer.

Stand down under terms of enterprise agreement or contract of employment
An employer may not stand down an employee under s.524 of the Fair Work Act if:

e an enterprise agreement, or a contract of employment, applies to the employer and the
employee, and
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e the agreement or contract provides for the employer to stand down the employee during
the relevant period if the employee cannot usefully be employed during that period because
of industrial action (other than industrial action organised by the employer), or a breakdown
of machinery or stoppage of work for which the employer cannot reasonably be held
responsible.

Note: An enterprise agreement or a contract of employment may also include terms that impose
additional requirements that an employer must meet before standing down an employee (for
example requirements relating to consultation or notice).

If the terms of an enterprise agreement or contract of employment provide for the standing down of
employees, then the employer will generally need to rely upon the terms of the enterprise
agreement or contract of employment to affect a stand down of an employee.

Please refer to the BGSA Stand Down Policy for further information and if you have any concerns
regarding your situation, you can contact your BGSA Field Officer and or www.fwc.gov.au

4.5: Completion

The conclusion of your employment with BGSA will occur on or prior to the nominal completion date
indicated on your Training Contract. In cases where a suspension occurs during your apprenticeship
or traineeship, this date may be adjusted accordingly. At the time of your completion, all unused
annual leave with the relevant leave loading (if applicable) and accrued RDOs (Rostered Days Off)
will be paid to you. Formal completion of your qualifications will be in accordance with the
provisions of the relevant state Act.

4.6: Resolution support for concerns

You are encouraged to make regular contact with your GTO Field Officer to raise any concerns you
have about your work, your Host Employer, or your training. We will make every effort to help you
resolve all concerns in a prompt and respectful manner. However, if you are not satisfied that you

were given the right help at the time, you can lodge a formal complaint or grievance by contacting
your GTO Field Officer or online via the BGSA website. For more information, please refer to BGSA
Grievance Policy.

If you feel you're not getting the right training from your training organisation, firstly check your
training plan - it tells you what you should be learning, in what timeframe, where, and how.

Next, talk to your trainer or your training organisation’s support staff. You can use your training plan
as an official document to refer to during your discussion. Your GTO Field Officer can support you
with this and facilitate any discussions.

If you're still not convinced, talk to your workplace supervisor and ask for their advice.

Training Services NSW can also intervene on your behalf. Call your nearest Training Services centre
on 13 28 11 or visit the Training Services NSW website: www.training.nsw.gov.au for more
information.

5. SAFETY

BGSA is committed to maintaining a safe, healthy, and legally compliant working environment across
all Australian states and territories in which it operates. The company’s safety systems are aligned
with applicable Work Health and Safety (WHS) Acts and Regulations, supported by relevant Codes of
Practice and state-based requirements where variations apply.
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Safety is embedded into business operations and decision-making to protect workers, clients, and
the public, while minimising operational risk and supporting sustainable business growth.

We take every measure to ensure host employers meet or exceed the most stringent safety
requirements and legislative standards. We do this by undertaking a thorough Workplace Health
Safety (WHS) review with each host employer prior to placement and throughout the duration of
your employment.

Host Employers must identify any foreseeable hazard arising from (but not limited to) the work
premises, work practices, tools or machinery, manual handling, the layout and condition of work
premises and potential for workplace violence.

Host Employers must assess the risk of harm to the health and safety of any employee or other
person legally at the employer’s place of work.

Host Employers must eliminate or control these risks and review these risk assessments and control
measures. For example: move electrical leads from walkways, ensure ergonomics are considered in
workstation layout, etc.

If you raise any safety concern with us, we will respond promptly and report back to you with agreed
actions to improve the situation. If an incident occurs, it is essential that you notify your BGSA GTO
Field Officer.

6. Privacy

BGSA recognises a hosted employee’s right to privacy. Our Privacy Policy identifies how we manage
information we learn about you. We collect and store your employment details and progress reports
from your RTO in a secure manner. We do not disclose information you provide to us without your
prior written consent. The information we collect from you is protected. Personal employment files
will only contain information pertinent to your employment or training program. The confidentiality
of all personal information in our records will be protected under the Privacy Amendment
(Enhancing Privacy Protection Act 2012) and in accordance with our Privacy Policy.

6. RESPONSIBILITIES AS A HOSTED EMPLOYEE

6.1: Responsibilities to BGSA and your Host Employer

Your commitment is to apply yourself to your training so that you have the skills and experience to
pursue a successful career in your chosen vocation upon completion. Your obligations include
making all reasonable efforts to:

e Acquire the skills of the vocation
e Obtain the appropriate qualification as per your training plan and
e Adhere to Policies and Procedures set by BGSA & Host Employer.

You must make reasonable effort to complete your apprenticeship or traineeship by:

e Accepting instruction and training given by, or on behalf of, your Host Employer in the
workplace

e Attending scheduled training delivered by the RTO

e Completing assignments and other assessment tasks set by the RTO and

e Maintaining the competency record book or work evidence guide if one has been issued.

BGSA requires all hosted employees to conduct themselves at the highest standards of honesty,
integrity, respect, and fairness as detailed in the BGSA Code of Conduct and Ethics. Any breaches of
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the Code of Conduct and Ethics will be considered a serious offence and will lead to disciplinary
action and/or possible termination of employment.

BGSA requires that your dress and personal presentation be complementary to yourself, BGSA and
the Host Employer’s image (aligning with PPE standard in relevant industries). Restrictions may apply
to the visibility of tattoos and body piercings.

All BGSA Trainees and Apprentices undergo a pre-employment induction where you are provided
with detailed information on your employment, training, WHS and any other relevant information
prior too commencing employment with your Host Employer. At this induction, handbooks and
other information is provided that outline the expectations of you through the
traineeship/apprenticeship, policies, conditions of employment and additional information to assist
you through your employment. You will also need to complete a workplace induction for each Host
Employer workplace that you will be working in.

Your GTO Field Officer is in regular contact with your host employer and RTO, and we will receive
regular feedback on your performance. If there are any concerns or areas of improvement, your GTO
Field Officer will provide you with coaching and mentoring in these areas and if required, engage
additional support services. Where formal performance action is required, you will be given
advanced notice of the issue. If you are under 18 years of age, your parent or guardian will also be
advised of the concerns. You will be provided with the opportunity to have a support person with
you to all performance-related discussions. BGSA will ensure that a proper investigation is
undertaken to gather all the relevant facts prior to any action being taken.

6.2: Responsibilities to your Registered Training Organisation (RTO)

All hosted employees are required to establish and maintain a satisfactory standard of progress and
performance in your RTO studies in accordance with the Training Plan. It is essential that you attend
the RTO when required and that your trainer signs off on your RTO card each week. The RTO card
must be submitted with your timesheet at the end of each week to ensure correct payment of
wages. Financial assistance may be available for hosted employees who attend an RTO where the
trip is more than 120km (round trip). For further information regarding this, you can discuss with
your GTO Field Officer.

If have previously completed related learning prior to commencing your qualification with BGSA, you
may be eligible to reduce time required to complete your qualification through Recognition of Prior
Learning (RPL). Any such evidence must be produced at or before the time you accept employment
with us. Please speak to your GTO Field Officer to discuss the evidence you will need to supply.

You will only be paid for your RTO attendance once. If you fail a subject, it is then your responsibility
to make arrangements for re-sitting the subject and you will not be paid for attendance. In the event
that a hosted employee fails to maintain a satisfactory standard of progress in their RTO studies,
they will receive support from their GTO Field Officer. If the hosted employee shows no
improvement, this will result in performance counselling. Where appropriate, a remedial program
will be undertaken to ensure that the hosted employee has every opportunity to progress and
remain within the vocation. If a hosted employee is unable to maintain a satisfactory standard of
progress following counselling and remedial action by BGSA, the matter will be referred to the
relevant BGSA Manager. This may result in cancellation of the apprenticeship or traineeship.

