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Code of Conduct Policy 
 

1. Policy Brief and Purpose 

1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 
Testing Tasmania (“the Company”) promotes a safe, supportive and 
professional working environment for all workers. The Code of 
Conduct details the behavioural standards and expectations of the 
Company for all workers and includes expectations around conduct 
such as ethical conduct, trust and integrity. This code is to be read in 
conjunction with other policies and procedures of the Company as 
varied or replaced from time to time. 

 

2. Variation 
2.1 This policy does not form part of any worker’s contract of employment 

or engagement. The Company may vary, replace or terminate this 
policy from time to time. 

 

3. Scope 
3.1 The Code of Conduct applies to all workers, which includes 

employees, contractors, volunteers and sub-contractors. 
 

3.2 The Code of Conduct does not replace any legislation and, if any part 
of it is in conflict, the legislation will take precedence. 

 

4. Definitions 
4.1 “Worker or workers” means a person or group of people who perform 

work for the Company or agrees with the Company to perform work 
under the Company’s direction, instruction or request. This includes 
employees, contractors, volunteers and sub-contractors 

4.2 Employee or employees” means a person or group of people 
employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract which outlines the 
employment terms and conditions. 

 
4.3 “Within the course of employment.” The Company takes a reasonable 

and objective approach when determining whether actions occur or 
have occurred within the course of employment. Workers can 
reasonably expect communicating with colleagues, clients or 
management team members inside or outside the physical workplace 
location or using any Company equipment or resources inside or 
outside the physical workplace location, will usually fall within the 
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course of employment. 
 

4.4 “Stakeholders” includes but is not limited to colleagues, managers, 
contractors, visitors, volunteers, clients, customers and members of 
the public. 

 
4.5 “Electronic Payroll System” is the system used by the Company to 

record time worked by each employee and requires each employee to 
log-in and log-out of the workplace at the beginning and end of each 
shift or period of attendance at the workplace for the purpose of 
undertaking work. Instruction on how to use the system will be 
provided to each employee by the Company prior to the employee 
commencing employment with the Company. 

 

5. Detail 
5.1 The Company expects the Code of Conduct to be adhered to at all 

times and there are instances where the Code will apply outside the 
physical workplace where conduct is deemed to have occurred within 
the course of employment. 

 
5.2 Some actions engaged in by workers within the course of employment 

or engagement may be against the law and may have legal 
consequences for the worker and for the Company. While the 
Company takes all reasonable steps to notify workers of actions that 
can have legal consequences, workers are responsible for knowing 
the law that applies to them in Australia. 

 
5.3 The following are acts* the Company considers unacceptable. Any 

worker found engaging in any of these acts will be subject to 
disciplinary actions up to and including termination of employment or 
engagement: 

 
*please note this is not an exhaustive list 

 
• Engaging in horseplay, swearing, or aggressive and/or 

intimidating behaviour; 
• Refusing or failing to carry out any reasonable and lawful 

directions by the Company or by a supervisor or management 
representative of the Company; 

• Possessing firearms, weapons, illegal drugs or drug 
paraphernalia of any kind on company property; 

• Engaging in dishonest behaviour including engaging in misuse of 
company or client funds or theft; 

• Engaging in actions that bring the Company into disrepute; 
 

• Not disclosing any conflicts of interest (real or perceived) that 
occur within the course of employment or engagement; 
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• Canvassing for private business during work hours; 
• Disclosing confidential information or using confidential 

information for an employee’s own gain or to disadvantage 
others; 

• Accepting inappropriate gifts and/or benefits from customers or 
suppliers; 

• Abusing, defacing or wilfully damaging company property; 
• Using language or behaviour that offends, harasses or 

discriminates; 
• Working while under the influence of prohibited drugs or alcohol 

(see Company’s Drugs and Alcohol Policy for further 
information); 

• Bringing illegal drugs onto Company property; 
• Bringing alcoholic beverages onto Company property without 

express permission from the Managing Director; 
• Failing to abide by the Company’s safety policies and 

procedures; 
• Being late or taking unexcused or unauthorised absences from 

work; 
• Intentionally giving false or misleading information to obtain a 

leave of absence; 
• Obtaining a financial advantage by deception; 
• Failing to treat stakeholders with respect, including using 

threatening, obscene, profane or abusive language, gestures or 
behaviour; 

• Engaging in any physical or verbal violence towards any 
stakeholders; 

• Engaging in any behaviour that unlawfully discriminates against, 
harasses or bullies a stakeholder; 

• Victimising any stakeholder who reports a breach of this Code of 
Conduct; 

• Failing to dress or present in accordance with the Company’s 
Dress Code and Personal Appearance Policy; 

• Failure to be in the workplace and ready to work at the rostered 
starting time; 

• Ignoring work duties or wasting time during working hours; 
• Failure to advise the Company of completion of jobs or delays; 
• Accessing or sharing pornography, hate websites, other websites 

reasonably considered to be offensive or illegal websites; 
• Posting offensive, defamatory, threatening, discriminatory, 

bullying, inappropriate, false, sexist, derogatory or malicious 
comments or materials online or on any social media platform; 

• Not taking proper care of or neglecting or abusing the 
Company’s equipment or tools; 

• Using the Company’s equipment, property or consumables for  
 

• private purposes without express written approval from the 
Company; 
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• Engaging in private business on company time except during 
authorised breaks; 

• Providing false or misleading information to the Company; 
• Improperly using duties, status, power or authority in the 

Company to gain, or seek to gain, a benefit or an advantage for 
the worker or any other person or entity; 

• Engaging in conduct that may cause offence, embarrassment or 
legal liability to the Company, its clients or suppliers, another 
worker or a member of the public. 

 
5.4 Workers must immediately disclose to the Company any unethical, 

dishonest, fraudulent or illegal behaviour or any behaviour that 
violates  
Company policies or procedures, which the worker is aware of or 
becomes aware of at any time. 

 
5.5 The Company expects all workers to: 

• Act with honesty, integrity, diligence, loyalty and good faith; 
• Perform duties with skill, honesty and care; 
• Exercise fairness, equality, courtesy, consideration and sensitivity 

in dealing with other workers, clients and suppliers; 
• Treat all fellow colleagues with genuine courtesy, dignity and 

respect at all times; 
• Be punctual, and only leave the workplace early after gaining 

prior approval; 
• Work to the best of their ability by giving proper attention and 

care to their role; 
• Use the Company resources and assets in a proper manner and 

for a proper purpose; 
• Treat all stakeholders with respect, courtesy and honesty; 
• Foster a work environment that encourages equal opportunity, 

embraces diversity and does not tolerate discrimination or 
harassment of any kind; 

• Behave in a way that upholds the integrity and good reputation 
of the Company; 

• Comply with all policies and procedures of the Company; 
• Comply with any and all lawful and reasonable directions of the 

Company; 
• Behave in a manner that ensures a safe and healthy workplace 

for all; 
• Act and maintain a high standard of integrity and 

professionalism; 
• Be open for communication with their colleagues, supervisors or 

team members; 
• Act in the best interests of the Company at all times; 
• Present exceptional quality of work; 
• Be a team player and encourage and motivate others; 
• Provide recognition and praise to colleagues to celebrate 
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milestones and achievements; 
• Present a professional appearance at all times (suitable for the 

work environment) and present for work well-dressed and 
groomed, and in clean attire. 

 
5.6 In return, the Company will: 

• Be fair and objective in all decision-making; 
• Provide workers with a safe, clean and well-maintained work 

environment; 
• Create a space for workers to be creative and enjoy being at 

work 
• Provide recognition and praise for employee achievements, and 

celebrate employee milestones; 
• Be open, honest, and transparent in day-to-day dealings with all 

workers; 
• Be approachable and willingly take on feedback. 

 

 

6. Smoking 
6.1 Please refer to the Company Non-Smoking Policy. 
 

 

7. Conflicts of Interests 
7.1 Workers must act in the best interest of the Company at all times and 

avoid any actual or potential conflicts of interest where possible. 
Workers must immediately notify the Company in writing of any 
potential or actual conflict of interest of which they become aware. 

7.2 A conflict of interest can arise within the course of employment when 
an employee has competing interests or loyalties which are or may 
become at odds with each other. 

 

This includes but is not limited to circumstances where: 
 

• The employee has a financial interest in any business 
transaction with the Company; or 
• A member of the employee’s family is employed by the 
Company; or 
• The employee or a member of the employee’s family is 
employed by a competing business; or 
• The employee or a member of the employee’s family has 
an economic interest in a client, supplier or competitor of the 
Company; or 

 
• The employee enters into a relationship with another 
employee of the Company which may create a conflict of 
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interest. 
 

7.3 While employed by the Company, permanent employees should not 
engage in any activity, whether paid or unpaid, for another Company 
or business unless they have obtained the prior written authorisation 
of the Company. Approval will only be withheld where the Company 
believes that such other work might cause an actual or potential 
conflict of interest or would have an adverse effect on the 
performance of the employee’s duties. 

 
7.4 Cases where a conflict of interest results in corruption, theft, 

embezzlement or other unlawful behaviour may have legal 
implications for the employee involved, and legal action may be taken 
against them by the Company in certain circumstances. 

 

 

8. Time and Attendance 
8.1 Workers are expected to be present and ready for work at their 

rostered starting time. It is not acceptable for workers to arrive at 
work at their rostered start time and spend time attending to personal 
needs before they begin productive work. 

 
8.2 Lack of punctuality is considered a serious performance issue and 

may be addressed by the Company. 
 
8.3 Employees must record their time worked via use of the timesheet 

method used by the Company. Please refer to Clause 4.5 above. 
Failure to correctly record time worked via the Electronic Payroll 
System may result in the delay of the payment of wages. 

 
8.4 Wages and salaries are paid on a fortnightly basis and employees 

should ensure time worked is recorded on the Electronic Payment 
System by the due date at the end of the relevant period for which 
payment is required. 

 

 

9. Gifts and Gratuities 
9.1 Workers must not directly or indirectly request or receive any gift or 

benefit from any client or supplier in respect of work performed or 
services delivered by them within the course of their employment or 
engagement with the Company. An exception to this is if refusal of a gift 
would cause embarrassment, then non-monetary gifts of a nominal value 
(e.g. flowers, chocolates, fruit) may be accepted by the worker. The gift 
must be reported in writing to the Managing Director who will determine 
how the gift is to be used. 

 
9.2 Workers must avoid the perception that any business transaction may be 
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influenced by offering or accepting gifts, and under no circumstances 
may workers offer or accept money as a gift or gratuity that is not in line 
with Company policies and procedures. 

 

 

10. Privacy 
10.1 The Company abides by the Australian Privacy Principles, and all 

workers with access to personal and business information are 
responsible for ensuring that such information is appropriately 
handled and stored, is used only for legitimate business purposes 
and is not used or disclosed to any party contrary to the Australian 
Privacy Principles.. 

 

 

11. Legal Action 
11.1 Breaches of state and federal law are not and will never be 

condoned by the Company and the Company may take legal action 
against workers found to be engaging in cases of any unlawful 
behaviour including theft, corruption, breaches of workplace health 
and safety laws or breaches of anti-discrimination laws. 

 
11.2 Workers are always expected to abide by all Company policies and 

procedures and comply with all relevant state and federal laws. 

 

12. Breach of Code of Conduct 
12.1 Any worker who is found to have breached this Code of Conduct will 

be subject to managerial or disciplinary action in accordance with 
the Company’s Counselling and Disciplinary Policy, up to and 
including termination of employment or engagement. 

 
12.2 Any worker who becomes aware of any actual or potential breach or 

breaches of the Code of Conduct must report this information to  the 
Managing Director as soon as they become aware of it. Failing to 
report an actual or potential breach may result in managerial or 
disciplinary action in accordance with the Company’s Counselling and 
Disciplinary Policy. 

 

13. Complaints or Grievances 
13.1 Should a worker have doubts about any aspect of the Code of 

Conduct they must seek clarification from the Managing Director. 
 
13.2 Any worker, who in good faith raises a complaint or discloses an 

alleged breach of the Code, will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible) and 
in line with the Company’s Complaints or Grievances Policy. 
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13.3 If a situation arises where a worker feels they may not be able to 

adhere to the expectations outlined in this Code of Conduct they 
must contact the Managing Director immediately for advice. 

 

 

Employee Complaints and Grievances Policy 
 

1. Policy Brief and Purpose 
1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success and 

Drug Testing Tasmania (“the Company”) understands when people 
work together there may be times when arguments or disputes arise 
where assistance is needed to help the parties find a resolution. This 
policy outlines the procedure employees can follow if they have a 
legitimate grievance or complaint. 

 
 
1.2 This policy demonstrates the Company’s commitment to handling 

complaints which arise within the course of employment. The 
Company encourages employees to promptly communicate any 
concerns and deal with grievances if and when a grievance arises. 

 

 

2. Variation 
2.1 This policy does not form part of any employee’s contract of 

employment. The Company may vary, replace or terminate this policy 
from time to time. 

 

 

3. Scope 
3.1 This policy applies to all employees of the Company. 
 
3.2 This policy does not replace any legislation and, if any part of it is in 

conflict, the legislation will take precedence. 
 
 

4. Definitions 
4.1 “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work, and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract that outlines the 
employment terms and conditions. 
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4.2 “Within the course of employment.” The Company takes a reasonable 
and objective approach when determining whether actions occur or 
have occurred during the course of employment. Employees can 
reasonably expect communicating with colleagues, clients or 
management team members inside or outside the physical workplace 
location or using any Company equipment or resources inside or 
outside the physical workplace location, will usually fall within the 
course of employment. 

 
 
4.3 “Stakeholders” includes but is not limited to colleagues, managers, 

contractors, visitors, volunteers, clients, customers and members of 
the public. 

 
 
4.4 “Grievance” means any type of concern, problem or complaint an 

employee may have that is related to their role, work practices or the 
working environment. A grievance may be about any type of act, 
behaviour or decision impacting the employee that they believe to be 
unfair, unjustified or not consistent with a Company policy or 
procedure 

 
4.5 “Complaint” is the same as a grievance for the purpose of this Policy. 
 
4.6 “Respondent” is the name given to the person against which a 

complaint is made. 
 
4.7 Witness” is the name given to any person who may have seen or 

heard information relevant to a complaint that may be beneficial to a 
workplace investigation  

 

 

5. Detail 
5.1 The Company will respond promptly to any complaint or grievance 

they receive and, where appropriate, may begin a workplace 
investigation. 

 
 
5.2 The Company encourages, where possible, complaints and grievances 

to be resolved informally in discussion with the employee’s manager 
or supervisor, as handling grievances in this way can often lead to a 
faster resolution. 

