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Work Health & Safety Policy
Our commitment
Team Transport & Logistics promotes a culture where harm to our people through work is
unacceptable. We are committed to providing safe and healthy working conditions for all
people involved in our business including contractors, visitors and the general public. We are
committed to the continual improvement of our Work Health and Safety performance and the
elimination of workplace injury and illness. All of Team’s people have responsibility for
implementing this Policy.
How we will meet our commitment
The Work Health and Safety Act 2011 (and supporting Acts and Regulations) set out a range
of requirements and responsibilities that aim to ensure the health and safety of workers and
the workplace.
Our Company will:
 Demonstrate commitment and leadership through all its managers.
 Develop and promote a health and safety culture within the organization
 Clearly define health and safety responsibilities for managers, front line managers,
employees and contractors.
 Through identification and assessment, work to eliminate hazards and risks to health
and safety
 Comply with all applicable health and safety acts and regulations, as a minimum.
 Incorporate health and safety into the business planning cycle so that objectives can
be set, plans formulated and performance measures determined for the purpose of
continually improving our management systems.
 Train and develop our employees to ensure they have the necessary skills and
knowledge to work safely and to contribute to on going improvements in safety
performance.
 Involve and consult extensively with all company stakeholders in identifying,
assessing and controlling workplace hazards and in reviewing health and safety
performance.
 Allocate resources to meet the commitments of the Policy
 Provide return to work rehabilitation for workers in the event of work related injury or
illness
 Monitor, review, analyze and audit documentation, information and records on a
regular basis to ensure continuous improvement in Work Health and Safety.
To this end, we have developed a Work Health and Safety management system consisting of
a range of risk management based supporting policies, procedures and tools that enable us to
meet our Work Health and Safety responsibilities.

Scope
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This policy and supporting procedures apply to:


all workers and other persons at our workplace



all workers while present at another workplace (e.g. a customer’s workplace)



all workers in our vehicles and equipment



all workers performing our work using someone else’s vehicles and equipment



any location where a worker undertakes activities on our behalf, including but not limited
to our sites and offices

Responsibilities
Team Transport and Logistics has identified the following roles within our organisation with
responsibilities for Work Health and Safety, as:


the employer/ person conducting a business or undertaking (PCBU)



managers/supervisors



workers



other persons at the workplace



Health and Safety Representatives (HSRs) including the Work Health and Safety Officer
and Team Transport and Logistics Risk Team

A summary of the key responsibilities for each role are listed below:
Employer/PCBU Responsibilities
The Employer/PCBU can be a sole trader, the partners in a partnership, a company, an
unincorporated association or a government department. In our organisation this
responsibility is accepted by The Managing Director.
The Employer/PCBU must:


ensure the health and safety of workers while at work, as far as reasonably practicable



establish and implement the WHS management system that will enable our WHS
objectives to be met



provide processes to identify, assess and eliminate (where practicable) or minimise risks
to health and safety



provide processes for the regular review of risk control measures



provide safe systems of work, plant and facilities to workers



define and communicate WHS responsibilities and accountabilities to managers and
supervisors and other relevant personnel
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enable and support the roles of Health and Safety Representatives and the Health and
Safety Committee



consult with other duty holders and workers and their representatives on safety matters

Manager/Supervisor Responsibilities
Managers and supervisors are workers who have an area of control within the workplace. In
our organisation this responsibility is accepted by our Department Heads.
Managers and supervisors must:


ensure this WHS policy and the WHS management system are effectively implemented
within their area of control



accept accountability for ensuring that the workplace under their control is safe and
without risk to health and safety



accept accountability for ensuring that the behaviour of workers under their control is safe
and without risk to health and safety



consult with workers on issues that affect their health and safety



resolve or appropriately escalate WHS issues promptly

Worker Responsibilities
A worker is any person who carries out work for a PCBU, including work as an employee,
contractor, subcontractor, self-employed person, outworker, apprentice or trainee, work
experience student, employee of a labour hire company placed with a ‘host employer’ and
volunteers.
Workers must:


take reasonable care for their own health and safety



take reasonable care to ensure their actions or omissions do not adversely affect the health
and safety of others



cooperate with any reasonable policy, procedure or instruction from the PCBU relating to
health or safety at the workplace that has been notified to workers (so far as they are
reasonably able)



report any hazards or incidents in the workplace promptly

Other Persons at the Workplace Responsibilities
Other persons at a workplace refer to any other person at a workplace. In our organisation
this responsibility is accepted by Visitors.
Other persons at a workplace must:


take reasonable care for their own health and safety
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take reasonable care to ensure their actions or omissions do not adversely affect the health
and safety of others



cooperate with any reasonable instruction from the PCBU



report any hazards or incidents in the workplace promptly

HSR Responsibilities
An HSR is a worker who has been elected by a work group under the WHS Act to represent
them on health and safety matters. In our organisation this responsibility is accepted by the
Work Health and Safety Policy and the Team Transport and Logistics Risk Team.
HSRs must:


represent their work group members in matters relating to work health and safety at the
workplace



monitor risk control measures put in place at the workplace to protect their work group
members



investigate complaints from their work group members relating to work health and safety



inquire into anything that appears to be a risk to the health or safety of work group
members

Supporting policies and procedure
This policy operates within the Risk Management Framework outlined in the Risk
Management Policy and Procedure.
This policy should be read and followed in conjunction with the:


Chain of Responsibility Policy



Drugs and Alcohol Policy



Fatigue Management Policy and Procedure



Speed Management Policy and Procedure



Load Management Policy and Procedure



Consultation and Communication Policy



Training and Competency Policy



Document and Record Control Policy

Code of Conduct Policy and Employee Misconduct Procedure


Hazard Observation Procedure



Incident Management Procedure
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This signed statement of Policy confirms our personal commitment to making all Team
Transport & Logistics work environments safe and healthy for all employees.