6.3: BGSA Code of Conduct and Ethics

During your employment with BGSA, you are bound by the practices outlined in the BGSA Code of
Conduct and Ethics. This document will be provided to you as part of your on-boarding pack and will
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be explained to you in your induction. Please familiarise yourself with the expectations set out in this
document.

In addition to the Code of Conduct and Ethics, as a hosted employee you will be expected to comply
with the below expectations of professional conduct:

e Acknowledge and agree to honour your ethical obligations to BGSA, your host employer,
your workmates, the general public and other various stakeholders

e Adhere to workplace policies and procedures relevant to your host employer and/or your
worksite

e Take personal accountability for what you do, whether right or wrong

e Refrain from behaviour that harms the public’s perception of BGSA and/or your host
employer

e Focus on safety as the highest priority

e Speak the truth with no intent to deceive or mislead others

e Ensure your performance reports are accurate, honest, and include my progress both on-
the-job and with your RTO studies, including any issues or concerns

e Always respect my colleagues and classmates, refraining from any behaviours which could
offend, bully, harass, or otherwise harm them

e Honour all agreements you make with my host employer, my colleagues, and others

e Ensure that business related information from BGSA and your host employer is kept
confidential

e Avoid actual or perceived conflicts of interest and if in doubt, openly disclose and discuss
your concerns with your workplace supervisor and your GTO Field Officer

e Report any misconduct that occurs in the workplace to your GTO Field Officer, host
supervisor, and/or relevant manager

e Use your host employer’s time, resources, and amenities diligently and respectfully,
including all workplace facilities, equipment, and vehicles

e Refuse to engage in and/or sanction activities that are only for personal gain and which
would be at the expense of your host employer or BGSA

e Not post negative photos or comments on social media in relation to BGSA or your host
employer

e Ensure your personal presentation is neat and tidy at all times, as well as adhering to the
host employer’s uniform policy and dress standards

o Not smoke within the premises, cars, plant, or equipment of my host employer, if prohibited

6.4: General responsibilities

6.4.1 — Attendance and punctuality

Leave must be authorised by prior arrangement with your Host Employer and GTO Field Officer.
When you are absent for any reason, your host employer GTO Field Officer must be notified as soon
as possible prior to your start time on the first day of absence. Poor attendance and/or lateness
(except on unavoidable occasions) will place your employment at risk. Any leave must be taken in
accordance with the BGSA Leave Policy.

6.4.2 —Hours of work

You are required to work up to the minimum ordinary hours per week as outlined in your Letter of
Offer. This includes attendance both at work and your RTO. These hours will be worked according to
the systems in operation at your current work location.
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6.4.3 — Rate of pay

Rates of pay, allowances, and other conditions of employment are based upon the relevant Modern
Award for your trade and industry, or the Above Award provisions outlined in your Letter of Offer.
Pay and conditions will be explained by your GTO Field Officer prior to commencement.

6.4.4 - Overtime

Hosted employees may be requested to work a reasonable amount of overtime if it is requested by
their Host Employer. If you feel that you are working an unreasonable amount of overtime which is
placing your safety at risk, contact your GTO Field Officer immediately. Overtime will be
compensated in accordance with the relevant Modern Award or Above Award provisions agreed to
in your Letter of Offer.

6.4.5 — Lost time to be made up

In the event that you have a significant amount of unpaid time off (1 month or more) during your
apprenticeship or traineeship due to injury, illness or other occurrence, you may be required to
make up this lost time in order to complete your qualification. BGSA will work with you, the ANP and
TSNSW to devise a pathway and ensure any lost time is made up where required.

6.4.6 — Abandonment of employment

Abandonment of employment occurs when there is a clear act from the hosted employee (other
than resignation) that the employment relationship is at an end. If you are absent from work for a
continuous period exceeding 3 working days without consent or notification to both your Host
Employer and GTO Field Officer, you will be deemed to have abandoned your employment. In such a
situation, we will make all reasonable efforts to communicate with you. However, after 7 days from
your last attendance at work or notice given that you were unable to attend work, you will be
deemed to have abandoned your employment. This will lead to the cancellation of your employment
and Training Contract.

6.4.7 — Work Record

Detailed records are maintained of your employment and training progress. This includes placement
on various projects or with various RTO's, the experience you have obtained, together with an
assessment by each Host Employer with whom you have worked. This record is available for your
inspection should you so request.

6.4.8 — Use of mobile phones while at work

Mobile phones are only to be used during personal time. This is before work, after work and during
personal breaks permitted by your Host Employer. Mobile phones should be switched off at all other
times whilst at work. Should the Host employer have a mobile phone policy, then this policy must be
adhered to. In addition, inappropriate use of mobile phone cameras is prohibited.

6.4.9 — Payment of wages

Hosted employees are required to have an account with their preferred financial institution.
Payment of wages will be made directly to this account by electronic transfer on a weekly basis. The
pay week is from Monday to Sunday inclusive. Authorised timesheets must be lodged as instructed
during your induction and as adjusted from time to time. Payroll will be processed only once per
week as per the below schedule.
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It is your responsibility to ensure the timesheet is lodged on time. All payroll issues or enquiries
should be emailed to timesheets@bgsa.com.au.

Failure to submit an authorised timesheet or RTO card may result in disciplinary action. You will not
be paid until an authorised timesheet is submitted.

6.4.10 — Training costs: textbooks and fees

Certain Modern Awards provide an entitlement to reimbursement of the cost of all prescribed
textbooks required for the apprenticeship or traineeship. This reimbursement is subject to provision
of original evidence of purchase (receipt). Please contact your GTO Field Officer if you have any
guestions relating to reimbursement of RTO-related resources.

6.5: Types of leave

Any proposed leave requests which affect your RTO attendance must first be approved by your GTO
Field Officer and your Host Employer. The GTO Field Officer will determine if leave is granted subject
to the potential impact it may have on your study following consultation with your RTO.

All leave entitlements and conditions are provided for in the National Employment Standards (NES).
Your specific entitlements and conditions will be determined by your Modern Award and/or Above
Award provisions outlined in your Letter of Offer. Please see the BGSA Leave Policy or contact your
GTO Field Officer if you have any questions relating to your entitlements.

Annual leave and personal/carers leave will accrue based on the nominal hours worked within each
completed four-week period. Nominal hours consist of the specified number of hours per week,
minus any unauthorised or unpaid absences and any periods of industrial action.

The term immediate family means a spouse, child, stepchildren, parent, grandparent, grandchild or
sibling of you or your spouse.

Types of leave include:

Personal Leave Annual Leave
Compassionate & Family & Domestic

Bereavement Leave Violence Leave

Rostered Day Off (RDO) Parental Leave

Community Services

Vaccination Leave (including Jury Duty)
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6.5.1 — Annual Leave

In order to take annual leave, you must complete a leave request form and submit this with your
GTO Field Officer, which must be approved by your Host Employer. The maximum amount of leave
that can be accrued before being directed by BGSA to take leave is 6 weeks. The leave request
should be submitted at least 3 weeks in advance.

BGSA has a closure period over Christmas & New Year. Timesheets must be submitted and approved
in advance based on your usual hours of work or as otherwise advised by BGSA. Any adjustments
required during this period (e.g., overtime) will be resolved in the first few weeks of work in the New
Year.

6.5.2 — Personal/Carer’s Leave

Personal/carer’s leave is paid leave taken due to personal illness or injury, or to provide care to an
unwell member of your immediate family or household.

You must notify your Host Employer and GTO Field Officer of personal leave absences prior to your
start time on the first day of leave by phone (a text message is not acceptable). A Medical Certificate
or Registered Health Practitioners Certificate must be provided for all absences more than two days.
If you are unable to provide either of these, a statutory declaration may be provided for single day
absences only.