 
 
5.3 The below outlines the Company’s guidelines for resolving a 

grievance. While the Company strongly encourages employees to 
follow the guidelines below, the Company understands there may be 
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times where following the guidelines is not the most appropriate way 
to resolve the complaint. For any serious complaint an employee can 
escalate it to Managing Director as the employee sees fit. 

 

 

6. Guidelines 
6.1 The recommended steps employees should take when attempting to 

resolve a grievance at work are as follows: 

 

Step 1 An employee should first attempt to resolve the grievance directly with the 
respondent/s involved and allow the respondent/s an opportunity to fix the 
problem and rectify the aggrieving behaviour. 

Step 2 If an employee is not successful in resolving the grievance directly with the 
respondent/s involved, or the employee feels it is inappropriate to do so, 
the employee should refer the grievance to the Managing Director. If 
escalating issues to the Managing Director, the employee must put the 
grievance in writing, including the nature and details of the grievance 
(when, where, who, what etc.) and must also include what kind of outcome 
the employee is seeking. 

Step 3 If an employee is not successful in resolving the grievance with the 
Managing Director, the employee should contact Assurance HR 
Management on (03) 6281 8115. 

 
 
6.2 While the Company is committed to resolving complaints in the most 

efficient way possible, employees should allow the Company 
reasonable time limits to resolve the grievance. If a workplace 
investigation is taking place, this may take longer than if an informal 
approach is adopted. 

 
6.3. At the completion of the process, if the employee feels the complaint 

has not been resolved or if the employee is unhappy with the 
outcome, the employee may seek external assistance from outside 
parties, depending on the nature of the complaint. 

 

 

7. Complaints or Grievances 
7.1 Should an employee have doubts about any aspect of this policy, the 

employee must seek clarification from the Managing Director. 
 
7.2 Any employee who, in good faith, raises a complaint or discloses an 

alleged breach of this policy will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible). 

 
7.3 If a situation arises where an employee feels it may not be possible 
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for the employee to adhere to the expectations outlined in this policy, 
the employee must contact the Managing Director immediately for 
advice. 

 

 

8. Breach of Complaints or Grievance Policy 
8.1 Any employee who is found to have breached this policy will be 

subject to disciplinary action in accordance with the Company’s 
Counselling and Disciplinary Policy, up to and including termination of 
employment or engagement. 

 
 
8.2 Any employee who becomes aware of any actual or potential breach 

or breaches of this policy must report this information to the Company 
as soon as the employee becomes aware of the actual or potential 
breach. Failing to report an actual or potential breach may result in 
disciplinary action in accordance with the Company’s Counselling and 
Disciplinary Policy. 

 

 

Acceptable Use of Computers, Internet and Email Policy 
 

1. Policy Brief and Purpose 
1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 

Testing Tasmania (“the Company”) recognises that the use of online 
resources is a part of normal everyday business operations. This 
policy sets out the required standards of behaviour when workers are 
required to use any computer, email or internet resources while 
working to ensure that the Company’s reputation is upheld and that 
workers are not acting in any way that could put themselves or the 
Company in disrepute. 

 
 

 

2. Variation 
2.1 This policy does not form part of any employee’s contract of 

employment. The Company may vary, replace or terminate this policy 
from time to time. 

 
 

3. Scope 
3.1 This policy applies to any worker who accesses or uses the Company's 

computer, email or internet resources, including but not limited to 
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employees, contractors, volunteers and sub-contractors. 
 

3.2 This policy does not replace any legislation and if any part of it is in 
conflict, the legislation will take precedence. 

 
 

4. Definitions 
4.1 “Worker or workers” means a person or group of people who perform 

work for the Company or agree with the Company to perform work 
under the Company’s direction, instruction or request. This includes 
employees, contractors, volunteers and sub-contractors. 

 
4.2 “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract that outlines the 
employment terms and conditions. 

 
4.3 “Within the course of employment.” The Company take a reasonable 

and objective approach when determining whether actions occur or 
have occurred within the course of employment. Workers can 
reasonably expect that communicating with colleagues, clients or 
management team members inside or outside the physical workplace 
location or using any Company equipment or resources inside or 
outside the physical workplace location, will usually fall within the 
course of employment. 

 
4.4 “Stakeholders” includes but is not limited to colleagues, managers, 

contractors, visitors, volunteers, clients, customers and members of 
the public. 

 
4.5 “Online resources” means the Company’s computer, email or internet 

resources and includes any program or software accessible via any 
Company computer, laptop, iPad, mobile phone, tablet or any other 
device with internet access.  

 
 
4.6 “Company computer” can mean any Company computer, laptop, iPad, 

mobile phone, tablet or any other device which is the property of the 
Company and has internet access. 

 
4.7 “Electronic Payroll System” is the system used by the Company to 

record time worked by each employee and requires each employee to 
log-in and log-out of the workplace at the beginning and end of each 
shift or period of attendance at the workplace for the purpose of 
working. Instruction on how to use the system will be provided to 
each employee by the Company prior to the employee commencing 
employment with the Company. 
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5. Detail 
5.1 Company workers can access and use the Company's computer, email 

and internet resources for business purposes that are necessary and 
real to perform the requirements of their job and meet the needs of 
the business. 

 
5.2 All computers and the data stored on them are and remain, at all 

times, the property of the Company. All email messages composed, 
sent and/or received are the property of the Company. 

 
 

6. Private Use 
6.1 Private use of the Company’s computer, email and internet resources 

is permitted, providing that the private use is kept to a minimum and 
it does not interfere with or delay the performance of duties in any 
way. Any private use must be in accordance with this Policy. 

 
6.2 Workers can access the Company’s online resources for private use on 

their rest breaks or meal breaks only. 
 
 

7. Inappropriate Use of Online Resources 
7.1 It is the responsibility of the worker to ensure they do not use the 

Company’s online resources in any way that is considered 
inappropriate or against the law. Some examples of inappropriate use 
include (but are not limited to): 
• Any use of abusive or offensive language or pictures (in either 

public or private messages); 
• Accessing, viewing, posting, downloading, storing, transmitting, 

sharing, printing, distributing or soliciting of any information or 
material which the Company views as racist, pornographic, 
obscene, abusive or otherwise could be reasonably seen as 
offensive; 

• Any use for unlawful activities (e.g. hacking or intellectual 
property piracy); 

• Any activities that could cause disruption to the Company’s 
networks or systems (e.g. downloading large media files). 
 

 
8. Email Communication 

8.1 Email communication is a necessary form of business communication 
and the below sets out some guidelines on how workers can make 
sure that the message they are sending is expressed in the most 
appropriate and effective way. If a worker requires advice or training 
on proper email etiquette the worker should contact the Managing 
Director.  
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8.2 Email messages (or any messages sent using the Company’s online 

resources) must not contain material that could reasonably be 
considered as offensive, defamatory, discriminatory or derogatory. 
Such inappropriate content could include, but is not limited to: 
• Any sexual comments or images, whether they are intended as a 

joke or otherwise; 
• Any message that could be reasonably considered as being 

threatening or obscene; 
• Any comments that might cause offence to someone on account 

of his or her age, gender, sexual orientation, religious belief, 
political beliefs, national origin or disability. 

 
8.3 Email messages must be courteous and respectful at all times and 

email ‘etiquette’ should be adhered to hen communicating online with 
any Company stakeholders. As a guide the following should be 
adhered to: 
• Assume your online communication can be read or forwarded by 

anyone – do not write or send any message or image that you 
wouldn’t want to be read or viewed by anyone other than the 
recipient; 

• Always include a ‘Subject’ in the subject field; 
 
• Only include relevant people in the email communication – do not 

‘reply all’ if all people do not need to receive the email; 
• Correct use of To, Cc and Bcc as follows: 

o ‘To’ is for the person you are writing the email ‘To’. If the 
email is ‘To’ several people, include them all in this row. A 
person sent an email in this way is expected to take 
action and/or reply; 

o ‘Cc’ is for the person who should be aware of the email, 
but as an FYI only. A person you ‘Cc’ into an email is not 
expected to take any action and/or reply; 

o ‘Bcc’ should be used sparingly. ‘Bcc’ could be used if you 
are sending a widespread email to multiple recipients and 
the recipients don’t know each other and you want their 
identities to remain confidential; 

o Only relevant parties should be included as any of the 
addressees (as above) or be copied an email; 

• Refrain from using any formatting in day-to-day email 
communication, such as any bold, underline or coloured writing; 

• Begin all communications with a ‘Hi, Hello, Dear’ etc., and sign off 
with a ‘Thank you, Kind regards, Sincerely, Best regards etc.’; 

• Emails should be written in sentence case rather than capitals. 
Capital letters appear threatening and unfriendly and can create 
an adverse impression; 

• Use proper, professional sentences and refrain from using any 
slang words; 
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• Emails should be responded to either on the same business day 
where possible or at least within 24 hours; 

• Proofread emails or online messages before sending them to 
avoid silly or embarrassing mistakes or typos; 

• Have respect for the recipients’ time and keep emails short and to 
the point; 

• Consider whether email is the best forum to communicate your 
message. Avoid putting any criticism or negative feedback 
(particularly to colleagues) in an email. Messages can get lost in 
translation when communicating online, so a face-to-face 
conversation or a telephone call is usually the best forum to 
communicate any issues. 

 
 

9. Monitoring Use of Online Resources 
9.1 The Company has the ability and reserves the right to access and 

monitor workers’ use of online resources in order to maintain the 
standards set out in this policy and the security of the computer system. 
Monitoring may take place on a continuous and ongoing basis. Due to 
this, workers should assume that any access to online resources or any 
email correspondence may be opened and viewed by Company at any 
time. 

 
 

10. Prohibited Material 
10.1 Workers are not permitted in any circumstances to display or 

transmit any offensive or sexually explicit material using the 
Company’s online resources. The transmission of any such 
material by any Company worker, even if it is sent from outside 
sources, is strictly forbidden and is considered by the Company as 
being serious misconduct. Any worker found to have transmitted 
such material may have their employment or engagement 
terminated. 

 
 

11. Breach of Internet and Email Policy 
11.1 Any employee who is found to have breached this policy will be 

subject to disciplinary action in accordance with the Company’s 
Counselling and Disciplinary Policy, up to and including 
termination of employment or engagement. 

 
11.2 Any employee who becomes aware of any actual or potential 

breach or breaches of this policy must report this information to 
the Managing Director as soon as they become aware of it. Failing 
to report an actual or potential breach may result in disciplinary 
action in accordance with the Company’s Counselling and 
Disciplinary Policy. 
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12. Complaints or Grievances 

12.1 Should an employee have doubts about any aspect of this policy 
they must seek clarification from the Managing Director. 

 
12.2 Any employee, who in good faith raises a complaint or discloses 

an alleged breach of this policy, will not be victimised. All reports 
will be dealt with in a timely and confidential manner (where 
possible), and in line with the Company’s Complaints or 
Grievances Policy. 

 
12.3 If a situation arises where an employee feels they may not be 

able to adhere to the expectations outlined in this policy, they 
must contact the Managing Director immediately for advice 

 

Acceptable Use of Social Media Policy 

 
1. Policy Brief and Purpose 

1.1 DTBS Global Pty Ltd trading as Drug testing Business Success & Drug 
Testing Tasmania (“the Company”) supports workers participating in 
social media activities online in their personal time to keep in touch 
with their family and friends, to share information or to become 
involved in online discussions. For workers who use social media as 
part of their role or in a personal capacity, it is important they 
understand their obligations when the online communication becomes 
about the Company, its products and services, stakeholders or about 
any other work-related issues. 

 
1.2 This policy has been developed in recognition of the growing 

popularity of and participation in online social media activities and 
sets out the guidelines workers are required to follow when engaging 
in social media activities online. 

 
 

2. Variation 
2.1 This policy does not form part of any worker’s contract of employment 

or engagement. The Company may vary, replace or terminate this 
policy from time to time. 

 
 

3. Scope 
3.1 This policy applies to all workers, which includes employees, 

contractors, volunteers and sub-contractors. 
 

3.2 This policy applies to all information and online communications made 
by workers via social media applications that refer or relate to a 
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worker’s employment or engagement, interactions with other workers 
or stakeholders, or any communications that directly or indirectly 
relate or refer to the Company. 

 
3.3 This policy does not replace any legislation and if any part of it is in 

conflict, the legislation will take precedence. 
 
 

4. Definitions 
4.1 “Social Media” refers broadly to any online media application that 

allows for user participation, interaction or publishing. Commonly used 
social media tools include but are not limited to any of the following: 
• Facebook, Instagram, Twitter, Snapchat, MySpace, YouTube, 

blogs, weblogs, video sharing website e.g. Flickr, forums, 
discussion boards and wikis; 

• Weblogs, including corporate blogs, personal blogs or blogs 
hosted by traditional media publications, web leads such as RSS 
feeds; 
 

• Forums and discussion boards such as Whirlpool, Yahoo! Groups 
or Google Groups; 

• Instant messaging services such as Communicator+, Facebook 
Messenger, WhatsApp, Viber or Skype; 

• Online encyclopedia’s such as Wikipedia; 
• Any other websites that allow individual users or companies to 

use simple publishing tools. 
 

4.2 “Worker or workers” means a person or group of people who perform 
work for the Company or agree with the Company to perform work 
under the Company’s direction, instruction or request. This includes 
employees, contractors, volunteers and sub-contractors. 

 
4.3 “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract which outlines the 
employment terms and conditions. 

 
4.4 “Within the course of employment.” The Company take a reasonable 

and objective approach when determining whether actions occur or 
have occurred within the course of employment. Workers can 
reasonably expect communicating with colleagues, clients or 
management team members inside or outside the physical workplace 
location or using any Company equipment or resources inside or 
outside the physical workplace location, will usually fall within the 
course of employment. 

 
4.5 “Stakeholders” includes but is not limited to colleagues, managers, 
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contractors, visitors, volunteers, clients, customers and members of 
the public.  

 
 

5. Detail 
5.1 Although many users may consider their personal comments posted 

on social media or discussions on social networking sites to be 
private, these communications are frequently available to a larger 
audience than the author may realise. As a result, any online 
communication that directly or indirectly refers to the Company, its 
products and services, Company workers or other work-related issues, 
has the potential to damage the Company’s reputation or interests. 

 
5.2 When participating in social media in a personal capacity, workers 

must not: 
• Disclose the Company’s confidential, proprietary or sensitive 

information. Information is considered confidential when it is not 
readily available to the public.  The majority of information used 
throughout the Company is confidential and, if in doubt about 
whether information is confidential, workers are required to seek 
advice from the Managing Director before disclosing any 
information; 

• Use the Company logo or branding on any social media platform 
without prior approval from the Managing Director; 

• Communicate anything that might damage the Company’s 
reputation, brand image, commercial interests or the confidence 
of our customers; 

• Represent or communicate on behalf of the Company in the public 
domain without prior approval from the Managing Director; 

• Post any material that would directly or indirectly defame, harass, 
discriminate against or bully any Company stakeholder. 