STEVE SKINNER
MANAGING DIRECTOR
Policy Version number: 1.2
Policy Issue Date: 25/09/2014
Policy Review Due Date: 05/01/17
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Hearing Safety Policy

Our commitment
Team Transport & Logistics promotes a culture where harm to our people through work is
unacceptable. We are committed to providing safe and healthy working conditions for all people
involved in our business including contractors, visitors and the general public. We are committed to
the continual improvement of our Work Health and Safety performance and the elimination of
workplace injury and illness. All of Team’s people have responsibility for implementing this Policy.
Hazardous noise can destroy the ability to hear clearly and can also make it more difficult to hear
sounds necessary for working safely, such as instructions or warning signals.
Managing the risks related to noise will assist in:


Protecting workers from hearing loss and disabling tinnitus (ringing in the ears or head)



Improving the conditions for communication and hearing warning sounds



Creating a less stressful and more productive work environment.

How does hearing loss occur?
Hazardous noise affects the functioning of the inner ear, which may cause temporary hearing loss.
After a period of time away from noise, hearing may be restored. With further exposure to hazardous
noise, the ear will gradually lose its ability to recover and the hearing loss will become permanent.
Permanent hearing loss can also occur suddenly if a person is exposed to very loud impact or
explosive sounds. This type of damage is known as acoustic trauma.
Permanent hearing loss results from the destruction of hair cells in the inner ear. These cells cannot
be replaced or repaired by any presently known medical treatments or technology.
Usually, hazardous noise first affects the ability to hear high-frequency (high-pitched) sounds. This
means that even though a person can still hear some sounds, conversation will start to sound
‘muffled’ and a person may find it difficult to understand what is being said.
Communication difficulties occur especially when there are competing background noises. Modern
hearing aids may improve the ability to hear speech but they are unable to completely restore the
clarity of the full hearing function.
Workers exposed to hazardous noise may also experience tinnitus, which could become permanent.
When severe, it may disrupt sleep, reduce concentration, make people extremely irritable and lead to
depression.
The degree of hearing loss that occurs is dependent on how loud the noise is, how long someone is
exposed to it and, to some extent, individual susceptibility. The frequency or pitch can also have some
effect on hearing loss, since high-pitched sounds are more damaging than low-pitched ones.
Exposure to a number of common industrial chemicals and some medications can also cause hearing
loss or exacerbate the effects of noise on hearing. These substances are called ototoxic substances.

8

Ototoxic substances absorbed into the bloodstream may damage the cochlea in the inner ear and/or
the auditory pathways to the brain, leading to hearing loss and tinnitus. Hearing loss is more likely if
exposure is to a combination of substances or a combination of the substance and noise.
How much noise is too much?
Whether the exposure standard of 85 dB(A) averaged over eight hours is exceeded depends on the
level of noise involved and how long workers are exposed to it.
Peak noise levels greater than 140 dB(C) usually occur with impact or explosive noise such as
sledge-hammering or a gun shot. Any exposure above this peak can create almost instant damage to
hearing.
Decibels are not like normal numbers. They can’t be added or subtracted in the normal way. The
decibel scale is logarithmic. On this scale, an increase of 3 dB therefore represents a doubling or
twice as much sound energy. This means that the length of time a worker could be exposed to the
noise is reduced by half for every 3 dB increase in noise level if the same noise energy is to be
received.
Table 1 below demonstrates the length of time a person without hearing protectors can be exposed
before the standard is exceeded.
Table 1: Equivalent Noise Exposures
LAeq,8h = 85 dB(A)
Noise Level dB(A)

Exposure Time

80

16 hours

82

12hours

85

8 hours

88

4 hours

91

2 hours

94

1 hour

97

30 minutes

100

15 minutes

103

7.5 minutes

106

3.8 minutes

109

1.9 minutes

112

57 seconds

115

28.8 seconds

118

14.4 seconds

121

7.2 seconds

124

3.6 seconds

127

1.8 seconds

130

0.9 seconds

What is required to manage the risks of hearing loss?
a) Identify reasonably foreseeable hazards that could give rise to the risk
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b) Eliminate the risk so far as is reasonably practicable
c) If it is not reasonable practicable to eliminate the risk – minimise the risk so far as is
reasonable practicable by implementing control measures in accordance with the hierarchy
of control
d) Maintain the implemented control measure so that is remains effective
e) Review, and if necessary revise, risk control measures so as to maintain, so far as is
reasonable practicable, a work environment that is without risks to health and safety
Other solutions to reduce noise levels include:
 getting rid of noisy plant which is no longer needed,

eliminating noisy processes that are no longer needed or do not add value,

outsourcing noisy processes,

using better or more precise methods so noisy processes are not necessary,
 purchasing quieter equipment (make noise one of the considerations for all new equipment
purchases),

eliminating impacts between hard objects or surfaces,

using absorbent linings on surfaces to cushion the fall or impact of objects,

fitting exhaust mufflers and silencers,

isolating noise sources,
 ensuring moving parts are properly maintained (e.g. lubrication),
 building enclosures or sound-proof covers around noise sources,
 fitting sound-absorbing materials on hard, reflective surfaces,
 increasing the distance between noise sources and workers,
 doing noisy work outside normal working hours, and
 Rotation of employees between noisy and quiet jobs.
Hearing Protectors
If noise levels cannot be reduced sufficiently to ensure that workers are not at risk, hearing protectors
may be used. Employers should ensure that hearing protectors are regularly inspected and
maintained. Employees should also inspect hearing protectors regularly to detect damage or
deterioration. Adequate provision should be made for clean storage of protectors when not in use.
Facilities should be readily available for the cleaning of reusable protectors. Hearing protection
devices should be cleaned and disinfected according to the manufacturer’s instruction.
A summary of the key responsibilities for each role are listed below:
Employer/ Person conducting business Responsibilities
A person conducting a business or undertaking has the primary duty under the WHS Act to ensure, so
far as is reasonably practicable, that workers and other persons are not exposed to health and safety
risks arising from the business or undertaking.
A person conducting a business or undertaking has more specific obligations under the WHS
Regulations to manage the risks of hearing loss associated with noise at the workplace, including:


ensuring that the noise a worker is exposed to at the workplace does not exceed the
exposure standard for noise



providing audiometric testing to a worker who is frequently required to use personal hearing
protectors to protect the worker from hearing loss associated with noise that exceeds the
exposure standard.