Please note that single day absences either before or after a public holiday must be supported by a
Medical Certificate, Registered Health Practitioners Certificate or statutory declaration. Any hosted
employee who is suspected of misusing their personal leave provisions will be performance
counselled and may be required to provide medical certificates for every period of personal leave
applied for. Please note that online medical certificates will not be accepted in these instances.

6.5.3 — Compassionate Leave

All full time and part time employees are entitled to compassionate leave. An employee is entitled to
take 2 days of paid compassionate leave for each occasion when a member of your immediate
family or household is suffering from a serious or life-threatening personal injury or illness or dies.
An employee is also eligible for compassionate leave if you or your current spouse or de facto
partner experiences a miscarriage.

You are required to notify BGSA as soon as practical. Where additional leave is required, you are
entitled to submit an application for further leave. Additional leave may be paid from personal or
annual leave accruals as determined on a case-by-case basis. BGSA reserves the right to request
proof of illness, injury, or death in the form of a funeral notice, letter from treating doctor, or
statutory declaration.

6.5.4 — Parental Leave

BGSA provides comprehensive support for eligible employees undertaking parental leave. This
support is consistent with, and supplementary to, provisions made by Fair Work Australia and the
Commonwealth Government.

6.5.5 — Community Service Leave (including Jury Duty)

BGSA hosted employees are eligible to apply for unpaid community service leave for voluntary
emergency management activities. An employee engages in emergency management when:

e The activity involves dealing with an emergency or natural disaster
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e The employees engage in the activity on a voluntary basis

o The employees were either requested to engage in an activity, or it would be reasonable to
expect that a request would have been made if circumstances permitted

e The employee is a member of or has a member-like association with a recognised
emergency management body.

BGSA will consider applications for community service leave (excluding jury duty) on a case-by-case
basis. Consideration will be given to the length of leave requested and the business’ operational
requirements in deciding whether to accept or decline the application.

Employees required to attend jury service must advise BGSA of the period or expected period of
leave as soon as possible, providing evidence showing that they are required to attend jury duty.
BGSA appreciates that unexpected time off work can place undue pressure on an employee. If you
are concerned about the impact jury duty may have on your employment, please contact your GTO
Field Officer.

6.5.6 — Family and Domestic Violence Leave

An employee impacted by domestic violence will have access to paid family and domestic violence
leave of up to 10 days in a 12-month period. The leave can be used when:

e An employee is experiencing family and domestic violence

e An employee needs to do something to deal with the impact of family and domestic violence

e Itis impractical for the employee to deal with the impact of family and domestic violence
outside of the ordinary hours of work (this could include, but is not limited to, attending
urgent court hearings, accessing police services, and relocation to a safe place)

BGSA will consider all applications for flexible working arrangements made by employees
experiencing domestic violence. Personal information concerning domestic violence will be kept
confidential by BGSA.

6.5.7 — Rostered Day Off (RDO’s)

Rostered days off (RDQ’s) (if applicable), are based on the requirements of and in agreement with
your Host Employer and are to be taken in accordance with Host Employer requirements. A total of 5
RDOQO’s can be accrued before being taken. The company may direct you to take your RDO’s if greater
than 5 are accrued or BGSA has the right to pay out RDO’s accrued greater than 5 days, which are
paid out in July and December of each calendar year. Where an RDO falls on an RTO training day,
you must attend the RTO, and an alternate day will be arranged for your RDO.

7. FORMAL AGREEMENT

7.1: Your employment agreement

Hosted employees are employed by BGSA for the term of their Training Contract. The Contract of
Employment requires hosted employees to complete their term with BGSA unless there is reason for
cancellation of the contract by either party or by mutual consent. Application for cancellation is a
serious matter and can only be granted by the relevant State Training Authority or the
Commissioner. BGSA reserves the right to stand hosted employees down without pay in accordance
with Section 524 of the Fair Work Act 2009 (including where the host employer has no work for the
employee). Please refer to the Stand Down section in this handbook and refer to the BGSA Stand
Down Policy.
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7.2: Training Contract

In addition to the employment agreement, contracts are issued by the relevant State Training
Authority and signed by BGSA as the legal employer, you as the hosted employee, and by a parent or
guardian if the hosted employee is under 18 years of age. Upon completion of the contract to a
satisfactory level, the hosted employee becomes qualified in their vocation. A copy of the contract is
held by the hosted employee during the period of employment. You are required to read,
understand, retain, and comply with all requirements of this contract.

7.3: Training Plan

BGSA will organise a suitable RTO to deliver your formal training. Hosted employees may be required
to attend formal training on-campus with the RTO. Training can also be delivered on-site with the
host employer and/or online, depending on the qualification and RTO.

The Training Plan is a formal agreement involving BGSA, the hosted employee and the RTO, which
sets out the units of competency that you will undertake. The course may include compulsory units
and elective options. When we have reached agreement about the course work and the
qualification, this information is captured in the Training Plan. The Training Plan is submitted to the
relevant State Training Authority and becomes part of your Training Contract.

8. BGSA POLICIES

BGSA prioritises the safety, wellbeing, and professionalism of our workforce. To ensure a safe and
ethical work environment, we have established a comprehensive set of policies and procedures. Our
commitment to upholding these standards is reflected in our Code of Conduct and Ethics, which
serves as a guiding framework for all BGSA employees. By adhering to these policies, we strive to
create a workplace where everyone feels respected, valued, and empowered to thrive. For more
information or to gain a copy of any of our Policies or Procedures, please contact your GTO Field
Officer.

9. INDUCTIONS

Upon acceptance of employment and prior to commencing any role with a Host Employer, you will
be required complete an induction with BGSA and most likely an induction for each of your Host
Employers.

The BGSA induction will be conducted in person by a BGSA Group Training Field Officer or other
BGSA representative prior to your first day that you are scheduled to commence with your Host
Employer and prior to any Host Employer inductions undertaken.

The BGSA Group Training Field Officer or other BGSA representative will work through the resources
outlined in the Group Training Employee Induction Procedure with the hosted employee to explain
roles and responsibilities (including all parties involved), conditions of employment, WHS, formal
training and set expectations in line with BGSA policies and practices.

As mentioned earlier, a major component of this induction relates to WHS. The BGSA Group Training
Field Officer or other BGSA representative will explain expectations and responsibilities relating to
WHS in detail to ensure that your responsibilities and the responsibilities of other relating to WHS
are thoroughly understood.

Host Employer inductions could include online inductions and site-specific inductions.

Online inductions can be completed at home or if you do not have access to the internet, you can
attend our office to gain access to the internet and complete this induction.
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For any site-specific inductions, you may be require to attend the work site at a given time prior to
your ordinary start time in order for you to complete this induction and commence work following
the induction completion.

10. EMERGENCY CONTACT INFORMATION

All workers prior to commencement of employment with BGSA will have provided emergency
contact information in case of an emergency. BGSA may be obliged to contact your designated
emergency contact should such a situation arise. Should your emergency contact or next of kin
details change at any time, please notify your GTO Field Officer immediately so that we can update
your information in our systems.

11. DISCLOSURE OF MEDICAL CONDITIONS

Prior to being employed, you are required by law to disclose any medical conditions or pre-existing
illnesses that may affect your ability to perform your job. The Medical History Questionnaire
completed as part of your BGSA Registration Forms must be completed honestly and in full to
determine your suitability to perform required duties in order to undertake tasks for specific roles. If
you are injured within the workplace and you have failed to disclose any pre-existing medical
condition, BGSA and its insurers may not be liable to pay any compensation that you may have
otherwise been entitled to.

Depending on your employment position and your Host Employer, you may be required to complete
a pre-employment medical assessment. Should you be required to undertake a pre-employment
medical assessment, this will be at no cost to you, and it will be arranged by BGSA. If this is a
requirement of your employment, you will be informed prior to any offer of employment.