 
5.3 If a worker chooses to identify themselves as a Company worker on 

any social media platform or where they may be identified as a 
Company worker, the social media communications must comply with 
all Company policies and procedures and must be lawful. 

 
 

6. Social Media – Other Company Requirements 
6.1 When engaging on social media, workers must: 

• Exercise care and discretion. Workers should act on the 
assumption that content may be viewed, sent, forwarded or 
transmitted to someone other than those who were intended to 
view the communication; 

• Take care not to disclose other people’s personal information or 
publish images of others without permission. Be aware that 
people may be readily identifiable even when names are not 
used; 
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• Use common sense and respect for others in posts and 
discussions. If a fellow worker disagrees with the opinion of 
another the worker should keep responses appropriate and 
inoffensive. 

 
 

7. Use of Social Media Applications at Work 
7.1 Employees are not permitted to access their personal social media 

applications during work, except when on approved breaks. Under no 
circumstances should an employee use any Company equipment 
including computers, phones or networks to access their personal 
social media applications. 

 
 
7.2 Any personal social media access at work must not have an adverse 

impact on the Company or damage the Company’s brand image or 
reputation in any way. 

 
 

8. Workers’ Responsibility 
8.1 Workers must: 

• Not disclose any Company-related information on any social 
media application/s unless otherwise authorised by the 
Managing Director; 

• Under no circumstances take photos of workers, the Company’s 
events or workplaces to be posted on any social media 
applications unless otherwise authorised by the Managing 
Director; 

• Ensure no material is published or disclosed that is obscene, 
defamatory, threatening, harassing, discriminatory or hateful to 
another person or entity including the Company, it’s officers, 
directors, workers, agents, representatives, clients, partners, 
suppliers, competitors or contractors; 

• Ensure they notify the Managing Director should they be aware 
of any material that may damage the Company or its reputation; 

• Ensure they do not make any online communication that is in 
any way disparaging or unfavourable about the Company and/or 
is likely to bring the Company into disrepute or ridicule, such as 
‘liking’, ‘commenting on’, ‘sharing’ or ‘posting’ inappropriate 
information; 

• Maintain and protect the confidential information of the 
Company in their communications and not use the name of the 
Company or any other like title identifying the Company in any 
domain name or in the title of any blog or any other personal 
site that may be established; and 

• Not use or display any of the Company’s intellectual property in 
any online communications without the express written consent 
of the Managing Director. 
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8.2 Not use any online communication to or facilitated by social media 

applications using the Company’s information systems may be subject 
to the Company’s Workplace Surveillance Policy or equivalent, where 
applicable. 

 
8.3 The Company reserves the right to request that a worker or workers 

remove any published content where published on a social media site 
if it is considered by the Company to be not suitable or inappropriate 

 
 
 

9. Bullying and Harassment 
9.1 This policy is to be read in conjunction with the Company’s Bullying, 

Harassment and Discrimination Policy. Any conduct engaged in online via 
social media applications by a worker extends to being within the course 
of employment and is subject to disciplinary action in accordance with 
the Bullying, Harassment and Discrimination Policy if proven to be in 
breach of this policy. 

 
 

10. Breach of the Social Media Policy 
10.1 Any worker who is found to have breached this policy will be subject 

to disciplinary action in accordance with the Company’s Counselling 
and Disciplinary Policy, up to and including termination of 
employment or engagement. 

 
10.2 Any worker who becomes aware of any actual or potential breach or 

breaches of this policy must report this information to the Managing 
Director as soon as they become aware of it. Failing to report an 
actual or potential breach may result in disciplinary action in 
accordance with the Company’s Counselling and Disciplinary Policy. 

 
10.3 In cases where the Company has incurred costs due to a worker’s 

breach of this policy the company may seek to recover such costs 
from the worker. 

 
 

11. Complaints or Grievances 
11.1 Should a worker have doubts about any aspect of this policy the 

worker must seek clarification from the Managing Director 
 
11.2 Any worker, who in good faith, raises a complaint or discloses an 

alleged breach of this policy will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible), and 
in line with the Company’s Complaints or Grievances Policy. 

 
11.3 If a situation arises where a worker feels they may not be able to 
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adhere to the expectations outlined in this policy the worker must 
contact the Managing Director immediately for advice. 

 

Bullying, Harassment and Discrimination Policy 

 
1. Policy Brief and Purpose 

1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 
Testing Tasmania (“the Company”) is committed to ensuring a healthy 
and safe working environment free from any forms of workplace 
bullying, harassment or discrimination. These forms of behaviour in 
the workplace are unacceptable and will not be tolerated. 

 
1.2 This policy provides workers with the information they need to help 

the Company achieve its policy objectives by outlining the 
expectations of behaviour and the procedures for dealing with any 
complaints if they arise. 

 
 

2. Variation 
2.1 This policy does not form part of a worker’s contract of employment 

or engagement. The Company may vary, replace or terminate this 
policy from time to time. 

 
 

3. Scope 
3.1 This policy applies to all workers of the Company, which includes 

employees, contractors, volunteers and sub-contractors. 
 

3.2 This policy does not replace any legislation and, if any part of it is in 
conflict, the relevant legislation will take precedence. 

 
 

4. Definitions 
4.1 “Worker or workers” means a person or group of people who perform 

work for the Company or agrees with the Company to perform work 
under the Company’s direction, instruction or request. This includes 
employees, contractors, volunteers and sub-contractors. 

 
4.2 “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract that outlines the 
employment terms and conditions. 

 
4.3 “Within the course of employment.” The Company takes a reasonable 

and objective approach when determining whether actions occur or 
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have occurred within the course of employment. Workers can 
reasonably expect communicating with colleagues, clients or 
management team members inside or outside the physical workplace 
location or using any Company equipment or resources inside or 
outside the physical workplace location, will usually fall within the  

 
course of employment. 

 
4.4 “Stakeholders” includes but is not limited to colleagues, managers, 

contractors, visitors, volunteers, clients, customers and members of 
the public. 

 
4.5 “Workplace Bullying” see clause 8. 
 
4.6 “Unlawful Discrimination” see clause 10. 
 
4.7 “Sexual Harassment” see clause 13. 
 
4.8 “Fraternisation” see clause 14 

 
 

5. Detail 
5.1 The Company does not tolerate any behaviour that constitutes 

workplace bullying, harassment or discrimination in any form and 
believes that all workers have a right to work in a safe and productive 
environment that is free from such behaviours. 

 
5.2 Bullying, harassment or discrimination can have many negative effects 

in the workplace – they can create an unsafe working environment, 
result in a loss of trained and talented team members, result in the 
breakdown of teams and working relationships and reduce 
productivity and efficiency. Research suggests that people who 
experience these behaviours can become distressed, anxious, 
withdrawn and depressed and can lose self-esteem and self-
confidence. Workers who are subjected to or who witness this type of 
treatment can feel intimidated or anxious at work and are encouraged 
to speak up and allow the Company to rectify such unacceptable 
conduct. 

 
5.3 Workers are expected to comply with this policy at all times within the 

course of employment, including outside of ordinary working hours, 
when representing or acting on behalf of the Company and at work-
related events and social functions. 

 
5.4 Behaviour that is inconsistent with this policy and amounts to any 

form of bullying, harassment or discrimination will not be tolerated 
and is strictly prohibited. Any worker found  to  have  engaged  in any 
form  of bullying, harassment or discrimination may face disciplinary 
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action in accordance with the Company’s Counselling and Disciplinary 
Policy up to and including termination of employment or engagement. 

 
 

6. Workers’ Responsibility 
6.1 All workers have a responsibility to: 

• Monitor the working environment to ensure acceptable 
standards of conduct are observed at all times; and 

• Consistently demonstrate appropriate behaviour. 
 
 

7. Company Responsibility 
7.1 In addition to points outlined in clause 6 above, the Company must 

ensure: 
• Workers are not exposed to workplace bullying, harassment or 

discrimination of any kind; 
• Managers, supervisors or any other person acting in a 

supervisory role personally demonstrate appropriate behaviour; 
• Any and all employment, advancement and training decisions 

are consistent with this policy; 
• All complaints are treated seriously and managers, supervisors 

or any other person acting in a supervisory role, seek 
appropriate assistance and advice when dealing with formal or 
informal complaints; and 

• When appropriate, deal with sensitive information in a 
confidential manner. 

 
 

8. Workplace Bullying 
8.1 As defined under the Fair Work Act 2009 (Cth), Workplace bullying 

occurs when: 
• A person or a group of people repeatedly behaves unreasonably 

towards a worker or a group of workers at work; and 
• The behaviour creates a risk to health and safety. 
 

8.2 Bullying does not include reasonable management action carried out 
in a reasonable manner. 

 
8.3 The following are some examples that may be regarded as bullying 

behaviour if the behaviour is repeated and unreasonable and which 
creates a risk to health and safety. Examples can include, but are not 
limited to: 
• Aggressive or intimidating conduct; 
• Belittling or humiliating comments; 
• Spreading malicious rumours; 
• Teasing, practical jokes or “initiation ceremonies”; 
• Exclusion from work-related events; 
• Unreasonable work expectations, including too much or too little 



 

 

DTBS HR Policy Manual 
Copyright © DTBS 

 

work, or work below or beyond a team member's skill level; 
 

 
• Displaying offensive material; 
• Pressure to behave in an inappropriate manner. 

 
8.4 Bullying can be in the form of “direct bullying” or “indirect bullying” 

and may include, but is not limited to, any one or more of the 
following examples: 

 
8.4.1 Direct bullying: 

• Behaviour or language which frightens, humiliates, belittles 
or degrades a person, including behaviour or language that 
is over- critical or criticism that is delivered with yelling or 
screaming; 

• Language, which is abusive, insulting or offensive; 
• Inappropriate comments made about a person's 

appearance, lifestyle, family or sexual preferences; 
• The spreading of malicious rumours; 
• Teasing or regularly making a person the brunt of pranks or 

practical jokes; 
• Interfering with a person's personal property or work 

equipment; 
• Harmful or offensive initiation practices. 

 
8.4.2 Indirect bullying: 

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

• Withholding information that is vital for the person to be 
able to effectively perform their role; 

• Deliberately changing a person’s work arrangements, such 
as rosters or leave, to inconvenience them; 

• Unreasonably overloading a person with work or not 
providing them with enough work; 

• Setting timelines that are difficult to achieve or constantly 
changing deadlines; 

• Deliberately denying a person access to information, 
consultation or resources. 

 
8.4.3 Cyber Bullying 

 
• The use of internet and mobile technologies provides 

individuals and groups with a powerful means of 
communicating instantly with others in both positive and 
negative ways. 

 
 
• Cyber-bullying is bullying which uses these technologies as 
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a means of targeting and victimising others. It is the use of 
an internet service or mobile technologies (e.g. email or 
instant messaging) and/or social media forums (e.g. 
Facebook) with the intention of harming another person. 

 
• There are some distinctive features of cyber-bullying 

behaviour, including: 
o It has anonymity at its core, allowing the perpetrator to 

cause great pain and stay anonymous; 
o The perpetrator does not generally have to face the 

hurt they have caused and may not recognise how 
damaging their behaviour can be; 

o The bullying behaviour can often occur in a very public 
forum, or carry the implicit threat of being made public 
by its very nature, carrying a new form of intimidation 
and threat of humiliation; 

o The bullying behaviour encroaches quickly into 
“personal space”, meaning there is often no respite 
from it by going home and there are no clear physical 
boundaries to protect a person from it; 

o There is a greater potential for there to be a lasting 
record of the bullying. 

o Like all forms of bullying, cyber-bullying may involve 
varying levels of severity, ranging from occasional 
messages to frequently repeated and highly disturbing 
threats to a person’s life. 

 
8.4.4 The Company recognises that cyber-bullying may also be a 

crime. 
 
 

9. What is not bullying? 
9.1 There are many things that happen at work that are generally not 

considered to be bullying, although some experiences can be 
uncomfortable for those involved. The Company has the right to manage 
employee performance in a reasonable way, and set reasonable 
performance goals, standards and deadlines after considering the 
employee’s respective skills and experience. 

 
9.2 Reasonable management action carried out in a reasonable manner is 

not bullying, and includes: 
• Directing the way in which work is performed; 
• Undertaking performance reviews and providing feedback (even if 

negative); 
• Disciplining and counselling staff; 
 
• Having a difference of opinion; 
• Conflicts and personality clashes; 
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• Allocating work to a worker in a transparent way; 
• Fairly rostering and allocating working hours; 
• Transferring a worker for legitimate and explained operational 

reasons; 
• Deciding not to select an employee for promotion after following a 

fair and documented process; 
• Implementing organisational changes or restructuring; 
• Following performance management processes. 

 
 

10. Unlawful Discrimination 
10.1 Unlawful discrimination is treating or proposing to treat someone 

unfavourably because of a personal characteristic that is protected 
by the law. Discrimination does not have to be calculated or 
intentional to be unlawful – the intention of the person 
discriminating is irrelevant. 

10.2 Discrimination on the basis of any characteristics below may be 
illegal depending on which state or territory in which it occurs: 
• Age, breastfeeding, disability, family responsibilities, gender, 

gender identity, intersex status, industrial activity, irrelevant 
criminal record, irrelevant medical record, lawful sexual activity, 
marital status, relationship status, parental status, political 
activity, political belief or affiliation, pregnancy, race, religious 
activity, religious belief or affiliation, sexual orientation and 
association with a person who has, or is believed to have, any of 
these attributes. 

 
10.3 Any decisions made regarding a person’s employment or 

engagement may be unlawful if they are based on any attributes 
identified in clause 10.2 above. 

 
10.4 Two types of unlawful discrimination can occur in the workplace 

(definition from the Victorian Human Rights Commission): 
 

10.4.1 Direct Discrimination – Direct discrimination is when a 
person treats, or proposes to treat, someone unfavourably 
because of a personal characteristic protected by law. Direct 
discrimination often happens because people make unfair 
assumptions about what people with certain personal 
characteristics can and cannot do. For example, refusing to 
employ someone on the basis of their age because you think 
they are too old to learn new skills. 

 
 
 
10.4.2 Indirect Discrimination – Indirect discrimination occurs when 

an unreasonable condition is imposed that disadvantages a 
person with a personal characteristic protected by law. 
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Indirect discrimination happens when a workplace policy, 
practice or behaviour seems to treat all workers the same 
way, but it actually unfairly disadvantages someone because 
of a personal characteristic protected by law. For example, a 
requirement for workers to work 12-hour shifts may appear 
to treat everyone equally however, it may disadvantage an 
employee with family or caring responsibilities. If the 
requirement is not reasonable, this is indirect discrimination. 