Designers, manufactures, suppliers, importers and installers responsibilities
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Designers, manufacturers, suppliers, importers and installers of plant or structures that could be used
for work must ensure, so far as is reasonably practicable, that the plant or structure is without risks to
health and safety. Designers and manufacturers of plant must ensure the plant is designed and
manufactured so that its noise emission is as low as reasonably practicable.
Designers, manufacturers, suppliers and importers must also provide information about the noise
emission values of the plant and any conditions necessary for minimising the risk of hearing loss and
other harm.

Manager/supervisor responsibilities
Managers and supervisors are workers who have an area of control within the workplace. In our
organisation this responsibility is accepted by our Department Heads.
Managers have a duty to exercise due diligence to ensure that the business or undertaking complies
with the WHS Act and Regulations. This includes taking reasonable steps to ensure that the business
or undertaking has and uses appropriate resources and processes to eliminate or minimise risks that
arise from noise.
Worker responsibilities
worker is any person who carries out work for a PCBU, including work as an employee, contractor,
subcontractor, self-employed person, outworker, apprentice or trainee, work experience student,
employee of a labour hire company placed with a ‘host employer’ and volunteers.
Workers have a duty to take reasonable care for their own health and safety and that they do not
adversely affect the health and safety of other persons. Workers must comply with any reasonable
instruction and cooperate with any reasonable policy or procedure relating to health and safety at
the workplace. For example, if personal hearing protectors are provided by the person conducting
the business or undertaking, the worker must use them in accordance with the information,
instruction and training provided on their use.

Policy authorised by: Steve Skinner
Signature:

Policy issue date: 03/02/15
Policy version number: 1.0
Policy review due date: 05/01/17
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Incident Management Procedure
Purpose
The purpose of this procedure is to set out the requirements and processes to enable workers
to identify and report work health and safety (WHS) near-misses, incidents and notifiable
incidents in the workplace in an effective and systematic manner and for their timely
investigation and resolution.
Scope
This procedure applies to:
 all workers and other persons at our workplace
 all workers while present at another workplace (e.g. a customer’s workplace)
 all workers in our vehicles and equipment or performing our work using someone
else’s vehicles and equipment
 any location where a worker undertakes activities on our behalf, including but not
limited to our sites and offices
Procedure detail
Incident, notifiable incident and near miss definitions
A near miss refers to an unplanned event which has almost resulted in an incident. All near
misses are reported and treated as an incident so that risk treatment measures can be
implemented to avoid future incidents.
An incident refers to an unplanned event which has resulted in an accident, injury, illness,
damage to plant or any other negative impact.
A notifiable incident refers to an unplanned event which has resulted in the death of a person,
a serious injury or illness or a dangerous incident. These incidents must be reported to the
relevant regulator. Refer to the Incident Investigation Form for further explanation and
regulator contact details.
Common types of WHS incidents
Workplace WHS incidents will generally fall into one (or a combination) of the categories
below. Several examples have been listed for each category.
Injury or illness:
 A worker sustaining a cut injury to their hand while handling sharp objects without
protective gloves
 A worker sustaining a back injury after tripping over an electrical cord that had not
been covered
 A worker becoming ill after accidentally inhaling the fumes from an unlabelled
hazardous chemical
Damage to plant or equipment:
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A drill that is damaged after it falls from scaffolding onto the ground
A forklift driver that fails to brake and collides with the side of the vehicle being
loaded, damaging the load and the vehicle
A load that is damaged due to inappropriate load restraint equipment being used to
restrain it on the vehicle

Threat to security:
 IT security has been weakened
 A container seal has been compromised/tampered with
Any other negative impact:
 Damage to electrical poles and guard rails after a fatigued heavy vehicle driver veers
off the road
 Damage to company reputation after media reports of several heavy vehicle drivers
caught tampering with speed limiters
 Financial damage from regulator fines for the company not meeting legislative
obligations which result in an accident
Incidents are generally identified through observation by:
 the person(s) involved
 witnesses of the incident
 regulators or auditors as part of inspections, investigations or audits

Incident management process overview
The incident management process will generally follow the steps below. Further explanation
of each step is provided below the diagram.
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Step 1: Implement immediate response and actions
When a near-miss, incident or notifiable incident occurs, the first priority is to take action to
contain the effects (for example, the effects on people, equipment, property etc.). Where
possible, action should be taken to ensure the incident does not escalate (for example,
erecting barricades around the area to control the immediate risk to people in the area).
If an injury has been sustained, medical care should be provided promptly by a qualified first
aid officer or other qualified person.
If it is a notifiable incident, the area will need to be secured to preserve the scene for
investigation. The scene must not be disturbed except to assist an injured person or to make
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the area safe. If workers are unsure whether the incident is a notifiable incident, the scene
should be preserved until told otherwise by a manager or supervisor.
Step 2: Report the incident
It is important that all incidents are reported immediately to ensure they are managed,
investigated and resolved appropriately. An incident may be reported verbally immediately
after it has occurred. The next step is to complete and submit the Incident Report Form within
24 hours of the incident.
Refer to the Hazard Observation Procedure for guidance on completing a Hazard Observation
Form to report a hazard.
Step 3: Notify the relevant regulator (if required)
If it is a notifiable incident, the relevant regulator will need to be notified within the
appropriate timescale. It is helpful to obtain expert advice from a WHS Specialist, consultant,
lawyer etc. prior to submitting the notification.
Notifying the regulator can help to identify causes of incidents and prevent similar incidents
across the industry. Refer to the Incident Investigation Form for further explanation and
contact details.
Step 4: Investigate the incident
The incident investigation plays a critical role in reducing the risk of the incident reoccurring.
The purpose of the investigation is to determine the:
 facts about the incident
 contributing factors and causes of the incident
 corrective actions needed to prevent recurrence (specific to the task/role involved and
in general throughout the organisation)
 action plan to implement the corrective actions
The depth of investigation will depend on the category of the incident (i.e. minor, moderate,
major or severe). The more severe an incident is the more complex the investigation will be.
An incident investigation will be completed for each incident.
The parties involved in the investigation will also depend on the category of the incident. For
example, a minor incident may only involve the injured party and their supervisor along with
any witnesses, while a severe incident may involve the above parties in addition to a senior
investigation team or other appropriate parties.
The details of the incident investigation will be documented in the Incident Investigation
Form. Refer to the Incident Investigation Form for further explanation.
Step 5: Identify further corrective actions (if required)
Most (but not all) incidents will require further corrective actions. Corrective actions refer to
actions that eliminate the cause and prevent the recurrence of an incident as far as reasonably
practicable.
The investigation team are responsible for identifying the contributing factors and causes of
the incident and recommending corrective actions that contribute toward preventing a
15