12. CONFIDENTIALITY

As part of the BGSA Registration Forms, you as the worker will sign a confidentiality agreement in
respect to information obtained from being employed by BGSA and the Host Employer. It is the
workers obligation to ensure private and sensitive information obtained in respect to clients and
intellectual properties of the Host Employer are not divulged to any third party.

All agreements and personnel files are maintained by BGSA in secure circumstances and not
disclosed to any third parties in accordance with our Privacy Policy.

13. ACCESS & EQUITY

Access generally refers to the ability to enter employment and training. Improving access may
include improving physical access to a training venue, ensuring that selection criteria do not
discriminate against clients, adapting marketing activities to encourage all clients. Access issues form
a sub-set within equity issues.

Equity is a term used to cover issues relating to access to Employment, Vocational Training and
Education. Equity issues range from providing a supportive learning environment to adjusting
assessments to meet individual circumstances. Basically, equity refers to the ability to achieve
results in employment and training to receive employment and training in an inclusive environment
with inclusive materials.

An inclusive environment or set of materials is one that acknowledges and values the differences
between people and cultures. It recognises and embraces difference and provides how all workers
have the best opportunity to achieve their goals.
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As an Employer, BGSA complies with Commonwealth anti-discrimination legislation and seeks to
employ the most appropriate person for the job and without discrimination. Should you have any
special requirements, please notify your GTO Field Officer immediately.

14. CONFLICT OF INTEREST

More generally, conflicts of interest can be defined as any situation in which an individual holds a
position where they can exploit in their professional or official capacity in some way for their
personal benefit.

The following are the most common forms of conflicts of interests:

e Qutside employment, in which the interests of one job contradict another.

e  Gifts from friends who also do business with the person receiving the gifts. (Such gifts may
include non-tangible things of value such as transportation and lodging.)

e Other improper acts that are sometimes classified as conflicts of interests are probably
better classified elsewhere. Accepting bribes can be classified as corruption; almost
everyone in a position of authority has the potential for such wrongdoing.

e Bank staff serving members of their family and/or opening bank accounts

e Employees performing jobs and accepting gifts in return for their work.

Should any conflict of interest arise whilst engaging BGSA, please notify us immediately to discuss.

15. GRIEVANCE & DISPUTES

The purpose of this procedure is to allow a formal and speedy process to enable BGSA workers, Staff
Members, Host employers and other stakeholders bring a grievance to the attention of senior
management and to assist in the resolution of such grievances.

Complaints and Grievance Procedure:

o The BGSA Staff member and other stakeholders should first raise the matter with the
manager in order to resolve the matter immediately.

. If the manager does not resolve the issue, the above parties need to raise the matter
with Senior Management, in order to resolve the grievance.

. If Senior Management does not resolve the issue, a formal complaint may be made. Any

formal complaint must be in writing and should be addressed to the Managing Director
of Buildgroup Services Australia.

. The Managing Director will then liaise with all relevant parties named in the complaint
within 5 working days of receipt of the complaint. The aim of this initial contact would
be to resolve the matter to the satisfaction of the complainant.

. If the complaint is not resolved by this stage, a meeting shall be arranged within a
further 5 working days, on a date to be mutually agreed, with the individual parties
separately. If the outcome of those individual meetings is satisfactory to all parties, the
matter will be deemed to be resolved.

o If not resolved at this point, the individual meetings should be followed as soon as
practicable by a joint meeting of all parties and senior representatives of BGSA.

o If the complaint is still not resolved, the complainant is entitled to approach Industrial
Relations Tribunal.

. Whilst the dispute is being resolved the employee must also comply with any reasonable

direction of the company to perform other available work. In making this direction, the
company must have regard to any applicable workplace health and safety law and
whether the work is appropriate for the employee.
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Fairwork Ombudsmen:
If the matter is not resolved by this stage, it will go through the grievance procedures the
complainant is entitled to approach Fairwork Ombudsmen at: www.fwc.gov.au

An employee’s guide to resolving workplace issues:
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/best-practice-
guides/effective-dispute-resolution

Training Services NSW:

Help is available if difficulties arise with an Apprenticeship/Traineeship. If difficulties arise between
the Host employer and the Apprentice/Trainee, the local Training Services NSW Centre should be
contacted immediately. A Training Advisor can visit the workplace to discuss the issues, give advice
and attempt to resolve the dispute.

If the Training Advisor is unable to resolve the dispute, the matter will be referred to the
Commissioner for resolution. The Commissioner will convene a hearing, to effect a settlement that is
acceptable to all parties or make a determination if an acceptable settlement cannot be reached.

The Commissioner determines complaints either by dismissing the complaint or resolving it
(depending on its merits) and may order the parties to take a particular course of action.

The Commissioner is given authority under the provisions of the Apprenticeship and Traineeship Act
2001 to provide for the regulation of apprenticeships and traineeships and other purposes. Hearings
are chaired by the Commissioner for Vocational Training (or the Commissioner's delegate) and when
required Industrial Representatives. The representatives may consist of members who represent the
NSW Government, employers and their associations, industry groups, unions and public and private

registered training organisations.

Dispute resolution:
https://www.training.nsw.gov.au/apprenticeships_traineeships/policy/policy_procedures/solving_p
roblems.html

https://education.nsw.gov.au/skills-nsw/apprentices-and-trainees/support-with-your-
apprenticeship-or-traineeship/solving-disputes/appeals-and-reviews

What is the role of the Commissioner for Vocational Training?
The Commissioner:
e conciliates and determines disputes between employers and apprentices or trainees
e considers applications for transfer or cancellation of an Apprenticeship/Traineeship when
disagreement exists between the apprentice or trainee and the employer
e considers applications for variation to a training contract or training plan of an
Apprenticeship or Traineeship when the application is outside the local Training Services
NSW Centre delegations
e considers applications for a Certificate of Proficiency via recognition of trade qualifications
gained in NSW or elsewhere

You can contact 13 28 11 for further details

Review of Complaints

All complaints received by BGSA will be reviewed by Senior Management to assess the nature of the
complaint, investigate probable causes of the issues raise and meet with all parties involved. Issues
that have been raised with BGSA will be assessed in line with BGSA practices and if required,
corrective actions will be made in revising BGSA practices as part of our continuous improvement
strategy.
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Once a thorough review has been undertaken by BGSA Senior Management, all parties involved will
be notified regarding the outcomes of the review and any corrective actions taken to rectify the
matter. Should any party involved disagree with the review and or the outcomes, you may request
another review or take additional steps in line with this procedure.

BGSA will keep a Complaints Register to record issues raised and actions taken.

16. CODE OF PRACTICE

BGSA service providers commit to observe the highest standards of fairness and professional
practice as we deliver the services and obligations outlined through our respective contracts with
other business partners.

At all times, our priority is to assist clients to achieve the best employment outcomes, through our
services. We will deliver services to our clients (BGSA workforce, employers, and other service
providers) to the best of our ability and with adherence to contracted requirements and service
guidelines.

We operate our services in a manner that -

A. Upholds the integrity and good reputation of employment services by:

e Acting with honesty, due care and diligence,

e Behaving ethically and professionally, and being openly accountable for our actions,

e Avoiding any practice or activity which could reasonably be foreseen to bring BGSA services
into disrepute,

e Complying with all relevant Australian laws and regulations and

e Complying with Anti-discrimination laws and regulations.

B. Demonstrate our commitment to clients by:

e Being supportive and helpful to clients in their pursuit of employment,

e Focusing our assistance to help clients to achieve the best outcome,

e Treating clients fairly and with respect,

e Addressing clients and employers in a friendly, courteous and culturally sensitive manner,
and

e Considering clients’ individual circumstances and backgrounds.

C. is accurate and relevant by:

e Providing on-going assistance to clients for the duration of our service to them,

e Providing information about programs or services that may further develop their skills,

e Ensuring we have premises and facilities appropriate to deliver services with privacy and
dignity,

e Ensuring that the information that we collect about clients is relevant and necessary and is
kept confidential,

e Tailoring assistance to clients with consideration of their individual needs, and

e Demonstrating flexibility in service delivery as clients” circumstances change.