 
10.5 It is also unlawful to treat a person unfavourably because it is 

assumed the person has a personal characteristic or may have it at 
some time in the future. 

 
10.6 Examples of what could constitute discrimination at work 

• Offensive “jokes” or comments about another team member’s 
racial or ethnic background, sex, sexual preference, age, 
disability or physical appearance; 

• Making judgements about someone on the basis of their political 
beliefs rather than their work performance; 

• Using stereotypes or assumptions to guide decision-making 
about a person’s career; 

• Undermining a person’s authority or work performance because 
you dislike one of their personal characteristics; 

• Not promoting a worker because of their family/caring 
responsibilities. 

 
 

11. Inherent Requirements 
11.1 There may be times where it is lawful to discriminate against a person 

in employment if decisions are made based on the inherent 
requirements of the role. This means that it may not necessarily be 
unlawful to refuse to employ a person if, because of their age or 
disability, they are unable to carry out the inherent requirements – or 
essential duties of the job. 

 
11.2 The inherent requirements of a job will vary depending on what the 

job is. 
They may include: 
• The ability to perform tasks that are essential to performing a 

job productively and to the required quality; or 
• The ability to work effectively in a team or other organisation; or 
• The ability to work safely. 

 
11.3 An example of when it may be lawful to discriminate against a person 

because they have a personal attribute protected by law: 
• A young person may not be able to meet the inherent 

requirements of a courier job if they are not yet eligible for a 
driver’s licence.  
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12. Harassment 
12.1 Harassment can be described as being any uninvited or unwelcome 

behaviour which a reasonable person would anticipate might offend, 
humiliate or intimidate another person, whether or not that effect is 
intended. 

12.2 Harassment may occur as a single act, or as a series of incidents, 
persistent innuendoes or threats. It can take many forms such as 
being silent or loud, subtle or openly hostile, or private or public. 

 
12.3 Harassment specifically aimed at people with a particular attribute 

listed in clause 10.2 may amount to discrimination, which is unlawful. 
 
 

13. Sexual Harassment 
13.1 The Company is committed to maintaining a working environment 

that is free from any forms of sexual harassment. The Company 
regards sexual harassment as a serious issue and will treat any 
complaints in a sensitive, fair and confidential manner. 

13.2 Sexual harassment is any unwanted or unwelcome behaviour of a 
sexual nature that makes a person feel unsafe, uncomfortable, 
offended, ridiculed, humiliated or intimidated. 

13.3 Sexual harassment does not include any interaction, flirtation or 
friendship which is mutual or consensual. Behaviour that is based on 
mutual attraction, friendship and respect is not likely to constitute 
sexual harassment as long as the interaction is consensual and 
reciprocated. 

13.4 In most states or territories it is unlawful for a person to sexually 
harass another person and workers should be aware that any 
engagement in sexual harassment could have legal consequences for 
them personally. 

13.5 Examples of sexual harassment 
13.5.1 Sexual harassment can take many different forms – it can be 

obvious or indirect, physical or verbal, repeated or one-off 
and perpetrated by males and females against people of the 
same or opposite sex. 

13.5.2 Examples of what could constitute sexual harassment at work 
include: 
• Staring or leering; 
• Unnecessary familiarity, such as deliberately brushing up 

against a person or unwelcome touching; 
 
• Deliberate or unnecessary physical contact, such as 

groping, patting, pinching, fondling, deliberate brushing 
up against another body, or attempts at kissing; 

• Suggestive comments or jokes; 
• Insults or taunts of a sexual nature; 
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• Intrusive questions or statements about a person’s private 
life; 

• Displaying posters, magazines or screensavers of a sexual 
nature;  

• Sending sexually explicit emails or text messages; 
• Inappropriate advances on social networking sites; 
• Accessing sexually explicit internet sites; 
• Persistent requests for sex or repeated unwanted requests 

to go out on dates; 
• Requests for, or expectations of, sexual activity under 

threat, or in exchange for favours or promises of 
preferential treatment; 

• Continued use of jokes containing sexual innuendo; 
• The public display of pornography, including on the 

internet; 
• Public displays of nudity (or “flashing”); 
• Sexual violence at the most extreme, including sexual 

assault and forced attempts at sexual intercourse; 
• Behaviour that may also be considered to be an offence 

under criminal law, such as physical assault, indecent 
exposure, sexual assault, stalking or obscene 
communications. 

 
 

14. Fraternisation 
14.1 Company workers may date and develop friendships and relationships 

both inside and outside the workplace as long as the relationships do 
not negatively impact on work. 

 
14.2 Any relationship that interferes with the company culture of 

teamwork, the harmonious work environment or the productivity of 
workers or any client relationships will be addressed by the Company. 

 
 

15. Complaints or Grievances – What to do if you have a complaint 
15.1 If a worker raises a formal grievance in relation to any reports of 

workplace bullying, harassment or discrimination, the Company is 
likely to carry out an investigation. Alternatively, the Company may 
take whatever action it deems necessary to attempt to resolve the 
worker’s grievance or complaint. 

 
 
15.2 All complaints or grievances in relation to this policy will be treated 

seriously and investigated promptly, fairly and impartially. A person 
making a complaint or who is a witness to any conduct outlined in this 
policy will not be victimised. 

15.3 Management, or others involved in managing a complaint or 
investigation, will endeavour to maintain confidentiality as far as 
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possible. However, it may be necessary to speak with other workers in 
order to determine what happened in order to resolve the complaint. 

15.4 In instances of any alleged policy breach, discretion is important to 
protect all people concerned. All workers must observe confidentiality 
of complaints they become aware of. Should a worker be found to be 
inappropriately discussing a complaint, they may be disciplined for 
that conduct. 

15.5 The Company expects that grievances are raised in good faith. If after 
an investigation by the Company, a worker’s complaint or statement is 
found to be false and malicious, disciplinary action may be taken 
against the worker who made the complaint in accordance with the 
Company’s Counselling and Disciplinary Policy. 

15.6 All workers are encouraged to talk to the Managing Director if they 
have any questions or are unsure about any aspect of this policy. 

 
 

16. Breach of the Workplace Bullying, Harassment and Discrimination 
Policy 

16.1 Any worker who is found to have breached this policy will be subject 
to disciplinary action in accordance with the Company’s Counselling 
and Disciplinary Policy which may include up to termination of 
employment or engagement. 

16.2 Any worker who becomes aware of any actual or potential breach or 
breaches of this policy must report this information to the Managing 
Director as soon as they become aware of it. Failing to report an 
actual or potential breach may result in disciplinary action in 
accordance with the Company’s Counselling and Disciplinary Policy. 

 

Dress Code and Personal Appearance Policy 

 
1. Policy Brief and Purpose 

1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 
Testing Tasmania (“the Company”) believes the way employees dress 
and present at work is reflected in the way the Company’s clients view 
the business. This policy details the required dress and personal 
appearance standards, appropriate to the working environment, 
expected from all employees to ensure the Company’s professional 
reputation is upheld at all times. 

 
 

2. Variation 
2.1 This policy does not form part of an employee’s contract of 

employment. The Company may vary, replace or terminate this policy 
from time to time. 
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3. Scope 
3.1 This policy applies to employees of the Company. 
 
3.2 This policy does not replace any legislation and if any part of it is in 

conflict the legislation will take precedence. 
 
 

4. Definitions 
4.1 “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract that outlines the 
employment terms and conditions. 

 
 

5. Detail 
5.1 It is the Company’s expectation that all employees dress and present 

themselves in a manner that is clean, tidy and professional at all 
times. This includes while at work or while performing any work 
duties representing the Company including while on client sites or 
while attending any work or client functions. 

 
5.2 Employees are individually responsible for their own personal hygiene, 

presentation and appearance and are responsible to consider how 
their appearance may be perceived by others. 

 
5.3 Any employee wearing clothing that contains a Company logo of any 

kind must not have the logo visible outside of working hours. 
 
5.4 On “casual dress” days, “smart casual” is the minimum required 

standard. 
 
 

6. Required Clothing Attire 
6.1 Employees are not required to wear a uniform. 

6.1.1 Female employees are required to wear: 
• a knee length skirt or dress or dress trousers 
• a blouse or shirt or a polo shirt approved by the Company 
• closed toe shoes 
6.1.2 Male employees are required to wear: 
• collared shirts or a polo shirt approved by the Company 
• dress trousers 
• closed toe shoes 

 
6.2 Special clothing such as Personal Protective Equipment (PPE) or steel 

cap boots should be worn as and when required by site conditions. 
 
6.3 Jeans are not permitted to be worn. 
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7. Personal Presentation and Hygiene 
7.1 A high standard of personal presentation is always required from 

employees. This includes being well groomed and items of personal 
hygiene are attended to daily. All clothing must be clean, neatly 
pressed and in good condition with no visible rips, holes or tears. 

 
 

8. Personal Hygiene 
8.1 Employees are responsible for ensuring they maintain good standards 

of personal hygiene while at work. Employees should be respectful of 
others and should not have any strong body odour or bad breath and 
should not wear any strong perfumes or colognes when attending the 
workplace. 

 
8.2 The Company understands any issues relating to personal hygiene 

can be embarrassing in nature and difficult to discuss. If an employee 
has any concerns regarding a fellow employee and the employee is 
not comfortable with bringing this up with the fellow employee 
concerned privately, the employee should let the Company know as 
soon as possible. 

 
8.3 If an issue of personal presentation and/or hygiene is raised with an 

employee directly, please be advised the employee will be asked to 
remedy the situation immediately and, in some cases, may be asked 
to return home and return back to the workplace when the issue has 
been resolved. 

 
 

9. Religious Attire 
9.1 The Company recognises the diversity of cultures, religions and 

disabilities of its employees and will take a sensitive and considerate 
approach when requests to alter the Company’s dress requirements are 
made. 

 
9.2 Clothing worn to comply with cultural or religious standards is permitted, 

providing it does not conflict with the Company’s obligation to provide a 
safe workplace.  

 
9.3 In order to meet its obligations to provide a safe workplace the Company 

reserves the right to reject any requests to alter dress requirements 
under this policy if it feels such requests conflict with its legal obligations. 
Priority will be given to health and safety considerations. 

 
 

10. Jewellery 
10.1 The wearing of jewellery is permitted. 
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11. Health and Safety 
11.1 If any personal protective equipment (PPE) is required to be worn at 

work, it must be worn in accordance with the Company’s safety 
standards at all times. 

 
 

12. Hair 
12.1 Hair should be worn in a neat, acceptable and tidy fashion and in a 

visibly clean condition. 
 
12.2 For safety reasons employees with long hair may be asked to tie it 

back in a hair net or similar. 
 
12.3 Facial hair is permitted but must be neat and tidy. Beards and 

moustaches must be groomed and well kept. 
 
 

13. Fragrance 
13.1 Light perfumes and aftershave are permitted however employees 

may be requested to refrain from use if a fellow employee 
experiences any discomfort e.g. headaches or an allergic reaction. 

 
 

14. Body Piercings and Tattoos 
14.1 The Company takes an understanding approach when setting 

guidelines around body piercing and tattoos. The Company’s clients 
are very important to the Company and as such guidelines are set 
around what the Company feels the customers will be most 
comfortable with. 

 
 

15. Facial Piercing 
15.1 Facial piercings are allowed subject to Clause 15.2 below. 
 
15.2 Employees may be asked to cover or remove a piercing if the 

Company feels the piercing may reasonably be considered as 
offensive or does not comply with this policy. 

 
 

16. Tattoos 
16.1 The Company takes a reasonable approach when setting guidelines 

for tattoos in the workplace. While it is recognised that tattoos are 
becoming more widely accepted by society, employees are required 
to maintain a professional image at all times while at work or at 
other times when attending a Company event or representing the 
Company in any way. 
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16.2 Visible tattoos are not allowed at any time while an employee is at 

work or representing the Company in any way. 
 
 

17. Footwear 
17.1 Closed toe shoes must always be worn, in accordance with clause 6 

of this policy. 
 
17.2 Shoes listed in clause 6 must be of a presentable standard and worn 

in conjunction with the appropriate uniform. 
 
17.3 The following are not acceptable forms of footwear and must not be 

worn: 
• Bare feet, sandals, thongs or sports shoes, ugg boots. 

 
 

18. Exceptions 
18.1 There may be times where employees cannot follow the above 

guidelines and exceptions to these guidelines are necessary. This 
may be in instances where: 
• A pregnant employee requires maternity wear; 
• An employee suffers from an illness or injury; 
• Religious restrictions or requirements exist. 

 
18.2 In such cases or in any other case, the employee must contact the 

Managing Director to discuss if alternative arrangements can be 
made. Alternative arrangements may only be declined if such 
arrangements pose a risk to health and safety. 

 
 

19. Unacceptable Standards of Dress 
19.1 Employees are required to wear clothing that is most appropriate to 

the role being performed. For employees working in an office space, 
the following items of clothing are considered inappropriate and 
must not be worn: 
• Crop tops, backless and strapless tops, singlets; 
• Clothing that contains messages, logos, designs or graphics 

that may be offensive to others, e.g. racist messages or 
political messages; 

• Clothing that may cause a risk to the employee’s health and 
safety, e.g. long flowing garments/scarfs that may get caught 
in machinery; 

• Skirts or dresses that are shorter than knee length; 
• Low-cut or see-through tops, t-shirts, blouses or dresses; 
• Jeans that are torn or ripped; 
• T-shirts that don’t cover at least shoulders and back 

(spaghetti/shoestring or other strapped vest tops are not 
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permitted). 
 
 

20. Breach of Dress Code and Personal Presentation Policy  
20.1 Any employee who is found to have breached this policy will be 

subject to disciplinary action in accordance with the Company’s 
Performance Management Policy or Counselling and Disciplinary 
Policy, up to and including termination of employment. 

 
20.2 Any employee who becomes aware of any actual or potential breach 

or breaches of this policy must report this information to the 
Company as soon as the employee becomes aware of the actual or 
potential breach. Failing to report an actual or potential breach may 
result in disciplinary action in accordance with the Company’s 
Counselling and Disciplinary Policy. 

 
 

21. Complaints or Grievances 
21.1 Should an employee have doubts about any aspect of this policy, 

they must seek clarification from the Managing Director. 
 
21.2 Any employee who, in good faith, raises a complaint or discloses an 

alleged breach of this policy will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible), and 
in line with the Company’s Complaints or Grievances Policy. 