recurrence. The corrective actions are set out in an action plan in the Incident Investigation
Form and also documented in the Incident Register.
Depending on the category of the incident (i.e. major or severe), the recommendations and
action plan may need to be reviewed and endorsed by senior management prior to
implementation.
The responsible manager, supervisor or other investigation leader must ensure that corrective
actions are implemented by the due date and tracked to completion.
Step 6: Close Incident Investigation Form and notify parties
On completion of the incident investigation, the Incident Investigation Form can be closed
and the involved parties notified of the status and outcomes of the investigation.
Step 7: Add details to Incident Register
All details of the incident must be recorded in the Incident Register to enable analysis of
incident trends and escalating safety issues.
Step 8: Close item in Incident Register and update Risk Register (if required)
If the incident has identified a new risk or an ineffective control measure for an existing risk,
the risk management process will commence. At this stage, the incident will be closed in the
Incident Register and the details added or updated in the Risk Register to facilitate the risk
management process and ensure the risk and control measures are tracked to completion. The
Risk Register ID is added to the Incident Register as a reference to link to the relevant item in
the Risk Register.
Step 9: Implement corrective actions
The prompt and effective implementation of corrective actions is critical to the success of
preventing a recurrence.
Step 10: Close items Incident Register or Risk Register (as appropriate)
Once all relevant corrective actions have been implemented the items in the Incident Register
(non-new risks/ineffective controls) or the Risk Register (new risks/ineffective controls) can
be closed.
On incident closure, the details of the final outcomes and incident closure should be
communicated to all involved parties.
Regular monitoring, review and audit of hazard observations
To gain the full benefit of the incident management process, it is important for the
organisation to collect and analyse all incident data.
Managers and supervisors should monitor and review incident data for their area of control
on a regular (e.g. weekly) basis to ensure corrective actions have been implemented, are
effective and have not introduced new hazards. They should also discuss the types of
incidents, trends and problems with their team members.
Senior managers should analyse and audit incident data and investigation findings as part of
regular (e.g. annual) audit processes or more frequently as needed.
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Responsibilities
Team Transport and Logistics has identified the following roles within our organisation with
responsibilities for incident management, as:
A summary of the key responsibilities for each role are listed below.
Employer/PCBU Responsibilities
The Employer or PCBU can be a sole trader, the partners in a partnership, a company, an
unincorporated association or a government department. In our organisation this
responsibility is accepted by the Managing Director
The Employer/PCBU must ensure workers are provided with the:
 skills and knowledge of the types of incidents and how to identify them
 skills and knowledge of appropriate immediate corrective actions within their area of
responsibility and skills
 tools to easily report the incident (for example, an Incident Report Form)
 ensure investigators are provided with the:
 skills and knowledge to conduct the investigation and develop corrective actions
 tools to facilitate the investigation and implementation of corrective actions
 ensure adequate resources (time and budget) are provided to implement incident
management throughout the workplace
 ensure all near-misses, incidents and notifiable incidents have been investigated to a
depth appropriate to the category of the incident
 ensure corrective actions (both in the Incident Register and Risk Register) resulting
from all incidents are promptly and appropriately implemented
 ensure documentation and records of all incidents are completed and maintained
 ensure all relevant parties (including external regulators) are notified of incidents and
investigation findings
 monitor trends in incidents on an ongoing basis and analyse and audit incident data
and investigation findings as part of regular audit processes
 promote an open and transparent safety culture within the workplace which
encourages the reporting and investigation of incidents (including near-misses)
Manager/Supervisor Responsibilities
Managers and supervisors are workers who have an area of control within the workplace. In
our organisation this responsibility is accepted by the Operations Manager.
Managers and supervisors must:
 promptly report an incident in the workplace by completing the Incident Report Form
and submitting it to a senior manager or HSR
 review Incident Report Forms submitted by workers within their area of control
 escalate the notification of major or severe incidents to senior management
 manage or participate in the incident investigation (dependant on the category of the
incident)
 implement relevant corrective actions resulting from the incident investigation within
their area of control
 provide feedback to workers and other relevant parties on the outcomes of reported
incidents and subsequent investigations
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add the details of incidents, corrective actions and implementation details to the
Incident Register (and Risk Register if required)
monitor and review incident data for their area of control on a regular (e.g. weekly)
basis
discuss relevant incidents and trends with their team members on a regular basis
encourage workers within their area of control to take a proactive approach to incident
management

Worker Responsibilities
Workers must:
 take immediate action to contain the effects of an incident that they have observed
(within the scope of their skills and abilities)
 promptly report any incident in our workplace (or another workplace) by completing
the Incident Report Form and submitting it to a manager, supervisor or HSR
 participate in the incident investigation (as required)
 implement corrective actions (control measures) resulting from incident investigations
relevant to their role
Supporting records
The following records are created, maintained and reviewed as part of the requirements of
this procedure:
 Incident Report Form
 Incident Register
Supporting policies and procedures
This procedure operates within the Risk Management Framework outlined in the Risk
Management Policy and Procedure and the Work Health and Safety Policy.
This procedure should be read and followed in conjunction with:
 Hazard Observation Procedure
 CoR Policy
 Document and Record Control Policy

Policy authorised by:

Steve Skinner

Signature:

Policy issue date: 09/12/14
Policy version number: 1.0
Policy review due date: 05/01/17
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Chain of Responsibility (CoR) Policy
Our commitment
Team Transport and Logistics is committed to achieving Chain of Responsibility compliance
under the National Transport Reform (Compliance and Enforcement) Act 2003 and all
supporting regulations.