D. Is communicated clearly and effectively by:

e  Wherever practicable, ensuring that the BGSA workforce is aware of their rights and
obligations,
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e Provide timely feedback and information to BGSA Workers about decisions that we make
that could affect them, and

e Providing BGSA Workers with access to relevant records we have about them in accordance
with applicable legislation, on request.

E. Encourages feedback without prejudice by ensuring that:

e We have a complaints process of which the BGSA workers are made aware,

e Staff seek and appropriately respond to BGSA workers feedback with the aim of
continuously improving services,

e Staff support BGSA Workers when resolving any issues or concerns they may have, and

o We advise BGSA of the free DEWR Customer Service Line.

BGSA Workers are encouraged in the first instance to raise any concerns they may have with the
BGSA. If BGSA workers are dissatisfied with how we respond to their concerns or feel that they
cannot discuss the issue with us, they can contact the DEWR Customer Service Line on 1800 805 260.
If BGSA Workers are dissatisfied with how the DEWR has managed their concerns, they may make a
complaint to the Commonwealth Ombudsman's Office.

17. CONTINUOUS IMPROVEMENT

To ensure the BGSA services are successful and that BGSA is fulfilling its obligations, we will monitor
our processes and delivery of our services. Your feedback is important to us and surveys may be
distributed from time to time to past and current Host Employers and workers. Feedback can also be
provided via our feedback form that can be found on our website.

We encouraged all clients to complete our surveys which can be received on an anonymous basis.
The information collected will be filtered back to the necessary parties with all personal or
identifying information redacted.

BGSA undertakes an annual review of all policies, procedures, processes, service delivery and
resources to ensure that we can provide the highest standards of service in accordance with our
Continuous Improvement Framework. Reviews will also be undertaken in response to complaints
and feedback that we receive. The review time may vary depending on company resources available
and the urgency of the feedback received.
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APPENDIX A - CONTACTS

BGSA Head Office:

Buildgroup Services Australia Pty. Ltd.

3/550 Marrickville Road, Dulwich Hill NSW 2203
PO Box 513, Dulwich Hill NSW 2203

P| 02 9789 0700

Website & Social Media

W| www.bgsa.com.au

LinkedIn| https://www.linkedin.com/company/buildgroup-services-australia-pty-ltd/

Timesheets
Please submit your timesheets or enquiries regarding timesheets:

e email to: timesheets@bgsa.com.au
e textto 0410227 744

For enquiries regarding Job Placements, absence from work, PPE, issues with employers, mentoring
support, business enquiries, mediation support, WHS matters & complaints handling:

Rob Dickerson Nicki Dickens

Business Development Manager Business Development Coordinator
M| 0410 227 744 M| 0451 112 207

E| rob@bgsa.com.au E| nicki@bgsa.com.au

Please note:

We will endeavour to respond to all email enquiries promptly and we ask that if you attempt to
contact a staff member via phone with no answer, please leave a message or send a text message
and we will contact you at our earliest possible availability.

Apprenticeship Support Australia

P| 1300363 831

W | www.apprenticeshipsupport.com.au

E| mentoringsupport@apprenticeshipsupport.com.au

Training Services NSW

General Enquiries: 13 28 11

Programs/Smart & Skilled: 1300 772 104

Email: apprenticeshipsandtraineeships@det.nsw.edu.au

Website:
https://www.nsw.gov.au/departments-and-agencies/department-of-education/training-services

Please visit the Training Services NSW website for Regional Office locations and contact information.
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APPENDIX B - FAIR & DIVERSE WORKFORCE POLICY

Overview

This policy will set out BGSA’s commitment to Equal Employment Opportunity (EEO), diversity, anti-
bullying and anti- harassment and to resolving all grievances.

Scope

This policy applies to all current and prospective BGSA employees and applies to each of the
following activities:

e Recruitment and selection

e Training and career development including promotion opportunities
Support and supervision

Remuneration, benefits, recognition and rewards

Performance management

Leave requests and approvals

e QOrganisation restructure

e Communications

e Lodging and investigation of complaints, grievances etc.

Responsibilities

All BGSA employees and stakeholders are required to adhere to this policy when the work they
perform falls within its scope.

All those with supervisory responsibilities and those involved in recruitment processes are
responsible for the proper implementation of this policy and its associated procedures.

Policy

BGSA is committed to creating a workplace that provides fair opportunities to all, which eliminates
as far as possible any potential to unfairly discriminate against its current or prospective employees
and which demands that all employees demonstrate appropriate professional, respectful behaviour
to their colleagues at all times.

To this end, BGSA will develop, implement, monitor and review systems that both encourage and
require accountability for:

e Creating a diverse workforce that is representative of the broader Australian population and
specific to particular regions and / or projects

e Addressing gender equality in relation to recruitment, succession planning and promotion
practices

e Consideration being given to accommodating the needs of its workforce through approving
such measures as part time and job share work where the requirements of the role permit

e Consideration of a range of possible requirements to accommodate a culturally diverse
workforce

e Promptly addressing any concerns raised about its employment practices

e Promptly undertaking and reporting about such investigations where any complaint is raised
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Definitions

Bullying Repeated treatment of a person by another or others in the workplace
that is “less favourable”. This is unreasonable and inappropriate
workplace practice. It includes behaviour that offends, degrades or
intimidates a worker.

Harassment Any unwanted, unwelcome and unreciprocated behaviour/s that cause
offence, embarrassment, hurt or humiliation to a person. Harassment
may include a one-off occurrence.

Sexual Harassment Any unwanted or unwelcome sexual behaviour where a reasonable
person would have anticipated the possibility that the person harassed
would feel offended, humiliated, or intimidated. It has nothing to do
with mutual attraction or consensual behaviour. Sexual harassment may
include a one-off occurrence.

Grievance The process of formally raising a concern about one or more issues
within the workplace.

Discrimination Treatment that differentiates between one person (or category of
people) on the basis of a specific characteristic. Discrimination is
unlawful if based on any of the following: age, gender, race/ethnicity,
sexual preference, religion, carer responsibilities, or disability.

Diverse workplace A workplace that reflects the makeup of the broader population with
regard to age, gender, race / ethnicity, disabilities, religion and so forth.

22/01/2026
Michele Heth rington - Managing Director Date
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APPENDIX C - GRIEVANCE & COMPLAINTS PROCEDURE

Overview

The purpose of this procedure is to allow a formal and speedy process to enable BGSA workers, Staff
Members, Host employers and other stakeholders bring a grievance to the attention of senior
management and to assist in the resolution of such grievances.

Scope

All BGSA Staff, Hosted Employees, Students and Stakeholders (including Host Employers, Contractors
etc...) shall adhere to this procedure when they perform work on behalf of BGSA as an employee of
BGSA, or on a BGSA site.

Grievance & Complaints Procedure:

o The BGSA Staff member and other stakeholders should first raise the matter with the
manager in order to resolve the matter immediately.

. If the manager does not resolve the issue, the above parties need to raise the matter
with Senior Management, in order to resolve the grievance.

. If Senior Management does not resolve the issue, a formal complaint may be made. Any
formal complaint must be in writing and should be addressed to the Managing Director
of BGSA.

. The Managing Director will then liaise with all relevant parties named in the complaint

within 5 working days of receipt of the complaint. The aim of this initial contact would
be to resolve the matter to the satisfaction of the complainant.

. If the complaint is not resolved by this stage, a meeting shall be arranged within a
further 5 working days, on a date to be mutually agreed, with the individual parties
separately. If the outcome of those individual meetings is satisfactory to all parties, the
matter will be deemed to be resolved.

o If not resolved at this point, the individual meetings should be followed as soon as
practicable by a joint meeting of all parties and senior representatives of BGSA.

o If the complaint is still not resolved, the complainant is entitled to approach Industrial
Relations Tribunal.