 
21.3 If a situation arises where an employee feels it may not be possible 

for the employee to adhere to the expectations outlined in this policy 
the employee must contact the Managing Director immediately for 
advice. 

 
 
 
 

Employee Counselling and Disiplinary Policy 

 
 

1. Policy Brief and Purpose 
1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 

Testing Tasmania (“the Company”) recognises at times and for many 
possible reasons, employees will not perform or act to the required 
standards. This policy sets out guidelines for managing employees 
who are underperforming or have engaged in misconduct and 
includes the process and steps the Company will take to try to 
improve behaviours inconsistent with Company standards and 

practices. 
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2. Variation 

2.1 This policy does not form part of an employee’s contract of 
employment. The Company may vary, replace or terminate this policy 

at any time. 

 
3. Scope 

3.1 This policy applies to all employees of the Company who are 
employed on a permanent basis (that is, part-time or full-time). 

 
3.2 The policy applies to casual employees who are employed on a 

regular and systematic basis and have been with the Company for six 
months or more. 

 
3.3 This policy does not replace any legislation or any terms under an 

applicable modern award or agreement. If any part of it is in conflict, 

the legislation, modern award or agreement will take precedence. 

 
4. Definitions 

4.1 “Employee or employees” means a person or group of people 
employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract which outlines the 
employment terms and conditions. 

 
4.2 “Performance counselling” is a formal process the Company will follow 

when an employee is underperforming. This process usually involves a 
meeting with the employee to discuss the areas of concern and to 
create a plan together that outlines how the employee can improve. 
See clause 6.3.1. 

 
4.3 “Misconduct counselling“ is a formal process the Company will follow 

when an employee has engaged in misconduct. This process usually 
involves a meeting with the employee to discuss the areas of concern 

and expected behaviour moving forward. 

 
5. Detail 

5.1 If a situation arises where an employee is not performing or acting in 
accordance with the Company’s expectations, the Company will aim to 
resolve this by providing the employee with the relevant support, 
training and guidance where appropriate. 

5.2 There are two types of process the Company may follow to try and 
resolve any issues, which are: 
• Poor performance; and 
• Misconduct. 
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5.3 Either process may result in disciplinary action, up to and including 
termination of employment, if the Company sees fit or if the employee 
shows no improvement. 

 
5.4 This policy is discretionary, and the Company may choose to bypass 

or not apply one or more of the steps in this policy if an employee's 
conduct or performance warrants such action or in particular 
circumstances. For example, there is no set standard on how many 
verbal warnings must be given prior to a written warning or how 
many written warnings must precede termination. Nothing in this 
policy prevents the Company from terminating an employee 

summarily for serious misconduct. 

 
6. Poor performance 

6.1 If an employee is not performing to acceptable standards, the 
Company reserves the right to manage the employee’s performance 
accordingly. An informal approach may be adopted initially, such as a 
brief chat or meeting so the employee is aware the employee’s 
behaviour is not meeting the required standards. The purpose of the 
informal chat/meeting is to discuss the matter/s with the employee 
and together consider ways in which the employee might improve. 
This should occur as soon as possible after a problem has been 
identified. 

 
6.2 Reference should be made to the employee’s position description to 

ensure the employee has a clear understanding of the employee’s role 
expectations and responsibilities. 

 
6.3 Counselling for Poor Performance 

6.3.1 If an employee’s performance does not improve after an 
informal approach has been adopted, or the Company sees it 
necessary to skip an informal approach, the Company may 
invite the employee to attend a performance counselling 
meeting. This is a formal meeting to discuss and document any 
gaps between the employee’s actual performance and required 
performance. 

 
6.3.2 During this meeting the Company will demonstrate the gap 

between the actual performance and the required performance 
by using clear examples and referring to the relevant position 
description. The employee will be asked to respond to the 
concerns and will be given the opportunity to do so. 

 
6.4 Meeting Outcome (Potential Warning) 

6.4.1 If the Company decides, after considering all responses, the 
employee’s performance is not satisfactory, the Company may 
choose to issue the employee with one of the following: 



 

 

DTBS HR Policy Manual 
Copyright © DTBS 

 

 
6.4.2 No disciplinary action to be taken however the employee’s 

performance is not acceptable and the employee must improve. 
A letter of expectations will be issued to the employee and a 
copy kept on the employee’s file. 

 
6.4.3 Verbal Warning - A letter outlining a verbal warning will be 

issued 
to the employee and a copy kept on the employee’s file. 
 
6.4.4 Written Warning - If the issue is serious or, if after issuing a 

verbal warning, further instances of the inappropriate conduct 
or performance occur, the Company may progress to a written 
warning. A letter outlining a written warning will be issued to 
the employee and a copy kept on the employee’s file. 

 
6.4.5 Final Written Warning - If the employee does not improve the 

employee’s conduct or performance after a written warning, or 
if the issue is sufficiently serious, a final written warning may 
be issued to the employee. A final written warning will set out 
details of the issue and will also notify the employee 
termination of employment is likely to occur if the Company 
does not see an improvement to the required standards. A 
letter outlining a final written warning will be issued to the 
employee and a copy kept on the employee’s file. 

 
6.5 At the conclusion of a performance counselling meeting, the employee 

should clearly understand the issues that have been discussed and 
what is required, and a performance improvement plan should be 
mutually agreed to make sure the employee can succeed in improving 
their performance. 

 
 
 

7. Misconduct 
7.1 The Company has clearly defined standards of behaviours, which may 

be set out in a policy, position description, contract of employment or 
any other form. Should a violation of, or conflict with, these behaviour 
standards occur, the Company may take disciplinary action against the 
employee. 

 
7.2 The purpose of the disciplinary action is to ensure employees clearly 

understand the issues discussed and what is required of them moving 
forward. Minor breaches may be dealt with on an informal basis, 
however, where the matter is more serious, a misconduct counselling 
session may occur as outlined in clause 9. 
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8. Serious Misconduct 
8.1 The Company reserves the right to summarily dismiss an employee 

without notice or warning when the Company believes, on reasonable 
grounds, the employee’s misconduct is sufficiently serious. Summary 
dismissal means dismissal without notice or any payment in lieu of 
notice and without any prior formal warnings. 

 
8.2 Serious misconduct occurs where an employee deliberately behaves in 

a way that is inconsistent with the continuing of their employment. 
Examples of serious misconduct include, but are not limited to, the 
following: 
• Fraud, including: 

 Forgery of documents (cheques, timesheets, contracts, 
purchase orders, budgets, etc); 

 Misrepresentation of information on documents, 
misappropriation of funds, supplies, or other assets; 

 Improprieties in handling or reporting of financial 
transactions; 

 Authorising/receiving payments for goods not received or 
services not performed. 

• Causing serious and imminent risk to the health and safety of 
themselves, another person or to the reputation or profits of the 
Company's business; or 

• Theft; 
• Assault; 
• The employee refusing to carry out a lawful and reasonable 

instruction that is consistent with the employee’s contract of 
employment or engagement; 

• The employee being intoxicated at work or being under the 
influence of illegal drugs or alcohol during work hours or while 
operating a Company vehicle; 
 

• Deliberate damage to Company property or that of other team 
members; 

• Fighting on Company premises or threatening physical violence; 
• Serious breach of workplace health and safety rules; 
• Gambling on Company property (other than approved 

competitions, sweeps or raffles); 
• Serious neglect of duty; 
• Misrepresentation of key facts in seeking employment. 

 
 

9. Counselling for Misconduct 
9.1 If the Company suspects an employee has engaged in misconduct, the 

Company may carry out an investigation to determine the relevant facts 
and events. If the investigation finds an employee to have engaged in 
misconduct, the employee may be invited by the Company to attend a 
counselling for misconduct meeting where the concerns will be put to 
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them for their response. 
 
9.2 During the meeting, the employee will be given an opportunity to 

respond to the Company's concerns before the Company decides on an 
outcome based on all the available evidence. The Company will consider 
whether the employee’s responses excuse the poor conduct and the 
Company will consider any reasons, excuses or mitigating circumstances. 

 
9.3 The disciplinary action taken will vary from case to case, depending on 

all the circumstances. In some circumstances, it may be appropriate to 
give an employee initial, written and further written warnings prior to 
proceeding to termination of employment. However, as indicated in 
clause 5.4, the Company reserves the right to bypass or not apply prior 
warnings in circumstances where the nature of an employee's 
performance or conduct justifies this approach. 

 
 

10. Show Cause Meeting 
10.1 If an investigation finds the employee to have engaged in serious 

misconduct, and the Company is considering a summary dismissal, 
the employee may be invited to attend a show cause meeting. The 
employee must be notified in advance that such a meeting is taking 
place. 

 
 

11. Support Person 
11.1 Employees will be offered the opportunity to bring a support person 

along with them to any counselling meeting or disciplinary processes 
outlined in this policy. 

11.2 The role of a support person during these meetings is to provide 
emotional support and assistance to an employee such as taking 
notes, suggesting breaks or assisting an employee with a response 
to the employer. A support person cannot act in an advocacy role for 
the employee nor can they speak on the employee’s behalf. 

 
12. Investigation 

12.1 In certain circumstances, it may be appropriate for the Company to 
investigate allegations of unacceptable work performance or 
conduct. 

 
 

13. Suspension 
13.1 During an investigation, it is possible in some circumstances an 

employee may be suspended with pay. In the event an employee is 
suspended, the employee must be available to assist the Company 
with its investigations and to comply with the Company's reasonable 
directions. 
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14. Complaints or Grievances 

14.1 Should an employee have doubts about any aspect of this policy, 
they must seek clarification from the Managing Director. 

 
14.2 Any employee, who in good faith raises a complaint or discloses an 

alleged breach of this policy, will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible), and 
in line with the Company’s Complaints or Grievances Policy. 

 
14.3 If a situation arises where an employee feels it may not be possible 

for the employee to adhere to the expectations outlined in this 
policy, the employee must contact the Managing Director 
immediately for advice. 

 

Equal Employment Opportunity Policy 

 
1. Policy Brief and Purpose 

1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 
Testing Tasmania (“the Company”) recognises Equal Employment 
Opportunity is a matter of employment obligation, social justice and 
legal responsibility. The purpose of this policy is to: 
• Promote diversity in the workplace; 
• Eliminate discrimination and harassment in the workplace; and 
• Ensure employees act in accordance with this policy in carrying 

out their duties. 
 
1.2 This policy has been designed to reinforce a workplace culture which 

makes decisions relating to employment based on actual business 
needs without regard to non-relevant criteria or any grounds which 
are discriminatory. This policy will ensure all decisions relating to 
employment are purely merit-based. 

 
2. Variation 

2.1 This policy does not form part of any worker’s contract of employment 
or engagement. The Company may vary, replace or terminate this 
policy from time to time. 

 
 

3. Scope 
3.1 This policy applies to all existing workers of the Company and all job 

candidates who apply for a position within the Company. 
 
3.2 This policy does not replace any legislation and, if any part of it is in 

conflict, the legislation will take precedence. 
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4. Definitions 

4.1 “Worker or workers” means a person or group of people who perform 
work for the Company or agrees with the Company to perform work 
under the Company’s direction, instruction or request. This includes 
employees, contractors, volunteers and sub-contractors. 

 
4.2 “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract which outlines the 
employment terms and conditions. 

 
4.3 “Equal Employment Opportunity” means ensuring all workers are 

given equal access to training, promotion, appointment or any other 
employment- related issue without regard to any factor not related to  

 
 
the competency and/or ability of the worker to perform the duties as 
required. 

 
4.4 “Discrimination” occurs if a person treats, or proposes to treat, a 

person with an attribute unfavourably because of that attribute. It can 
also occur if a person imposes, or proposes to impose, a requirement, 
condition or practice that has, or is likely to have, the effect of 
disadvantaging persons with an attribute and is not reasonable. 

 
 

5. Detail 
5.1 The Company is an equal opportunity employer and will ensure 

equality in employment for all people employed or seeking 
employment. Every person will be given a fair and equitable chance to 
compete for appointment, promotion or transfer and to pursue the 
person’s career as effectively as others. Employment decisions relating 
to appointment, promotion and career development will be 
determined according to individual merit and competence. 

 
5.2 The Company is committed to and will apply the principles of equal 

employment opportunity in the selection of all employees, promotion 
or advancement, training and development opportunities. 

 
5.3 All workers, particularly managers, must ensure: 

• All aspects of the workplace are free from unlawful 
discrimination; 

• The selection and appointment of employees and volunteers for 
employment, promotion or advancement, training and 
development are based on merit; 

• No worker is subjected to any form of detriment based on a 
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personal attribute. Discrimination is unlawful and is not 
acceptable in any form by the Company; 

• In all cases no factors other than performance and competence 
are to be used as the basis for performance assessment, training 
and development opportunities or promotions. 

 
 

6. Recruitment 
6.1 The Company promotes an equal opportunity workplace and makes 

recruitment decisions based on the merits of the application. The 
Company selects applicants based on skills, knowledge, abilities and 
attitude and ensures no discrimination occurs on grounds unrelated to 
the requirements of the position. 

 
6.2 The Company is committed to the development and career 

progression of employees who demonstrate a willingness and desire 
to grow within the Company. This policy ensures a fair and just 
process for employees  

 
wanting to progress within the Company and also for candidates who 
show an interest in working for the Company in the future. 
 

 
7. Policy Application 

7.1 The Company will always endeavour to: 
• Promote equal opportunity; 
• Prevent unlawful, direct and indirect discrimination, including 

sexual harassment; 
• Develop policies, procedures and programs to support equal 

opportunity, in consultation with appropriate workers. 
 
 

8. Breach of Equal Employment Opportunity Policy 
8.1 Any worker who is found to have breached this policy will be subject 

to disciplinary action in accordance with the Company’s Counselling 
and Disciplinary Policy, up to and including termination of employment 
or engagement. 

 
8.2 Any worker who becomes aware of any actual or potential breach or 

breaches of the policy must report this information to the Managing 
Director as soon as the employee becomes aware of the actual or 
potential breach or breaches. Failing to report an actual or potential 
breach may result in disciplinary action in accordance with the 
Company’s Counselling and Disciplinary Policy. 

 
 

9. Complaints or Grievances 
9.1 Should a candidate or worker have doubts about any aspect of this 
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policy, the candidate or worker must seek clarification from the Managing 
Director. 

 
9.2 Any candidate or worker, who in good faith raises a complaint or 

discloses an alleged breach of the policy, will not be victimised. All 
reports will be dealt with in a timely and confidential manner (where 
possible), and in line with the Company’s Complaints or Grievances 
Policy. 

 
9.3 If a situation arises where a worker feels it may not be possible for the 

employee to adhere to the expectations outlined in this policy, the 
employee must contact the Managing Director immediately for advice. 