How we will meet our commitment
The Chain of Responsibility (CoR) legislation imposes legal liability on all those in the
supply chain who have responsibility for tasks where their actions, inactions or demands put
driver’s lives and other lives at risk. Under the legislation, any party who has control in the
supply chain, can be held responsible and may be legally liable.

Our objective is to eliminate, where reasonably practicable, all CoR-related risks throughout
our organisation.

To this end, we have implemented a risk management based CoR Framework throughout the
organisation that addresses the CoR target areas of mass, dimension, load restraint, fatigue
and speed, along with other supporting areas.

The CoR Framework sits within the Risk Management Framework and supports the Work
Health and Safety Policy. The CoR Framework includes a:


CoR Policy



range of supporting policies including:
o Drugs and Alcohol
o Fatigue Management
o Speed Management
o Load Management
o Consultation and Communication
o Training and Competency
o Code of Conduct
o Document and Record Control



range of supporting procedures including:
o Risk Management
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o Fatigue Management
o Speed Management
o Load Management
o CoR Training and Communication
o Hazard Observation
o Incident Management
o Employee Misconduct

All elements of the CoR Framework are monitored and reviewed on an ongoing basis and
audited regularly according to the established audit calendar, to ensure continued compliance
with the legislation and the requirements of our Risk Management Policy, Procedure and
Framework.

All details of CoR-related risks, control measures and implementation responsibilities are
documented in the Risk Register.

Scope
This policy and supporting procedures apply to any worker who is part of the Chain of
Responsibility (including but not limited to the roles listed below).

Responsibilities
Team Transport and Logistics has identified the following roles within our organisation with
obligations under Chain of Responsibility, as:


employer of the driver of the vehicle/prime contractor of the driver/operator of the
vehicle/person conducting a business or undertaking (PCBU) referred to as ‘the Transport
Company’



driver of the vehicle



scheduler of goods for transport by the vehicle and/or the vehicle driver



loading manager



loader and unloader of goods to the vehicle

A summary of the key responsibilities for each role are listed below.
Transport Company Responsibilities
The ‘transport company’ includes the employer, prime contractor, operator and/or PCBU. In
our organisation this responsibility is accepted by the managing director.
Load restraint
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The transport company must ensure the driver:


has sufficient and appropriate load restraint equipment



is provided with sufficient training to use it correctly

Mass and dimension

The transport company must ensure that:


vehicles do not exceed legal mass limits



drivers have accurate documents of the tare weight (or empty weight) of the combination



load plans for vehicle combinations do not exceed maximum weight limits and if load
planning by pallet space, that legal axle limits are not exceeded



proof of accreditation is available if operating under Higher Mass Limits



legally permitted and registered vehicles are supplied that meet the legal dimension
requirements

Fatigue

The transport company must ensure that:


driver rosters and schedules do not require drivers to exceed driving hours regulations



drivers are able to take their required rest breaks



the timeslot at the destination is able to be met within the legal driving hours, allowing for
required rest breaks



drivers adhere to contingency procedures that are in place to cope with unexpected
circumstances like road works



prior notification is given to the receiving/dispatching site if a timeslot cannot be made
due to delays



drivers are fit for work



records are kept of the drivers' activities, including driving and rest times

Speed

The transport company must ensure that:


schedules do not require drivers to exceed the speed limit



delivery times do not put pressure on drivers to exceed the speed limit



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



drivers are able to report delays or other problems
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vehicle speed limiters (if installed) are functioning and maintained

Driver Responsibilities
The driver is a worker who drives the heavy vehicle and transports the load to its destination by road.
In our organisation this responsibility is accepted by Drivers.

Load restraint

The driver must:


ensure the load is correctly restrained so that the load cannot move during transit



have access to the loading area or dock to supervise and/or participate in the load restraint
process

Mass and dimension

The driver must:


ensure the vehicle does not exceed maximum limits



load according to the load plan (or to legal axle limits if there is no load plan)



consult with the loader to load to the best weight distribution



assess any changes between the order and loading



be given the opportunity to check load plans and freight prior to loading, flag any
concerns with the supervisor and refuse the load if unsatisfied



ensure they are driving a legally permitted and registered vehicle with relevant
documentation
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Fatigue

The driver must ensure they understand:


when they can start driving



when they should stop driving



how long their breaks should be



whether they can complete the journey/make the timeslot in time allowing for delays and
rests



how to communicate any issues or delays to the transport company



how to record their driving hours



how to identify when they are showing signs of fatigue and take appropriate action

Speed

The driver must ensure that:


speed limits are observed at all times



safe and responsible driving behaviour is demonstrated at all times

Scheduler Responsibilities
The scheduler a worker who has influence or control over the delivery time (often the person who
schedules the transport of goods by road). In our organisation this responsibility is accepted by fleet
allocators.

Fatigue

The scheduler must ensure that:


driver rosters and schedules do not require drivers to exceed driving hours regulations



drivers are able to take their required rest breaks



the timeslot at the destination is able to be met within the legal driving hours, allowing for
required rest breaks



drivers adhere to contingency procedures that are in place to cope with unexpected
circumstances like road works



prior notification is given to the receiving/dispatching site if a timeslot cannot be made
due to delays

Speed
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The scheduler must ensure that:


schedules do not require drivers to exceed the speed limit



delivery times do not put pressure on drivers to exceed the speed limit



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



drivers are able to report delays or other problems

Loading Manager Responsibilities
The loading manager is a worker who supervises the activities of loaders or unloaders. In our
organisation this responsibility is accepted by the Loading Manager.