. Whilst the dispute is being resolved the employee must also comply with any reasonable

direction of the company to perform other available work. In making this direction, the
company must have regard to any applicable workplace health and safety law and
whether the work is appropriate for the employee.

Fair Work Ombudsmen:

If the matter is not resolved by this stage, it will go through the grievance procedures the
complainant is entitled to approach Fair Work Ombudsmen at: www.fwc.gov.au

An employee’s guide to resolving workplace issues:

https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/best-practice-
guides/effective-dispute-resolution

Group Training (apprentices/trainees)
Training Services NSW:

Help is available if difficulties arise with an Apprenticeship/Traineeship. If difficulties arise between
the Host employer and the Apprentice/Trainee, the local Training Services NSW Centre should be
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contacted immediately. A Training Advisor can visit the workplace to discuss the issues, give advice
and attempt to resolve the dispute.

If the Training Advisor is unable to resolve the dispute, the matter will be referred to the
Commissioner for resolution. The Commissioner will convene a hearing, to affect a settlement that is
acceptable to all parties or make a determination if an acceptable settlement cannot be reached.

The Commissioner determines complaints either by dismissing the complaint or resolving it
(depending on its merits) and may order the parties to take a particular course of action.

The Commissioner is given authority under the provisions of the Apprenticeship and Traineeship Act
2001 to provide for the regulation of apprenticeships and traineeships and other purposes. Hearings
are chaired by the Commissioner for Vocational Training (or the Commissioner's delegate) and when
required Industrial Representatives. The representatives may consist of members who represent the
NSW Government, employers and their associations, industry groups, unions and public and private

registered training organisations.

Dispute resolution:

https://www.training.nsw.gov.au/apprenticeships_traineeships/policy/policy_procedures/solving_p
roblems.html

https://education.nsw.gov.au/skills-nsw/apprentices-and-trainees/support-with-your-
apprenticeship-or-traineeship/solving-disputes/appeals-and-reviews

What is the role of the Commissioner for Vocational Training?

The Commissioner:

e conciliates and determines disputes between employers and apprentices or trainees

e considers applications for transfer or cancellation of an Apprenticeship/Traineeship when
disagreement exists between the apprentice or trainee and the employer

e considers applications for variation to a training contract or training plan of an
Apprenticeship or Traineeship when the application is outside the local Training Services
NSW Centre delegations

e considers applications for a Certificate of Proficiency via recognition of trade qualifications
gained in NSW or elsewhere

You can contact 13 28 11 for further details
Review of Complaints

All complaints received by BGSA will be reviewed by Senior Management within 48 hours to assess
the nature of the complaint, investigate probable causes of the issues raise and meet with all parties
involved. Issues that have been raised with BGSA will be assessed in line with BGSA practices and if
required, corrective actions will be made in revising BGSA practices as part of our continuous
improvement strategy.

Once a thorough review has been undertaken by BGSA Senior Management, all parties involved will
be notified regarding the outcomes of the review and any corrective actions taken to rectify the
matter. Should any party involved disagree with the review and or the outcomes, you may request
another review or take additional steps in line with this procedure. BGSA will keep a Complaints
Register to record issues raised and actions taken.
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APPENDIX D - HUMAN RIGHTS POLICY

Purpose

At BGSA, we honour and respect the traditional custodians of the land on which we operate and pay
our respects to their Elders past, present, and emerging leaders of the next generation. We are
committed to operating responsibly and adhering to the highest ethical and moral standards. We are
committed to upholding and promoting human rights within our organisation, in alignment with our
core values and the cultural heritage of Aboriginal and Torres Strait Islander communities as well as
other cultures from around the world.

Scope

This policy applies to all employees, contractors, suppliers, business partners of BGSA. It governs all
aspects of our operations and our engagement and interactions with stakeholders.

Commitment to Human Rights

BGSA is dedicated to respecting and promoting Human Rights as outlined in international, national,
and local human rights frameworks and standards, including the United Nations Universal
Declaration of Human Rights and the United Nations Declaration of Indigenous Peoples. Our
commitments include:

e Ensuring fair and equitable treatment of all employees.

e Promoting a workplace culture that values diversity, inclusiveness, and respect.

e Upholding and informing the rights of Indigenous peoples, including their cultural, social, and
economic rights.

Responsibilities

e Management: Responsible for the implementation, drive, and enforcement of this policy.
Management will lead by example in enforcing this policy and setting a culture and standard
across the business.

e Employees: Expectation to act in a way and manner that promotes human rights and respect
for all individuals, particularly Aboriginal and Torres Strait Islander peoples.

e Suppliers, Partners, and Stakeholders: Required to comply and support this policy and
respect human rights in their own reflective operations.

Respect for Indigenous Rights

BGSA acknowledges and respects the unique cultural heritage and rights of Aboriginal and Torres
Strait Islander peoples. This includes:

e Supporting the preservation and promotion of Indigenous cultures and practices.

e Engaging with Indigenous communities in a respectful and culturally appropriate manner.

e Providing opportunities for Indigenous employment and development including career
pathways.

Non-Discrimination and Equal Opportunities

BGSA are committed to providing a workplace free from discrimination, harassment, and bullying.
We ensure equal opportunities in employment, training, and career development for all employees,
regardless of race, ethnicity, gender, disability, or other qualities of diversity and protected
characteristics.
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Health and Safety

BGSA prioritises the health and safety of our employees, contractors, and the communities within
which we operate and deliver services. BGSA is committed to providing a safe and healthy work
environment, in accordance with relevant laws and regulations.

Grievance Mechanisms

BGSA has established mechanisms for employees and stakeholders to report and address human
rights concerns. These include confidential whistleblowing hotline and a formal process grievance
process, ensuring all reports are taken seriously and addressed promptly and appropriately.

Continuous Improvement

BGSA is committed to continuous improvement in our human rights practices. This includes regular
reviews and audits of this policy and our practices to ensure that they remain effective and aligned
with best practices and legal requirements.

Approval and Review

This policy is approved by the Managing Directors and will be reviewed to ensure its relevance and
effectiveness in the future on a yearly basis.

f,?:; 22/01/2026
Michele Heth rington - Managing Director Date
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APPENDIX E - INDIGENOUS AND SOCIAL INCLUSION POLICY

Introduction

BGSA is committed to providing Indigenous and socially underrepresented groups, people,
businesses, and communities with the opportunity to participate in employment, training and
contracting opportunities throughout any engagement within our business structure and model.

Guiding Principles

We conform to and follow the below principles:

Deliver on the commitments made for the people and communities in which BGSA work
which includes the surrounding areas within our project scope. We Acknowledge the
traditional custodians of the land, respecting their spiritual beliefs, cultural heritage,
kinship systems, governance, and leadership structures.

Engaging with others in ways that are of Value Diversity, encouraging participation,
acknowledgment of differences, equitable treatment, and viewing everything with
cultural sensitivity

Enriching our business through the understanding and appreciation of diversity and
inclusion across our workforce and supply chain accordingly

Commitments from our Business

We are committed to:

Promoting Diversity and Inclusion: We are committed to creating a diverse and inclusive
workplace where all employees feel valued and respected. We will actively seek to
recruit, retain, and promote Indigenous and socially disadvantaged employees, and
support their professional development

Respecting Cultural Practices: We will respect and acknowledge the cultural practices
and traditions of Indigenous communities as well as provide cultural awareness training
to all employees which fosters and understanding and respect

Ensuring fair treatment: our commitment is to treat all employees fairly and equitable,
regardless of culture and background. We will implement transparent and fair processes
for recruitment, promotion, and conflict resolution

Supporting and driving our supply chain participation and compliance of Indigenous and
Social Inclusion requirements

Engaging with communities: We will build meaningful and mutually beneficial
relationships with Indigenous communities in a respectful and meaningful way

Creating culturally safe and supportive environments: We will ensure that our workplace
is culturally safe- and there are support mechanisms in place for all employees. We will
provide support services and resources such as counselling and mentoring programs to
facilitate employee growth

Continuous improvement: We are committed to continuously improving our policies and
practices which will better support diversity and inclusion.

f;?;; 22/01/2026
Michele Heth rington - Managing Director Date
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APPENDIX F - PRIVACY POLICY

Overview

This policy explains how BGSA handles personal information and complies with the requirements of
the Australian Privacy Act 1988 (Privacy Act) and the National Privacy Principles.