 
 

Flexibiliy Policy 

 
1.     Policy Brief and Purpose 

1.1.  DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 
Testing Tasmania (“the Company”) is committed to fostering an 
environment that allows staff to achieve a healthy work/life balance 
and in support of this the Company offer or agree to flexible working 
arrangements in some instances. 

 
 
1.2.  This policy outlines when flexibility may be an option for employees, 

and provides guidance for employees on their entitlements, the 
process and the Company requirements relating to flexible working 
arrangements. 

 
 

2.     Variation 
2.1.  This policy does not form part of an employee’s contract of 

employment. The Company may vary, replace or terminate this policy 
at any time. 

 
 

3.     Scope 
3.1.  This policy applies to all employees of the Company. 
 
 
3.2. This policy does not replace any legislation or any terms under an 

applicable modern award or agreement. If any part of this policy is in 
conflict with the legislation, modern award or agreement, the 
legislation will take precedence. 
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4.     Definitions 
4.1.  “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract which outlines the 
employment terms and conditions. 

 
 

5.     Detail 
5.1.  What are flexible working arrangements? 
An employees may sometimes need flexibility at work to help the 

employee maintain a healthy work/life balance. Some examples of 
flexible working arrangements might include changes to: 

 
•  Hours of work (e.g. changes to start and finish times); 
•  Patterns of work (e.g. split shifts or job sharing); 
•  Locations of work (e.g. working from home). 

 
 
5.2.  Eligibility 
5.2.1.   Some employees have a statutory right under the Fair Work Act 
2009  (Cth)  to  request  flexible  working  arrangements  with  the 
Company. This includes employees who: 
•  Have worked with the Company for at least 12 months; and  
 
 • Are the parent or have responsibility for the care of a child who 

is school aged or younger; or 
 • Are a carer (under the Carer Recognition Act 2010); or 
 • Have a disability; or 
 • Are 55 years of age or older; or 
 • Are experiencing family or domestic violence; or 
 • Provide care or support to a member of the employee household 

or immediate family who requires care and support because of family 
or domestic violence. 

 
5.2.2.  
A  
casual  employees  is  entitled  to  request  flexible  working 
arrangements in accordance with clause 5.2.1 if the employee has 
been working for the Company regularly and systematically for at least 

12 months and the employee has a reasonable expectation of 
continuing work on a regular and systematic basis. 

 
 
5.2.3.   An  employee’s  right  to  request  flexible  working  

arrangements under the Fair Work Act 2009 (Cth) does not require 
the Company to automatically accept the request. When an 
employee submits a request the Company will assess it in line with 
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the Company’s business requirements before making a decision. 
 
 
5.3.  Process for employees requesting flexible working arrangements 

5.3.1.   Requests must be made in writing to the Company. Requests 
must outline the changes that are being requested as well as the 
reasons for the request. 

 
 
5.3.2.   The Company must consider the request in line with the 

Company’s operational requirements and must give the employee 
a written response within 21 days confirming whether the request 
is granted or refused. If the request is refused the written 
response must include the reasons for the refusal. Refusal can 
only be based on reasonable business grounds. Some examples of 
reasonable business grounds include: 

•  The requested arrangements are too costly; 
• Other employees' working arrangements can't be changed to 
accommodate the request; 

• It’s    impractical    to    change    other    employees’    working 
arrangements  or hire new  employees  to  accommodate  the 
request; 

• The request would result in a significant loss of productivity or have a 
significant negative impact on customer service. 

 
5.3.3.   The Company does not always need to choose between 
accepting or rejecting a request in full. Once a request has been 
made, the Company  and  the  employee/s  can  discuss  and  
negotiate  an arrangement that balances the needs of all parties 
involved. 

 
5.4.  Three-month trial period 

5.4.1. If the Company approves a request for flexible working 
arrangements, the arrangement is subject to a 3-month trial period to 
ensure the new arrangement is suitable for all parties involved. At the 
end of the trial period the Company will review the arrangement with 
the employee/s to decide whether to continue the arrangement 
permanently, to extend the trial period or to cease the arrangement. 
Any changes will be confirmed to the employee/s in writing after a 
discussion is held by the Company with the employee/s. 

 
 

6.     Complaints or Grievances 
6.1.  Should an employee have doubts about any aspect of this policy, they 

must seek clarification from the Managing Director. 
 
6.2.  Any employee, who in good faith raises a complaint or discloses an 

alleged breach of this policy, will not be victimised. All reports will be 
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dealt with in a timely and confidential manner and in line with the 
Company’s Complaints or Grievances Policy. 

 
6.3.  If a situation arises where an employee feels it may not be possible 

to adhere to the expectations outlined in this policy the employee 
must contact the Managing Director immediately for advice. 

 

Non-Smoking Policy 
 

1.     Policy Purpose 
1.1.  DTBS Global Pty Ltd trading as Drug Testing Business Success & Drug 

Testing Tasmania (“the Company”) aims to provide Company 
employees with a healthy work environment. Smoking in the 
workplace is a recognised health hazard and as such is not permitted 
in any Company office, manufacturing area, Company vehicle, or any 

other area designated as non-smoking. 

 
2.     Policy 

 
2.1   Employees who smoke outside the premises should not do so near 

the main entrance to the building or in any other location which is by 
designation, law or regulation a non-smoking area. 

 
2.3  The Company operates in a non-smoking environment however the 

Company recognises the need to accommodate both smokers and 
non- smokers. 

 
2.4   Smoking breaks may be taken by an employee at any time. 
 
2.5     It is the responsibility of employees to ensure cigarette butts and 

other litter are disposed of properly. 

 
3.       Legislation 

 
3.1. The Act – Work Health and Safety Act 2012. 
 
Available at: 
 
www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2012- 
001 
 
3.2. Regulations – Work Health and Safety Regulations 2012. 
 
Available at: 
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www.legislation.tas.gov.au/view/whole/html/inforce/current/sr-2012-122 
 
3.3. Codes of Practice. 
 
Available at: 
 
www.safeworkaustralia.gov.au/resources_publications/model-codes-of- 

practice 
 

Parental Leave Policy 
 

1. Policy Brief and Purpose 
1.1 DTBS Global Pty Ltd trading as Drug Testing Business Success and 

Drug Testing Tasmania (“the Company”) recognises and understands 
the birth or adoption of a child is a special time in an employee’s life 
and the employee will usually require leave during this time. This 
policy provides guidance for an employee on employee entitlements, 
the process and the Company requirements relating to a period of 
parental leave. 

 
 

2. Variation 
2.1 This policy does not form part of an employee’s contract of 

employment. The Company may vary, replace or terminate this policy 
at any time. 

 
 
 

3. Scope 
3.1 This policy applies to all eligible employees of the Company who: 

• Are permanent employees and who have completed at least 12 
months continuous service; and 

• Are eligible casual employees. 
 

3.2 This policy does not replace any legislation or any terms under an 
applicable modern award or agreement. If any part of it is in conflict, 
the legislation, modern award or agreement will take precedence. 

 
 

4. Definitions 
4.1 “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work, and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract that outlines the 
employment terms and conditions. 
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5. Detail 

5.1 Employees are entitled to take 12 months unpaid parental leave in 
accordance with the National Employment Standards (NES) contained 
in the Fair Work Act 2009 (Cth), if they have 12 months or more 
continuous service at the expected date of birth or upon adoption, 
and the employee has, or will have, responsibility for the care of the 
child. 

 
5.2 Parental leave is unpaid by the Company. However, employees may be 

entitled to paid parental leave under a government paid parental 
scheme or any Company scheme as implemented and amended from 
time to time. 

 
 

6. Eligibility 
6.1 Eligibility to take parental leave depends on the following criteria 

being met: 
• Employee has worked for the Company for at least 12 months: 

o Before the date or expected date of birth if the employee is 
pregnant. 

o Before the date of the adoption; or 
o When the leave starts (if the leave is taken after another 

person cares for the child or takes parental leave); 
and 
o Employee will have responsibility for the care of a child; and 
o Employee complies with the Company’s notice and evidence 

requirements. 
 
6.2 A casual employee is entitled to take parental leave if: 

• The employee has been working for the Company on a regular 
and systematic basis for at least 12 months; and 

• The employee has a reasonable expectation of continuing work 
with the Company on a regular and systematic basis, had it not 
been for the birth or adoption of a child; and 

• The employee complies with the Company’s notice and evidence 
requirements as per clause 7 of this policy. 

 
 

7. Notice and Evidence Requirements 
7.1 As per clause 6 (Eligibility), employees must comply with the 

Company’s notice and evidence requirements to be eligible to take a 
period of parental leave. The notice and evidence requirements are as 
follows: 

 
7.2 Notice 

7.2.1 10 weeks before starting leave. Employees must give the 
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Company at least 10 weeks’ notice before the requested start 
date of the parental leave period. This notice needs to be in 
writing and must specify how much leave the employee wants 
to take, including the starting and finishing dates. 

 
7.2.2 4 weeks before starting leave. Employees must confirm the 

parental leave dates with the Company at least 4 weeks before 
the employee is due to start the leave. If there have been any 
changes to the dates, the employee must notify the Company 
as soon as possible. 

 
7.2.3 Special considerations. If employees can’t provide the above 

notice within the set timeframes, employees may still be 
eligible 

 
to take parental leave as long as the employee gives the 
Company as much notice as possible. 

 
7.3 Evidence 

7.3.1 The notice outlined in clause 7 must be accompanied by the 
following: 
• A completed Leave Form which can be found on the 

Company’s intranet; and 
• For birth-related leave: A medical certificate from a 

medical practitioner containing a statement that states 
‘you or your partner is pregnant’ and “the expected due 
date”; or 

• For adoption-related leave: A letter on company 
letterhead from the adoption agency containing a 
statement that includes ‘you have been granted adoption 
placement of a child’; and ‘the expected date for that 
placement’; and ‘the child is or will be as at the day of 
placement under 16 years of age’. 

 
7.3.2 The above documents must be submitted to the Managing 

Director for approval. 
 

 
8. Period of Parental Leave 

8.1 Eligible employees are entitled to take 12 months unpaid parental 
leave. They can also request to take an additional 12 months parental 
leave. 

 
8.2 The period of parental leave may start for a female employee (if birth 

related) up to 6 weeks before the expected due date of the child. If 
not birth related, the period of leave may only start when the 
employee becomes responsible for the care of the child. 
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8.3 The Company requires employees to take parental leave in a single 
continuous period. 

 
8.4 Employee couples (where 2 employees of the Company are in a 

spousal or de facto relationship) can request a period of up to 8 
weeks of concurrent parental leave from the date of the birth of the 
child or the day of placement of the child. 

 
 

9. Before taking Parental Leave 
9.1 Unpaid Special Maternity Leave. 

In addition to an employee’s ordinary sick leave entitlements, a pregnant 
employee who experiences a pregnancy-related illness while working is 
entitled to take unpaid special maternity leave. This entitlement is if: 
• She has a pregnancy-related illness; or 
• Her pregnancy ends after 12 weeks because of a miscarriage,  

 
termination or stillbirth. 

 
9.1.1 Notice and Evidence Requirements. An employee should notify the 

Managing Director as soon as possible if the employee is unable 
to attend work due to a pregnancy-related illness or injury. 

Texting is not considered an appropriate form of notification. The 
Leave Form found on the Company’s intranet must be 
completed either before the leave starts or when the employee 
returns to work. It must be approved by the Managing Director 
and must be supported by a medical certificate from the 
employee’s medical practitioner. 

 
9.2 Transfer to a Safe Job. All pregnant employees (including casuals who 

are not entitled to parental leave), are entitled to move to a safe job if 
it isn’t safe for them to do their usual job because of their pregnancy. 
 
9.2.1 To be eligible to transfer to a safe job, the employee must 

provide evidence from a medical practitioner that states: 
• That she can work but can’t do her normal job (including 

why her normal job isn't safe); and 
• How long she should not work in her normal job. 

 
9.2.2 Where there is no appropriate safe job within the business, the 

employee is entitled to take paid ‘no safe job leave’ for the 
period as advised in writing by the medical practitioner. 
Employees are only entitled to paid ‘no safe job leave’ if 
entitled to unpaid parental leave as per this policy. 

 
9.3 Where a pregnant employee continues to work during the 6-

week period before the expected due date, the Company may 
require a medical certificate stating fitness for work. 
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10. Return of Company property 
10.1 Before starting a period of parental leave, employees are required to 

return Company property, held by the employee, including any swipe 
cards, Company-issued laptop, iPad, mobile phone or Company car. 
Applicable items will be re-issued to the employee upon the 
employee’s return to work as long as the Company property item or 
items are still required in the performance of the employee’s duties. 

 
 

11. During Parental Leave 
11.1 During a period of parental leave, an employee’s circumstances may 

change, and they may wish to reduce or extend the period of 
parental leave. The Company will assess all requests for extensions 
and/or reductions on a case-by-case basis. 

 
 

12. Extending within the first 12 months 
12.1 If an employee’s original parental leave period is for less than 12 

months, an extension can be requested by giving the Company at 
least 4 weeks written notice. This request must specify the new 
parental leave end date. The new parental leave end date cannot 
exceed 12 months from the start date of the original parental leave 
period. 

 
12.2 The Company will grant one extension within the first 12 months. 

Any further extension requests will be assessed on a case-by-case 
basis. 

 
 

13. Extending beyond the initial 12-month parental leave period 
13.1 An employee may request to extend the parental leave period for a 

further 12 months. 
 
13.2 This request must be submitted in writing at least 4 weeks before 

the end of the current parental leave period. 
 
13.3 The Company will tell the employee in writing whether the request is 

granted or refused, within 21 days of the request being made. 
 
 

14. Reducing a period of parental leave 
14.1 An employee may only reduce the period of parental leave with the 

Company’s written consent. The Company requires 4 weeks written 
notice before the intended parental leave date. 

 
14.2 All requests will be considered in line with the operational 
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requirements of the business and are not guaranteed. 
 
 

15. Keeping in touch while on parental leave 
15.1 Keeping-in-touch days allow an employee who is still on parental 

leave to return to work for a few days to enable the employee to 
stay up to date with the workplace, refresh skills and assist in the 
employee’s return to work.  
Work on a keeping-in-touch day may include (but is not limited to): 
•  Participating in a planning day; or 
•  Participating in training; or 
•  Attending a conference. 

 
15.2 Employees can access up to 10 keeping-in-touch days during the 

period of parental leave. Keeping-in-touch days must be mutually 
agreed on between the employee and the Managing Director. 