Load restraint

The loading manager must:


ensure correct procedures are used to so that the load is securely restrained



check when the truck arrives to ensure the load has not shifted or become unstable due to
lack of load restraint



allow drivers access to the loading area to supervise and/or participate in the load restraint
process

Mass and dimension

The loading manager must ensure that:


any changes between order and loading (such as extra pallets or extra weight), is
conveyed to the driver, transport company and consignee



loads are loaded and placed on trailers according to customer and/or transport company
load plans



the National Heavy Vehicle Accreditation Scheme (or NHVAS) label is checked for
Higher Mass Limit compliance (if applicable)

Fatigue

The loading manager must:


stop loading and contact the transport company or site manager if a driver appears
fatigued



minimise queues and have a call-up system available (on arrival, the driver checks in with
the appropriate office)



notify the driver and/or scheduler immediately of any loading delays or potential missed
timeslots
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take reasonable steps to ensure the driver is able to take rest while waiting for the vehicle
to be loaded/unloaded



contact the transport company if the truck does not arrive on time and advise them of the
next available timeslot or the delay time



ensure a truck parking area and facilities are provided

Speed

The loading manager must ensure that loading and unloading:


arrangements do not require drivers to speed



times and delays are regularly reviewed



bottlenecks are identified and resolved promptly

Loader Responsibilities
The loader is a worker who is responsible for loading the goods into or onto the vehicle. In
our organisation this responsibility is accepted by Loader and Warehouse staff.
Load restraint

The loader must use methods and load restraint equipment to ensure loads do not:


become unstable



move inside the vehicle, container or other containment equipment

Mass and dimension

The loader must ensure that:


pressure is not put on the driver to load more than is legally allowable



the vehicle load does not cause the vehicle mass or dimension limits to be exceeded



for palletised loads, the driver is advised of the actual/indicative weight of each pallet and
consulted to ensure that goods are loaded to the best weight distribution

Fatigue

The loader must ensure that the load is:


loaded in a timely manner, without unnecessary delays



ready to be loaded at the agreed loading time
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Unloader Responsibilities
The unloader is a worker who is responsible for unloading the goods from the vehicle. In our
organisation this responsibility is accepted by Unloaders and Warehouse Assistants.
Fatigue

The unloader must ensure that the load is:


unloaded in a timely manner, without unnecessary delays

Load restraint

The unloader must ensure that the load is:


checked on arrival to ensure the load has not shifted or become unstable due to lack of
load restraint

Consignor/Consignee Responsibilities
The Consignor is the person or company who dispatches the goods for delivery. The
Consignee is the person or company who orders and/or receives the goods. Although these
roles are not relevant to our organisation, as a transport provider we work closely with
consignors and consignees. They must be well aware of their responsibilities under the Chain
of Responsibility.
Load restraint

The consignor/consignee must ensure that:


the transport company is given correct and appropriate information so they can supply
suitable vehicles and adequate load restraint equipment for the load



product packaging can withstand stacking and restraint forces without damage or
breakage

Mass and dimension

The consignor/consignee must ensure that:


booked or ordered loads do not exceed maximum legal weight/dimension limits



the transport company is legally registered and permitted to undertake the job they are
contracted to complete

Fatigue

The consignor/consignee must ensure that:
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orders are placed in a timely manner to allow for dispatch that can meet delivery
requirements



the timeslot for dispatch or receival factors in appropriate time for the job to be
completed within the legal driving hours, including required rest breaks



the delivery request does not require (or incentivise) the driver to exceed driving hours
and/or forego minimum rest periods



if the agreed time is not met, alternative agreements are in place to ensure they do not
breach CoR legislation

Speed

The consignor/consignee must ensure that:


no pressure is put on the driver to exceed the speed limit



appropriate time is factored for the job to be completed without requiring the driver to
speed



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



contracts include speed compliance and monitoring

Supporting policies and procedures
This policy operates within the Risk Management Framework outlined in the Risk
Management Policy and Procedure and the Work Health and Safety Policy.

This policy should be read and followed in conjunction with the:


Drugs and Alcohol Policy



Fatigue Management Policy and Procedure



Speed Management Policy and Procedure



Load Management Policy and Procedure



Consultation and Communication Policy

Manual Handling Policy


Injury Management and Rehabilitation Policy



Training and Competency Policy



Document and Record Control Policy

Code of Conduct Policy and Employee Misconduct Procedure


Hazard Observation Procedure



Incident Management Procedure
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Implementation and evaluation
Team Transport and Logistics will ensure this Policy is reviewed and evaluated for its
effectiveness in delivering policy objectives on an annual basis or earlier in the event of
major changes to the legislation or our organisation structure and operations.

Policy authorised by:

Steve Skinner

Signature:

Policy issue date: 25/09/14
Policy version number: 1.0
Policy review due date: 05/01/17
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Environmental Policy
Team Transport embraces the principle of sustainable development, i.e. Development which
meets the needs of the present without compromising the ability of future generations to meet
their own needs. We believe this principle is fundamental to Team Transport’s continued
success and growth
Team Transport is committed to pursuing industry specific best practice in environmental
performance. We acknowledge that our employees and the community at large expect
responsible environmental practice by Team Transport’s businesses. With this in mind Team
Transport are in the process of changing the truck fleet to be Euro 5 compliant, which is
world best emission control system.
Specifically Team Transport is committed to:
Conducting our operations to minimize environmental risk wherever practicable and
eliminate adverse environmental impacts.
Continual improvement of our environmental performance including regular review and the
setting of rigorous environmental objectives and quantified targets – particularly with regards
to:










Efficient use of energy (including appropriate use of alternative fuels)
Conservation of water
Minimization and recycling of wastes
Prevention of pollution
Reducing the greenhouse gas emissions from our operations and facilities
Protecting and, where possible, enhancing biodiversity values at and
around our facilities
Complying with environmental legislation, regulations, standards and
codes of practice relevant to the particular business as the absolute
minimum requirement in the community in which we operate
Conducting business with suppliers and contractors who have a
commitment to the values and objectives contained in this environmental
policy
Consulting and collaborating with customers and suppliers in the
development of sustainable products.

Through communication and training, our employees and contractors will be encouraged and
assisted to enhance Team Transport’s environmental awareness and performance.
This signed statement of Policy confirms our personal commitment to making Team
Transport & Logistics workplaces safe and healthy for all employees and is to be displayed
at all work locations.