Scope

BGSA employees and stakeholders are required to adhere to this policy when the work they perform
falls within the policy’s scope.

Responsibilities

The Operations Manager is responsible for the implementation of this policy. All employees, staff,
students, contractors and visitors are responsible for co-operating with this policy.

Collection of personal information

BGSA collects personal information from clients, customers, employees, contractors and other
individuals. This information is collected when it is necessary for our activities. It may only be
collected by fair and lawful means and not in an unreasonably intrusive way. Personal information
must be collected directly from an individual where it is reasonable and practical to do so.

The personal information we collect may be provided in forms filled out by individuals, face to face
meetings, email messages, telephone conversations or by third parties. When BGSA is contacted by
an individual, a record of that contact may be kept.

BGSA will only collect sensitive personal information, such as the individual’s racial or ethnic origin,
political opinions, religious beliefs, trade union membership, and criminal record with the
individual’s consent unless:

e Collection of such information is required by law, or
e Information is needed to prevent or lessen a serious and imminent threat to life or health of
any person.

Personal information does not include employee records or information relating to a current or
former employment relationship between BGSA and an individual.

Use of personal information
The main purposes in collecting personal information about individuals are:

e to provide our services

e torespond to an individual's request

e to maintain contact with clients, staff, employees and students

e to keep contacts informed of the services we offer and industry developments that may be
of interest to them, and to notify them of service offerings and other events we are holding

e for general management and reporting purposes, such as invoicing and account
management

e for recruitment purposes

e for purposes related to the employment of our personnel and providing internal services to
our staff

e all other purposes related to our business.
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If we collect or use personal information in ways other than as stated in this policy, we will ensure
we do so pursuant to the requirements of the Privacy Act.

Employee records are not generally subject to the Privacy Act and therefore this policy may not
apply to the handling of information about employees by BGSA. For information about our practices
relating to employee information, please contact us directly.

Personal information for a student may be requested to be submitted to National Centre for
Vocational & Educational Research (NCVER) on a form that will not permit the individual student to
be identified and confidentiality will be preserved.

BGSA will not disclose personal information to overseas recipients.
Disclosure of personal information

BGSA will only disclose personal information for the purpose for which it was originally collected.
However, the information may be used for other purposes only if we have the individual’s consent
or if the individual would reasonably expect that their information may be used in this way.

Privacy on our website

This policy also applies to any personal information we collect via our website. In addition to
personal information provided to us directly (such as where an individual makes a request or
completes a registration/application form), BGSA may also collect personal information from
individuals via its website.

Cookies may be used on some areas of our website. A cookie is a small software application which
allows a website to recognise a previous user and to observe how a user navigates within a website.
Cookies are now used as a standard by many websites. BGSA uses cookies to improve the
navigational experience of visitors to our websites and to make them easier to use.

Most browsers now recognise when a cookie is offered and permit the user to opt out of receiving it.
If an individual is concerned about cookies and is not sure whether the browser being used has this
capability, it is recommended that this is checked with the software manufacturer or internet service
provider being used. In most cases, a cookie can be refused and the BGSA website can still be fully
navigated.

In order to properly manage our website, BGSA may log certain statistics about the users of the sites,
for example the users' domains and browser types. None of this information specifically identifies an
individual and it is used solely to ensure that our website present the best possible navigational
experience for visitors.

Whenever a registered user logs in to our website, they will be identified by their user name and
password. The information BGSA collects about members' use of our website is used purely for
measuring site performance and in assisting to resolve any technical difficulties.

Because BGSA wants our website experience to be as informative and resourceful as possible, a
number of links to website operated by third parties is provided. BGSA is not responsible for the
privacy practices or policies of those sites. BGSA encourages review of each website's privacy policy,
especially any personal information is disclosed via that site. A link to another non-BGSA website is
not an express or implied endorsement, promotion or warranty of the products or services offered
by or accessible through that site or advertised on that site.
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The BGSA website interfaces with social media sites such as Facebook, LinkedIn, Instagram, YouTube
and others. If an individual chooses to “like” or “share” information from our website through these
services, the privacy policy of that service should be reviewed.

Security of Personal Information

Depending on the purpose for which BGSA has collected personal information, some of the
information may be stored electronically. Some or all of this personal information may be available
to authorised staff of Buildgroup Services Australia for use in accordance with this policy.

BGSA will endeavour to take all reasonable steps to keep secure any information which we hold
whether electronically or in hard-copy, and to keep this information accurate and up to date.
Buildgroup Services Australia also requires our employees to respect the confidentiality of any
personal information held by BGSA.

BGSA aims to achieve industry best practice in the security of personal information which it holds. It
is our policy to destroy personal information once there is no longer a legal or business need for us
to retain it.

Notifiable date breach

BGSA takes many pre-emptive steps to prevent a data breach through the use of but not limited to a
secure firewall, antivirus and antispam, restricting administrative and access privileges, backups and
disaster recovery plan. Where an eligible data breach is suspected or believed to have occurred,
Buildgroup Services Australia will carry out a risk assessment, notify OAIC and contact all affected
individuals directly or indirectly.

Access to information

BGSA will provide access to personal information upon request by an individual, except in the limited
circumstances in which it is permitted to withhold this information (for instance, where granting
access would infringe another person's privacy).

When a request is made to access personal information, BGSA requires provision of identification
(such as a driver's licence or passport) to verify the identity of the person to whom the information
relates.

Corrections and concerns

In the event of any concerns that the information BGSA holds is incorrect or out of date, or as to how
personal information is being handled, Buildgroup Services Australia should be contacted and every
attempt will be made to resolve those concerns.

Should an individual wish to have their personal information deleted, BGSA should be advised and
reasonable steps will be taken to delete it (unless it must be kept for legal, auditing or internal risk
management reasons).

If BGSA becomes aware of any ongoing concerns or problems concerning privacy practices, these
issues will be taken seriously and BSGA will work to address these concerns. Any further queries
relating to BGSA privacy policy, problems or complaints, should be directed to BGSA Management.

09/09/2025
Michele Heth rington - Managing Director Date
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APPENDIX G - WHISTLEBLOWER POLICY

Purpose

This BGSA Whistleblower Policy encourages and protects individuals who report wrongdoing within
our organisation, ensuring they can do so without fear of retaliation.

Scope
This policy applies to all employees, contractors, supply chain/ and other stakeholders of BGSA.
Definition of Wrongdoing

Wrongdoing includes, but is not limited to the following:

. Fraud, corruption, and theft

. Harassment, discrimination, and bullying
. Health and safety violations

. Environmental damage

. Modern Slavery and human rights abuse
. Any other illegal or unethical conduct

Reporting Mechanism

Employees and stakeholders can report concerns through the following channels:

. Confidential Whistleblower Hotline: 02 9789 0700
. Email: rob@bgsa.com.au
. Mail: PO BOX 513 DULWICH HILL NSW 2203

All reports are treated with the utmost of confidentiality and can be made anonymously if preferred.
Protection for Whistleblowers

BGSA are committed to protecting whistleblowers from retaliation, including threats, harassment,
and any adverse employment consequences. Any act of retaliation will be treated as a serious
disciplinary matter.