 
 

16. Returning to work 
16.1 Upon ending a period of parental leave an employee is entitled to 

return to the employee’s pre-parental leave position. If that position 
has changed and no longer exists due to operational reasons, such 
as a restructure or a redundancy, the employee will be offered a 
suitable available job for which the employee is qualified and for 
which the employee is suited. This job should, as far as is practicable 
taking into account the business needs of the Company, be as near 
as possible in kind to the employee’s previous job and have, as far 
as is practicable, a similar pay status to the employee’s previous job. 

 
 

 
17. Request for flexible work arrangements 

17.1 Upon returning to work after a period of parental leave, employees 
can request flexible working arrangements. As an example, such a 
request may include a reduction in working hours or an amendment 
to start and finish times.  

 
17.2 Requests must be made in writing to the Managing Director. The 

Company will consider the request in line with the business’s 
operational requirements and will give the employee a written 
response within 21 business days of receipt of the request. 

 
 

18.  Breach of the Parental Leave Policy 
18.1 Any employee who is found to have breached this policy will be 

subject to disciplinary action in accordance with the Company’s 
Counselling and Disciplinary Policy, up to and including termination 
of employment or engagement. 
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18.2 Any employee who becomes aware of any actual or potential breach 

or breaches of this policy must report this information to the 
Managing Director as soon as the employee becomes aware of the 
actual or potential breach or breaches. Failing to report an actual or 
potential breach may result in disciplinary action in accordance with 
the Company’s Counselling and Disciplinary Policy. 

 
 

19.  Complaints or Grievances 
19.1 Should an employee have doubts about any aspect of this policy, the 

employee must seek clarification from the Managing Director. 
 
19.2 Any employee, who in good faith raises a complaint or discloses an 

alleged breach of this policy, will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible), and 
in line with the Company’s Complaints or Grievances Policy. 

 
 

19.3 If a situation arises where an employee feels it may not be possible 
for the employee to adhere to the expectations outlined in this 
policy, the employee must contact the Managing Director 
immediately for advice. 

Travel Policy 

1.  Policy Brief and Purpose 

1.1. DTBS Global Pty Ltd trading as Drug Testing Business Success &  
Drug Testing Tasmania (“the Company”) may at times require 
employees to travel away from the usual place of employment for 
work-related purposes or activities. This policy outlines the 
Company’s expectations in relation to travel undertaken in the 
performance of an employee’s duties and also considers the 
employee’s safety, comfort and convenience while travelling. 

1.2. Entertainment of clients or other stakeholders may at times be 
necessary and this policy outlines expectations and guidelines for 
when this occurs. 

 

2.  Variation 

2.1. This policy does not form part of an employee’s contract of 
employment. The Company may vary, replace or terminate this 
policy at any time. 

 

3.  Scope 

3.1. This policy applies to all employees of the Company. 
3.2. This policy applies to business-related travel only and does not apply 
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to any employee commuting between the employee’s place of 
residence and the employee’s usual workplace location. 

3.3. This policy does not replace any legislation or any terms under an 
applicable modern award or agreement. If any part of this policy is 
in conflict with the legislation, a modern award or agreement, the 
legislation, modern award or agreement will take precedence. 

 

4.  Definitions 

4.1. “Employee or employees” means a person or group of people 
employed by the Company under an agreement to perform work and 
who receive a wage or salary  in  exchange for  the  work.  
Employees  are most  likely  to  have  an employment contract which 
outlines the employment terms and conditions. 

4.2. “Within the course of employment.” The Company takes a reasonable 
and objective approach when determining whether actions occur, or 
have occurred, within the course of employment. Employees can 
reasonably expect communicating with colleagues, clients or 
management team members inside or outside the physical 
workplace location or using any Company equipment or resources 
inside or outside the physical workplace location, will usually fall 
within the course of employment. 

4.3. “Stakeholders”  include,  but  are  not  limited  to,  colleagues,  
managers, contractors, visitors, volunteers, clients, customers and 
members of the public.  

4.4. “Business-related travel or purposes” means travel that is authorised 
and is for the genuine purpose of conducting business activity  and 
for the genuine purpose of enabling the employee to carry out the 
requirements of the employee’s role as per the employee’s Position 
Description. Travel can include travelling by motor vehicle, boat, 
plane or some other means of transport. 

4.5. “Entertainment” for the purposes of this policy means the purchase 
of food, drink or recreation which occurs when employees are 
required to entertain people and where that entertainment is 
necessary to genuinely meet a business objective. 

 

5.  Detail 

5.1. Travel should only be undertaken where reasonably necessary and 
where an employee’s absence from the workplace will not negatively 
impact the employee’s ability to carry out the requirements of the 
employee’s role. 

5.2. Travel    should    only    be    undertaken    after    other    
alternatives    (e.g. videoconference, web-based meeting facilities, 
webinar etc.) have been exhausted or are not deemed to be 
appropriate in the circumstances. 

5.3. If an employee is required to travel at the Company’s request, the 
Company will inform the employee of the description, reason and 
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nature of the travel as well as the dates of travel required. 
5.4. Travel arrangements will be made on the employee’s behalf by the 

Managing Director or the designate of  the Managing Director. 

5.5. All travel arrangements must be approved, where possible, within 4 
weeks of the travel occurring. This is to ensure adequate planning 
can be arranged as well as to ensure the best possible fare can be 
obtained. 

5.6. All flights will be booked in economy class unless a higher class of 
travel has been approved by the Managing Director. For economy 
class flights employees may, if the employee so wishes, use the 
employee’s personal airline frequent flyer program/s to upgrade to a 
higher class of travel without the need for approval. 

 

6.  Approval 

6.1. Written approval for all travel must be obtained from the Company 
prior to the travel being undertaken and prior to any travel 
arrangements being made. 

6.2. If the travel is at the employee’s request the employee must submit a 
written request to the Company which outlines the description, 
reason and nature of the travel, the dates of travel (including which 
days are business or private), and an estimate of travel expenses.  

7.  Employee Responsibilities 
7.1. Employees who travel for business-related purposes are expected 

to at all times; 
•  Be aware of and adhere to, the Company’s Travel and Entertainment 

Policy and all related procedures; 
•  Combine business trips wherever possible to reduce duplicate travel 

costs; 
• Exercise good business judgment and common sense with respect to 

expenses; 
• Check the accuracy of any bills or invoices before they are paid by 

the employee; 
• Report expense claims accurately and promptly and provide the 

required documentation (e.g. receipts/tax invoices, etc) to the 
Managing Director within 7 days of the travel occurring; 

•  Act in a way that positively reflects the Company’s brand and image 
while travelling; and 

• Demonstrate behaviour that is consistent with the Company’s Code 
of Conduct and other Company policies, including outside of actual 
working hours. 

7.2. Employees who incur expenses that are not in accordance with this 
policy risk having the reimbursements delayed, only partially paid or 
forfeited. 

 
8.  International Travel 

8.1. If international travel is required all travel documents including travel 
visas and passports must be organised by the employee in 
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consultation with the Managing Director or the designate of the 
Managing Director. 

8.2. Before travelling commences employees must consult with a qualified 
doctor to seek advice on the compulsory, routine and recommended 
vaccinations for the country and region of travel. It is recommended 
this discussion occurs at least six weeks before departure to allow 
sufficient time for vaccinations to take effect. 

8.3. It is the employee’s responsibility to ensure the employee’s 
vaccinations are kept up to date. 

 

9.  Expenses incurred while travelling 

9.1. Where overnight travel is required the Company will either bear the 
expense or reimburse the employee for the reasonable costs 
incurred which have been approved by the Company. This includes: 

• The  Company approved  daily allowance  if the employee  is  using  
the employee’s own vehicle and/or related vehicle costs; 

•  Reasonable costs for 4-star accommodation;  
• For meals (i.e. breakfast, lunch and dinner) consumed when 

travelling for business the Company will reimburse employees the 
cost of meals to the value of $90 per day; 

• Refreshments and snacks that are consumed in addition to meals 
(e.g. from the mini bar) will not be paid for or reimbursed by the 
Company. 

•  Taxi fares (where this is the most practical mode of transport 
available); and 

•  Incidentals such as telephone calls, laundry services and internet 
access. 

9.2. To  be  eligible  for  the  reimbursement  of  travel  expenses  
employees  are required to provide a receipt or invoice of the 
incurred expense to the Company. Where this isn’t possible 
employees are required to speak to the Managing Director for 
direction and clarification. 

 
10. Entertainment 

10.1. From time to time it may be necessary for the employee to provide 
entertainment to business contacts in order to meet business 
objectives. When this occasion arises expenditure should not be 
extravagant and must serve a definite business purpose. 

10.2. Entertainment expenditure will ideally be approved in advance 
however the Company understands this isn’t always possible. When 
expenditure cannot be approved in advance the employee will be 
required to demonstrate the business reason for the expenditure 
and failing to do so may result in the costs not being reimbursed. 

10.3. Employees are required to complete an expense form and submit 
the form to the Managing Director no less than 7 days after the 
entertainment occurs, completing all details including: 

•   The type of entertainment (e.g. drink, meal, recreation); 
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• The name of the Company for which the business contact person/s 
being entertained represents; 

•   The business contact person/s name and contact details; 
•   The purpose of the meeting; and 
•   The original receipt/tax invoices. 
 

11. Accommodation 
11.1. If staying in accommodation during overnight travel employees 

must keep and maintain the accommodation in the same regard as 
they would the employee’s workplace and upon departure the 
accommodation must be left in the same or better condition than it 
was when the employee first arrived. Any costs incurred for any 
damage to accommodation which requires replacement or repair 
may ultimately be at the employee’s expense.  

11.2. While staying in accommodation employees must be considerate of 
any neighbours and should ensure all noise is kept to a minimum, 
especially during the hours of 10pm-6am. 

 
12. Hire Car 

12.1. A hire car may be used when it is the most practical mode of 
transport available after travelling to a destination via commercial 
transport. Employees must choose full comprehensive insurance 
where this option is available. 

12.2. It is the employee’s responsibilities to act in accordance with the 
hire company’s policies and procedures including returning the car at 
the agreed place and time and with a full tank of fuel 
(petrol/gas/diesel depending on which fuel type the car requires). 

 
13. Safety Obligations 

13.1. Employees must be mindful of any safety risks associated with the 
travel and must take extra care to mitigate or minimise any safety 
risks where possible. 

13.2. While travelling employees are responsible for the employee’s own 
health and safety and must ensure the employee is physically fit and 
able to undertake the travel which has been proposed. 

13.3. Employees should immediately notify  the Company of any medical 
problems which might be exacerbated by, or related to, the travel. 

13.4. If an employee is driving a motor vehicle for work related travel the 
employee is required to take a 15-minute break after every 2 hours 
of non-stop driving and at any other time if the employee is showing 
any signs of fatigue, including but not limited to: 

•  A lack of alertness; 
•  Inability to concentrate; 
•  Making more mistakes than usual; 
•  Drowsiness, falling asleep or micro-sleeps; 
•  Difficulty keeping eyes open; 
•  Not feeling refreshed after a sleep; 
•  Excessive head nodding or yawning; 
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•  Blurred vision; or 
•  Mood changes. 
 

14. Breach of the Travel and Entertainment Policy 
14.1. Any employee who is found to have breached this policy will be 

subject to disciplinary action in accordance with the Company’s  
Counselling and Disciplinary Policy, up to and including termination 
of employment or engagement.  

14.2. Any employee who becomes aware of any actual or potential breach 
or breaches of this policy must report this information to the 
Managing Director as soon as the employee becomes aware of the 
actual or potential breach or breaches. Failing to report an actual or 
potential breach or breaches may result in disciplinary action in 
accordance with the Company’s Counselling  and Disciplinary Policy. 

 

15. Complaints or Grievances 
15.1. Should an employee have doubts about any aspect of this policy the 

employee must seek clarification from the Managing Director. 
15.2. Any employee who, in good faith, raises a complaint or discloses an 

alleged breach of this policy will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible), and 
in line with the Company’s Complaints or Grievances Policy. 

15.3. If a situation arises where an employee feels it may not be possible 
for the employee to adhere to the expectations outlined in this 
policy, the employee must contact the Managing Director 
immediately for advice. 

 

Work Health and Safety Policy 
 

1.     Policy Brief and Purpose 
1.1. DTBS Global Pty Ltd trading as Drug Testing Business Success & 

Drug Testing Tasmania (“the Company”) recognises and accepts the 
Company’s obligation under occupational health and safety 
legislation to take all practicable steps to safeguard the health and 
safety of Company staff. 

1.2. Accidents, injury and damage can be eliminated or minimised by 
following safe work procedures. Cooperation and communication 
between workers, management and the Company are essential for a 
healthy,  safe  and satisfying working environment. 

 
2.     Variation 

2.1.  This policy does not form part of an employee’s contract of 
employment. The Company may vary, replace or terminate this 
policy at any time. 

 
3.     Scope 
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3.1.  This policy applies to all workers, which includes employees, 
contractors, volunteers and subcontractors. 

3.2. This policy does not replace any legislation or any terms under an 
applicable modern award or agreement. If any part of this policy is 
in conflict with the applicable legislation, modern award or 
agreement, the legislation, modern award or agreement will take 
precedence. 

 
4.     Definitions 

4.1.  “Worker or workers” means a person or group of people who 
perform work for the Company or agrees with the Company to 
perform work under the Company’s direction, instruction or request. 
This includes employees, contractors, volunteers and subcontractors. 

4.2.  “Employee or employees” means a person or group of people 
employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange for the work. Employees 
are most likely to have an employment contract which outlines the 
employment terms and conditions. 

4.3.  “Within the course of employment.” The Company takes a 
reasonable and objective approach when determining whether 
actions occur or have occurred within the course of employment. 
Workers can reasonably expect communicating with colleagues, 
clients or management team members inside or outside the physical 
workplace location or using any Company equipment or resources 
inside or outside the physical workplace location, will fall within the 
course of employment.  

4.4. “Stakeholders” includes but is not limited to colleagues, managers, 
contractors, visitors, volunteers, clients, customers and members of 
the public. 

 
5.     Detail 

5.1.  All workers are required to observe and work within the following 
policy: 

5.1.1.   All workers are responsible at all times for ensuring colleagues 
and all persons under a worker’s control work in a safe manner and 
in a safe environment. This involves a positive program of actions to 
identify and eliminate, isolate or minimise risks. 

5.1.2.   Equipment must be maintained and used in a safe manner and 
safety equipment is to be worn where required and provided. 

5.1.3.   All safety directions are to be observed including signs which 
are displayed. 

5.1.4.   In the event of an accident occurring or some other incident 
with potential impact on the health and safety of workers occurs the 
accident or incident must be thoroughly investigated by the 
supervisor in charge of the work area who will then take or 
recommend appropriate action to avoid any recurrence of the 
accident or incident. 