STEVE SKINNER
MANAGING DIRECTOR

Policy issue date: 25/09/14
Policy review due date: 05/01/17
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Manual Handling Policy
Our Commitment
Unsafe freight handling is the major cause of injury in the road freight transport industry.
Team Transport & Logistics is committed to ensuring safe work practices and prevention
strategies are developed, maintained and reviewed to eliminate unsafe freight handling risks
Manual handling refers to any activity requiring the use of force exerted by a person to lift,
lower, push, pull, carry or otherwise move, hold or restrain any person, animal or thing.
Most manual handling injuries are caused through poor lifting techniques, a combination of
lifting twisting and or turning or generally over stressing the body. Where or whenever
possible, safe mechanical means of lifting/moving should be used where heavy objects or
repetitive tasks are involved.
Objectives
Team Transport & Logistics will meet the following objectives to reduce freight handling
injuries:









Plant, work practices and work environment will be designed, implemented and
maintained to be safe and without risk to health and safety.
Process for identifying, assessment, measuring and fixing freight handling risks and
issues will be implemented.
Induction, training and supervision of staff will be conducted.
Risk control shall, as far as workable, that all risks associated with manual handling
are reduced/eliminated
Risk control shall be done in consultation with the employees who are required to
carry out the manual handling and their representative(s) on health and safety issues
If manual handling has been assessed as a risk, Team Transport & Logistics will:
o Redesign the manual handling task to eliminate or control the risk factors
o Ensure that employees involved in manual handling receive the appropriate
training, including training in safe manual handling techniques
Where redesign is not workable, or as a short term measure, Team Transport &
Logistics will:
o Provide mechanical aids and/or a personal protective equipment and or
arrange for team lifting in order to reduce the risk
o Ensure that the employees receive appropriate training in methods of manual
handling appropriate for that manual handling task and/or in the correct use of
the mechanical aids and/or personal protective equipment and/or team lifting
procedures

At Team Transport & Logistics



Employees should not lift, carry or move items by hand any load that may cause risk
to health and safety.
All employees who are required to lift carry or move items by hand will be properly
trained and supervised in correct freight handling techniques.
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Correct work practices should be followed when employees are required to lift or
carry loads
It is recommended that the manual handling of loads that exceed approximately 30kg
should be avoided
Loads in excess of 55kg must not be manually handled without assistance
Prolonged bending due to extended reaching forward, prolonged twisting of the back,
prolonged reaching above the shoulder, prolonged bending down where the hands
pass below min-though height and awkward postures assumed frequently or over
prolonged periods (postures that are not forward facing and upright) should be
avoided due to the high risk associated with these practises.

Risks Associated with manual handling and good practises to reduce risk of injury
The following tables provides a basic risk assessment common industry activities were risk
exists due to repetitive awkward postures, high force and environmental conditions.
Source of Risk

Details

Workplace layout

Design and safe working load of loading area may
prevent the use of forklifts or other such equipment
to load or unload containers/vehicles

Object being
handled

Tools and
equipment

Height difference between loading dock and vehicle
tray could require high forces to push mechanical
aids
Loading distance between the transport vehicle and
storage area may result in an item begin pushed or
carried for a long duration
Poor workplace layout or housekeeping may mean
that repetitive awkward postures and high forces are
adopted when carrying items or using mechanical
aids around or over obstructions
Non- palletised items without lifting lugs or a skid,
or of a design that cannot be handles with grab
plates will require manual handling
Weight and size of item will determine postures and
forces to be used. Some large items are relatively
light, while others such as rolls of steel are too
heavy to be manually handles by any number of
persons
Objects with unstable contents or where the centre
of gravity is not central can be difficult to handle.
Lifting or carrying the heavier side of an object
away from the body poses a risk as does handling
an unstable object
If mechanical aids are not available then awkward
postures and high force loads need to be adopted to
lift, carry, push or stack items

Practice to reduce
risk of injury (refer
to following table)
L

D, E, K, R

M

N, Q

A, B, D, I

A, B, C, H, I, O, P

A, B, C, H

A, B, C, D, E, G, H,
I, J, K, L, O, P, S
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Using a hand pallet truck without brakes to move
loads on a ramp may require the use of high force
No frame available to store problematic objects
before packing
Work
Not enough competent persons available to assist
organisation
with handing
Delivery and loading schedules which impose a
strict time limit on manual packing or unpacking of
items will increaser the handling frequency and
increase the amount of fast and jerky movements
Task design
Packing large items by hand instead of using
mechanical loading of palletised loads
Packing or unpacking in restricted space with heavy
items may require uneven, fast or jerky forces
Physical
Ramp angle determines the force needed hand load
environment
or unload object. A large angle may also preclude
the use of a particular mechanical aid such as an
electric walker-stacker as it may ‘bottom-out’ as it
goes over the end of the ramp
Handling items over floor surfaces that are uneven,
damaged, sloped and sometimes wet and slippery
will expose persons to sudden and unexpected
forces
Skills, knowledge
Lack of instruction in how to minimise risk by
and experience
using the appropriate equipment, procedures and
techniques during this task
Employees must have both the knowledge and
ability required to perform the task. A mismatch
can cause an increased risk of injury
Age
Young workers, under the age of 18 are at a greater
risk than adult workers because they are still
developing
For older workers, increasing age may be associated
with decreasing physical capacity. However, age
alone is not sufficient for assessing risk, as older
workers may be able to compensate any physical
loss by their experience and skill at the task. All
relevant risk factors shall be taken into account.
Clothing
Tight clothing which restricts movement wills
adversely affect manual handling technique. When
specialist clothing is required, such as uniform or
personal protective equipment, its effect on risk
needs to be assessed.
Other risks
Stability of container or trailer
Forklift emissions
Heat and cold issues
Crush injuries
Traffic management
Falls

S
C
O, P
Z

A, B, S, H, J, O, P, S
A, B, C, H, N
D, E, K, L, S

Q, R

O

CC

EE

E, G, J, R
W, BB
V
X
AA
C
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The following table explains each practise that should be followed to reduce the risk of injury
for hazard sources.