Investigation Processes

. Acknowledgement: Upon receiving a report, BGSA will acknowledge receipt within 5
business days

o Assessment: A report will be assessed to determine if a formal investigation will be
required in the future

o Investigation: If necessary, an independent, impartial and neutral investigator will be
appointed to investigate the matter thoroughly and discreetly

o Outcome: The findings of the circumstances and events, and any recommendations will

be communicated to the relevant parties, ensuring any corrective measures are
implemented accordingly.

Confidentiality

All reports and investigations will be handled confidentially. Information will only be shared on a
need- to-know basis to protect the integrity of the investigation and the rights of all parties involved
in the investigation.
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Responsibilities

o Senior Management: Responsible for ensuring the policy is communicated,
implemented, and adhered to throughout BGSA
o Employees and Stakeholders: Encouraged to report any concerns and are assured and

supported with relation to protection under this policy once implemented
Continuous Improvement

BGSA is committed to continuous improvement of our Whistleblower policy practices and will
regularly review and update the policy to ensure it is effective and aligns with the best practices and
legal requirements across industries.

Approval and Review

This policy is approved by the Managing Director and will be reviewed annually.

f,?:x 22/01/2026
Michele Heth rington - Managing Director Date
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APPENDIX H - WORK HEALTH AND SAFETY POLICY

BGSA is committed to providing a safe and healthy workplace for all workers.

BGSA further recognises its responsibilities to provide a safe and healthy work environment for
contractors, clients, visitors and the public.

Creating a safe work environment and caring for the environment is the responsibility of all
BGSA personnel and contractors at every level of the Company.

To achieve this stated policy outcome, the commitment and contribution of each and every worker
is required through:

Taking responsibility for the health and safety of themselves and their fellow workmates;
Not compromising personal health and safety in the mistaken belief that other requirements
are more important;

Considering health and safety as an integral part of our work.

BGSA. provides, maintains and promotes a safe work environment and safety management system
that is characterised by:

A systematic approach to controlling health and safety hazards and risks through the
development and implementation of suitable policies and procedures;

ensuring as far as practicable all operations conducted by workers and contractors are in
accordance with relevant legislation and regulatory requirements and relevant industry
standards;

effective management demonstrated by commitment and direct involvement at all levels of
the company;

effective two-way communication as an integral part of every job;

providing appropriate facilities, equipment, education, training and supervision for workers
and contractors to ensure healthy and safe working conditions and methods.

In its activities the BGSA provides and maintains so far as practicable a working environment that is
safe and without risks to health, eliminates or controls work-related hazards and risks by:

ensuring as far as practicable all operations conducted by workers and contractors are in
accordance with relevant legislation and regulatory requirements and relevant industry
standards; and

the application of a systematic approach to identifying, assessing and controlling workplace
hazards and risks; and

facilitating continuous improvement through periodic review of objectives and performance
measures, systems, practices and procedures to ensure their continued effectiveness and
relevance.

22/01/2026

Michele Heth rington - Managing Director Date
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Appendix I: Drug & Alcohol Policy

Overview

The objective of this policy is to provide a drug and alcohol-free workplace for all BGSA Staff, Hosted
Employees, Students, Contractors, and Visitors whilst engaged in operations and business at BGSA or
other work locations.

BGSA is committed to:

e Protecting employee health and welfare

Preventing drug and alcohol related incidents

Fostering a safe workplace environment

Encouraging safe and positive behaviours

e Discouraging use of illegal drugs and alcohol

e Ensuring the availability of a confidential and non-judgemental treatment response for
workplace participants with alcohol or drug related problems.

Scope

All BGSA Staff, Hosted Employees, Students and Stakeholders (including Host Employers, Contractors
etc...) shall adhere to this policy when they perform work on behalf of BGSA as an employee of BGSA, or
on a BGSA site. It encompasses the use of prescription medication, illicit drugs, cigarettes, e- cigarettes,
vapes, and alcohol.

Policy Objectives

e Provide and maintain a safe and healthy work environment free of lllegal drugs and alcohol

e  Prohibit Employees and Students from working while under the influence of alcohol or illegal
drugs

e |dentify risk and implement controls regarding prescription medication. Employees and Students
must notify their Supervisor if they are taking medication that may adversely affect their
performance

e Prohibit the possession and use of illegal drugs and alcohol at the workplace (including meal
breaks)

e Prohibit the misuse of prescribed or over-the-counter medication and require the reporting of
any medication- related impacts that may cause impairment

e |dentify risk and implement controls for work events where alcohol may be available

e Support the rehabilitation of employees and students who have issues with drug and/or alcohol
abuse

e Provide education, training, and information to BGSA employees and students on the effects of
drugs and alcohol

e Ensure Employees and Students will not be disadvantaged or discriminated against when
reporting a drug or alcohol effected Student or Employee

e Ensure all BGSA sites are smoke-free and free from the use of e-cigarettes (vapes)

If found either using, or to be unfit for duty as a consequence of the consumption of alcohol or illegal
drugs, the Employee or Student will be subject to performance counselling. Breaches of this policy will be
addressed in accordance with the appropriate performance counselling procedures.

Where a Host Employer has fitness for work policies and procedures that extend to drug and alcohol
testing, BGSA Hosted Employees will be subject to these regimes.

22/01/2026
Michele Het‘heﬁfington - Managing Director Date

38| Page

www.bgsa.com.au






	1. ABOUT BUILDGROUP SERVICES AUSTRALIA (BGSA)
	BGSA Mission
	BGSA Values

	2. WHAT IS A HOSTED EMPLOYEE
	3. YOUR BGSA GTO FIELD OFFICER
	4. WHO IS INVOLVED WITH YOUR TRAINEESHIP/APPRENTICESHIP
	4.1: Progression
	4.2: Competency Based Progression
	4.3: Rotation
	4.4: Stand Down
	4.5: Completion
	4.6: Resolution support for concerns

	5. SAFETY
	6. Privacy
	6. RESPONSIBILITIES AS A HOSTED EMPLOYEE
	6.1: Responsibilities to BGSA and your Host Employer
	6.2: Responsibilities to your Registered Training Organisation (RTO)
	6.3: BGSA Code of Conduct and Ethics
	6.4: General responsibilities
	6.4.1 – Attendance and punctuality
	6.4.2 – Hours of work
	6.4.3 – Rate of pay
	6.4.4 - Overtime
	6.4.5 – Lost time to be made up
	6.4.6 – Abandonment of employment
	6.4.7 – Work Record
	6.4.8 – Use of mobile phones while at work
	6.4.9 – Payment of wages
	6.4.10 – Training costs: textbooks and fees

	6.5: Types of leave
	6.5.1 – Annual Leave
	6.5.2 – Personal/Carer’s Leave
	6.5.3 – Compassionate Leave
	6.5.4 – Parental Leave
	6.5.5 – Community Service Leave (including Jury Duty)
	6.5.6 – Family and Domestic Violence Leave
	6.5.7 – Rostered Day Off (RDO’s)


	7. FORMAL AGREEMENT
	7.1: Your employment agreement
	7.2: Training Contract
	7.3: Training Plan

	8. BGSA POLICIES
	9. INDUCTIONS
	10. EMERGENCY CONTACT INFORMATION
	11. DISCLOSURE OF MEDICAL CONDITIONS
	12. CONFIDENTIALITY
	13. ACCESS & EQUITY
	14. CONFLICT OF INTEREST
	15. GRIEVANCE & DISPUTES
	16. CODE OF PRACTICE
	17. CONTINUOUS IMPROVEMENT
	APPENDIX A - CONTACTS
	APPENDIX B - FAIR & DIVERSE WORKFORCE POLICY
	APPENDIX C - GRIEVANCE & COMPLAINTS PROCEDURE
	APPENDIX D - HUMAN RIGHTS POLICY
	APPENDIX E - INDIGENOUS AND SOCIAL INCLUSION POLICY
	APPENDIX G - WHISTLEBLOWER POLICY
	APPENDIX H - WORK HEALTH AND SAFETY POLICY
	Appendix I: Drug & Alcohol Policy