5.1.5.   All workers will receive adequate training to enable the workers 
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to carry out work tasks safely and efficiently. 
5.1.6.   All accidents or incidents must be properly recorded and, in the 

case of serious injury, must be reported to the relevant government 
authority. 

5.1.7.   Each and every worker has the right and the duty to draw the 
Company’s attention to the existence of any unsafe condition. Only 
constant vigilance on the part of everyone can avoid the pain and 
distress that is always involved whenever an injury occurs. 

 

 
5.2.  Health and safety legislation is based on the principle of duty of 

care, which means planning for the prevention of workplace 
accidents, injuries and illnesses and applies to all people in the 
workplace, including visitors and contractors.  

 
6.     Employee Responsibilities 

6.1.  Failure to follow the Company’s safety requirements may result in a 
worker or fellow workers being injured, damage to equipment or 
disruption of the Company’s processes. 

6.2.  Workers must follow all the Company’s health and safety rules, 
procedures and safe work practices at all times. This is a condition 
of employment with the Company. Failure to follow safe work 
practices, including instructions, and safe work procedures or the 
wearing of personal protective equipment (if directed or required) 
may result in termination of employment. 

 
7.     Specific 

7.1.  All workers are required by law to take reasonable care to: 
• Ensure the worker’s own health and safety; and 
• Ensure that the worker does not adversely affect the health or safety 

of a fellow worker or any other person in the workplace through any 
act or omission. 

7.2.  In addition, all workers are required to cooperate with the Company 
in matters of health and safety and are required to: 

• Comply with this policy and the Company’s procedures and rules; 
• Wear,  use  and  maintain  personal  protective  equipment  issued  

as instructed; 
• Refrain from using mobile phones, note-books or tablets to access 

emails or other social media outlets while working on a site and/or 
job which requires complete attention to the task at hand; 

• Report all personal injuries promptly; 
• Correct hazards immediately if possible and report those which 

cannot be corrected immediately. Hazards which are corrected 
immediately should also be reported; 

• Cooperate with management on matters of workplace health and 
safety; 

and 
• Involve themselves in all workplace health and safety programs and 
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activities. 
7.3.  Safety is the responsibility of every worker. Every worker should 

recognise that it is the worker’s duty to perform work safely as much 
as it is to do it well. This involves: 

• Conforming to safe working practices and basic safety rules; 
• Remaining alert to hazards; 
• Avoiding hazards and reporting all hazards or perceived hazards to a 

manager or supervisor; and 
• Recommending to a supervisor or manager any ideas to improve 

safety in the workplace.  
 

8.     Managers and Supervisors 
8.1.  Managers and supervisors have a duty of care at the workplace to 

ensure the health, safety and welfare of all workers and others who 
enter the workplace. This involves organising the workplace and 
systems of work to ensure people at work or in the workplace are 
not put at risk, such as: 

• Implementing any detailed safety policies and procedures which are 
formulated from time to time; 

• Imparting information to all workers on safe working practices and 
providing training; 

• Undertaking    hazard    identification    and    risk    assessment    
and implementing risk control measures; 

• Regular  housekeeping  and  equipment  inspection  to  ensure  the 
equipment and the site are maintained in good condition; 

• Ensuring that all workers are carrying out duties in line with 
established instructions and procedures; 

• Reacting to notification of hazards by fixing the hazard immediately 
or, if this is not possible, by passing information on to management 
so the necessary resources can be made available, if necessary, to 
remove the safety hazard/s; 

• Ensuring  that  all  accidents  are  fully  investigated,  reported  and 
analysed, with the object of establishing causes and preventing 
recurrence; 

• Ensuring  that  an  injury/incident  report  folder  is  established  
where details of work-related injuries and illnesses are recorded; 

• Ensuring prior to an Organisation Official’s first visit to a site the 
official undergoes a Site Induction at a time agreed between the 
Organisation Official and the Company. 

• Providing information immediately to the relevant workplace health 
and safety regulator/s following a serious incident or serious near-
miss; and 

• Consulting with workers on all the above matters. 
 

9.     Disciplinary Actions 
9.1.  Disciplinary actions may be taken when safety requirements or 

practices are not followed. 
9.2.  The appropriate supervisor or manager will counsel the worker 
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following any breach of safety requirements or practices. 
9.3.  Counselling should include the following: 

• Seeking information (including the reason for the breach of safety 
requirements) from the worker; 

• Reviewing safety procedures and work practices currently in place 
and rectifying any safety deficiencies highlighted;  

• Instructing the worker on the correct safety methods to use in future 
and their responsibilities under the relevant work health and safety 
legislation; and 

• Informing the worker that continued breaches of safety requirements 
may  result  in  written warning(s)  culminating  in  dismissal  if  
further breaches continue – refer to the Company’s Counselling and 
Disciplinary Policy. 

 
10.   Employees with Special Needs 

10.1. The Company respects a worker’s right to privacy; however, in the 
interests of any worker suffering from any medical condition that 
may affect the worker’s own safety or the safety of any co-workers, 
the Company requires that the worker tell the appropriate manager 
or supervisor so the Company can discharge the workplace health 
and safety obligations owed to workers. Any such disclosure will be 
confidential and kept on the worker’s employment file for the 
purposes of workplace health and safety. 

 
11.   Hazard, Incident and Injury Reporting 

11.1. All hazards, incidents and injuries, sustained at work, no matter 
how small, must be reported to the appropriate manager or 
supervisor at the earliest opportunity. This includes all incidents 
involving plant, equipment, materials, contractors, members of the 
public and their property. 

11.2. Minor injuries may develop into something serious if neglected and 
must be referred to an appointed first aid qualified person and the 
appointed employee or otherwise  to  the  injured  worker's  
immediate  manager  or supervisor. 

11.3. Failure to report personal injuries promptly may jeopardise any 
claim for workers compensation. The Company is committed to the 
prevention of workplace injuries and illness through the provision of 
a safe and healthy working environment. In the event an employee 
is injured during the course of the employee’s work and is unable to 
perform the employee’s normal duties, the Company will endeavour 
to provide meaningful work which will assist the employee in 
rehabilitation. 

Working from Home Policy 
 

1.   Policy Brief and Purpose 
1.1. DTBS Global Pty Ltd trading as Drug Testing Business Success & 
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Drug Testing Tasmania (“the Company”) recognises policies and 
procedures supporting flexibility in the workplace are well received 
by employees and as such the Company is committed to creating 
flexible working arrangements, where possible, to assist in balancing 
work and personal responsibilities. As part of this commitment the 
Company offers employees the opportunity to apply to work from 
home. 

 
1.2. This policy’s purpose is to: 
•   Clarify who can work from home and in what circumstances; 
• Ensure a safe and healthy working environment where employees 

work from home; and 
• Ensure managers and employees are aware of the obligations and 

responsibilities in relation to working from home. 
 

2.   Variation 
2.1. This policy does not form part of an employee’s contract of 

employment. The Company may vary, replace or terminate this 
policy at any time. 

 

3.   Scope 
3.1. This policy applies to all employees of the Company. 
 
3.2. This policy does not replace any legislation or any terms under an 

applicable modern award or agreement. If any part of this policy is 
in conflict with the legislation, a modern award or agreement, the 
legislation, modern award or agreement will take precedence. 

 

4.   Definitions 
4.1. “Employee or employees” means a person or group of people 

employed by the Company under an agreement to perform work and 
who receive a wage or salary in exchange  for  the  work.  
Employees are most likely to have an employment contract that 
outlines the employment terms and conditions. 

 
4.2. “Home-based office” is an area designated by the employee within 

their home where they will carry out their duties as per the 
approved working from home arrangement. 

 
4.3. “Site inspection” means an inspection of the home-based office 

carried out by a person appointed by the Company to ensure the 
worksite meets the required occupational health and safety (OHS) 
standards. 

 
4.4 “Working-from-home arrangement” means a formal agreement 

approved by the Company  where  the  working-from-home  
arrangements  are  clearly documented. 
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5.   Policy Information 
5.1. All working-from-home arrangements must be made in accordance 

with this policy and employees must not work from home unless 
they are expressly authorised to do so. Approved working-from-
home arrangements may be modified or terminated at any time. 

 
5.2. The Company will consider each application to work from home on 

it’s merits taking both the employee and Company needs into 
account. 

 
5.3. Employees   who   have   been   approved   for   a   working-from-

home arrangement must continue to have set working hours as 
agreed between the Company and employee and the employee must 
be contactable at all times during these hours. 

 
5.4. The Company has a responsibility to continuously monitor working- 

from-home arrangements to ensure they are still suitable to the 
employee and the business taking into consideration employee 
performance, employee needs and the business needs such as the 
efficient operations of the team. 

 
5.5. Although  this  policy  has  been  developed  to  create  flexibility,  

the Company office is and will remain, the primary place of work. 
 

6.   Approval Process 
6.1. Before commencing any working-from-home arrangement, 

employees must make a request to the Company, in writing outlining 
the following: 

•   The requested arrangement (e.g. to work from home on Mondays); 
•   The reason for the request; and 
• An assessment of the impact the employee believes the 

arrangement will have on the employee’s current and future 
workload. 

 
6.2. Upon receipt of a request to work from home, the Company will 

consider the request and respond within 21 days. 
 

6.3. After consideration, if the Company decides to approve the request, 
the approval is then subject to the successful completion of a 
Working from Home checklist by the employee and an inspection by 
the Company of photo/s sent by the employee to the Company of 
the working station setup. 

 
6.4. If a request is rejected the Company must outline this to the 

employee in writing and include the business reason/s why. The 
Company does not always need to choose between accepting or 
rejecting a request in full and once a request has been made the 
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Company and the employee/s can discuss and negotiate an 
arrangement which balances the needs of both the Company and 
the employee/s. 

 
7.   Working From Home – Employee Expectations 

7.1. Attendances at the office 
Where an employee is authorised to work from home on an ongoing 
basis, the employee may be required to attend the Company’s 
offices or other venues at any time during work hours. 

 
7.2. Timesheets 

Employees working from home must continue to submit timesheets 
to the Company which indicate an accurate record of hours worked 
including any rest breaks, meal breaks and overtime hours. Any 
overtime must have prior approval from the employee’s the 
Company. 

 
7.3. Policies and procedures 

An employee working from home must comply with all Company 
policies and procedures and do all things reasonably necessary to 
ensure the employee complies with all such policies and procedures. 

  

7.4. Household domestic duties and childcare arrangements 
Except during authorised breaks when working from home an 
employee is expected to devote the whole of the employee’s time, skill 
and attention to work matters as the employee would if working in the 
employee’s usual place of work. 
 

8.   Insurance 
8.1. Employees should be aware working from home may affect the 

employee’s domestic insurance coverage. It is the employee’s 
responsibility to check these issues with the employee’s own insurer. 
The Company does not take any responsibility for the impact 
working from home has on such insurances. 

 
8.2. Employees are responsible for third parties who visit the employee’s 

home-based office and therefore may agree to take out public 
liability insurance on behalf of the employee on a personal basis. 
The Company may require an employee to provide evidence of any 
personal insurance policies which provide coverage for the working-
from-home arrangement. 

 

9.   Safety at Home 
9.1. In addition to the Company’s obligation to provide a safe working 

environment, an employee working from home must take all 
reasonable care for the employee’s own health and safety and to 
ensure the employee’s work from home does not adversely affect 
the health and safety of others. This includes being diligent in 
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assessing and reporting risks as well as consulting and cooperating 
with the Company about work health and safety matters. 

 

9.2. To ensure the Company meets its obligation to provide a safe 
working environment, employees requesting to work from home 
understand and agree that: 

• Working from home arrangements are subject to  the completion of  
a satisfactory working from home checklist; 

 
• A risk assessment is required to be completed monthly by the 

employee and issued to the Company; 
• The Company may inspect the home-based office of an employee at 

any time during work hours, or at other times as agreed (including 
any incidental areas which may be used during breaks, such as 
kitchen and bathroom facilities); 

• Where a risk is identified, the employee and the Company should 
consult about and take steps to eliminate or control the risk (e.g. 
installation or provision of suitable equipment, training in the safe 
use of equipment, tagging of electrical equipment, elimination of fire 
hazards etc.); 

• The Company should ensure adequate first aid facilities are provided 
when the employee is working from home. This requires the 
provision by the Company of a First Aid Kit (unless the employee 
provides and maintains an acceptable kit) and may include first aid 
training; and 

• Specific  policies  and  procedures  may  need  to  be  developed  for  
the particular home environment. In particular the Company must 
develop an emergency and evacuation plan specific to the location. 

 
9.3 Employee Responsibilities 
Employees working from home are expected to ensure: 

•   The home-based office is clean and free from obstructions; 
•   The employee complies with the Company’s policies, procedures 

and directives in relation to health and safety matters; 
• The employee takes reasonable care for the employee’s own health 

and safety; 
• At all times the employee has access to a telephone to allow for 

immediate contact with emergency services and/or the Company, 
should it be required; 

• The employee takes reasonable care to ensure the home-based 
office does not adversely affect the health and safety of others (for 
example, family or household members, including children, or 
visitors to the employee’s home); and 

• The employee notifies the Company if the employee experiences any 
safety-related issues or concerns in relation to the working-from-
home arrangement within 24 hours and consult and cooperate with 
the Company to resolve these where reasonably practicable. 
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10. Zoning 
10.1. It is the employee’s responsibility to ensure no zoning restrictions 

(or other similar regulatory instruments) prevent or restrict the 
employee from working from home (e.g. local government zoning 
restrictions). Employees must report to the Company any changes to 
zoning restrictions or other regulations which may affect the 
employee’s ongoing ability to work from home. Employees must also 
comply with any zoning or regulatory conditions which apply. 

 

11. Three-month Trial Period 
11.1. If a working-from-home arrangement is approved by the Company 

the arrangement is subject to a three-month trial period to ensure 
the new arrangement is suitable for all parties involved. At the end 
of the trial period the Company will review the arrangement with the 
employee and a decision will be made as to whether the 
arrangement will continue either permanently, for a further trial 
period or if it will cease. Any changes will be confirmed to the 
employee in writing, after a discussion is held with the employee by 
the Company. 

 

12. Complaints or Grievances 
12.1. Should an employee have doubts about any aspect of this policy the 

employee must seek clarification from the Managing Director. 
 
12.2. Any employee who, in good faith, raises a complaint or discloses an 

alleged breach of this policy will not be victimised. All reports will be 
dealt with in a timely and confidential manner (where possible), and 
in line with the Company’s Complaints or Grievances Policy. 

 
12.3. If a situation arises where an employee feels it may not be possible 

for the employee to adhere to the expectations outlined in this 
policy, the employee must contact the Managing Director 
immediately for advice. 
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