A
B
C
D
E
F
G
H
I
J

K
L

M
N

O

P

Q
R
S
T

Practice to reduce risk of injury
Secure problematic items to a skid a pallet and load or unload on to vehicle with
powered forklift or electric pallet truck
Use forklift or crane to load problematic items onto skid
Secure vertical items onto frame on skid or pallet before using forklift to load onto
container
Select loading dock that is at the same height as container floor if loading using hand
pallet truck
Select transport trailer that enables a container to be at the same height as the loading
dock
Investigate the use of steel, plastic or fibre pallets instead of wooden pallets if
fumigation can be eliminated
If the loading dock cannot support the weight of a forklift, select an appropriate
tautliner trailer instead of enclosed trailer than side load using a forklift At ground level
Load large items by forklift with plate attachment, if not on skids or pallets
Require the manufacture or suppliers to supply product on pallets or skid
Select appropriate size container or enclosed trailer to suit the packing of problematic
loads. Select open top shipping container to load items by crane. Select flat container to
side load object using forklift
Use an appropriate dock leveller that will allow forklifts, powered pallet truck and
other such equipment to be used to load and unload
If the safe working load (SWL) of the loading dock is lower than the rating of the
forklift, select an appropriate tautliner instead of an enclosed trailer or an open shipping
container and then side load from ground level with a forklift. Alternatively, select a
lighter powered mechanical aid such as a electric walker-stacker that will comply with
the SWL of the dock
Store items for packing or unpacking as close as possible to the container
Provide safe and clear access to the loading dock. E.g. without obstructions and with
good housekeeping so that trolleys and other such mechanical aids can be moved with
smooth and low forces
Provide instruction, training and supervision on techniques for safe handling of items
to ensure competency of persons required to load or unload containers; e.g. how to use
equipment and how to select appropriate techniques with lowest risk for the conditions.
A more appropriate procedure than to lift items and carry them out of the container is
to pull and slide items onto a pallet and forklift them out
Provide assistance from other persons as required. If assistance is required for a team
lift, ensure that there are enough people in the team, one person is appointed to
coordinate the task , people are of similar size and strength and where possible, team
members have been trained together
Fix slippery and uneven surfaces
Implement a regular maintenance program on mechanical aids, trailer supports and
dock equipment
Use forklift or powered pallet jack to move loads on or off ramps. Use hand pallet jack
with brakes when descending a ramp
Ensure adequate work/rest cycles to allow persons to recover from the physical work
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U

V
W

X
Y
Z
AA
BB
CC

DD

EE

undertaken in manual packing or unpacking
Ensure that the work rate to manually load and unload is appropriate for the shift
length. An increase in shift length should result in a decrease in the number of items
handled per hour per person
Protect the container from environmental heat and cold for a period prior to unpacking
to ensure the inside of the container is at a reasonable temperature
Minimise the risk of fume building p within the container by maintaining and
monitoring any petrol, gas or diesel powered equipment or vehicles in the vicinity of
the container to ensure that the vehicle emissions are within appropriate standards such
as those for confined space entry and to check there is no build-up of fumes or
depletion of oxygen within the container
Use barrier or net inside container doors to protect persons from being hit by items
when doors open
Provide a loading dock with steps or stairs having hand grips which provide three
points of contact for hands and feet at all times
Schedule the packing and unpacking of containers when there are adequate numbers of
persons and time to do the job at a safe pace
Use an exclusion zone for the driver and other persons during forklift operations
Use electric powered equipment within containers to minimise the risk of exposure to
fumes; e.g. electric forklift or powered rollers built into the floor of the container
Young workers under the age of 18 years should not be required to lift, lower or carry
objects weighing more than 16kg without mechanical assistance which may include
team lifting and/or particular training for the task
You may need to assess risk of injury based on age, experience, ability and physical
capabilities. Do not handle any load that you deem a risk to yourself or those around
you
Always wear appropriate clothing and PPE to reduce risk of injury

References
WHSQ Regulations- -manual handling
Work Safe Australia Approved Code of Practice for manual handling 2005

STEVE SKINNER
MANAGING DIRECTOR
Version 2.0
Date implemented: 3/12/14
Review Date: 05/01/16
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Workplace rehabilitation policy and procedures
Stay at work/ return to work policy statement
Our Company recognises that helping workers to stay at work or make an early and safe return after
an injury minimises the impact of injury on them and their families.
We support our injured workers by having a system of workplace rehabilitation and providing suitable
duties for them while they are recovering.
We expect that all injured workers will return to work on suitable duties as soon as it is medically safe
to do so.
We have appointed a Rehabilitation and return to work coordinator (RRTWC) to manage workplace
rehabilitation for our injured
workers.
As part of our system of workplace rehabilitation we are committed to:
• providing a safe and healthy work environment
• encouraging the early reporting of injuries
• making suitable duties available to injured workers as soon as possible after an injury occurs
• consulting with injured workers to develop their suitable duties program
• respecting the confidentiality of our worker’s medical and rehabilitation information
• reviewing our workplace rehabilitation policy and procedures at least every three years.

Stay At Work/Return to Work Procedures
The role of the injured worker

If you are injured at work you should:
•
•
•
•
•

seek first aid or medical treatment
notify your supervisor that you have had an injury and complete an incident report
tell your doctor that other (suitable) duties may be available at your workplace even if you
aren’t able to do your normal role
ask your doctor for a workers’ compensation medical certificate - you need this to make a
claim
give a copy of the workers’ compensation medical certificate to your RRTWC and to
WorkCover - keep a copy for your own records.

Remember to:
You can lodge an application for compensation by:
•
•
•

calling WorkCover Qld on 1300 362 128 or
faxing your completed application form to 1300 651 387 or
by applying online at www.workcoverqld.com.au.

It’s your responsibility to:
•
•
•

•
•
•
•
•

Notify your employer and seek
treatment
Lodge a workers’ compensation
claim
Participate in rehabilitation
Communicate with your RRTWC
Provide feedback

attend medical appointments that are organised by WorkCover
attend medical and other treatment appointments, where
possible outside normal work hours
participate in the development of your suitable duties program
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•
•

provide your employer with a copy your medical certificates
keep your RRTWC and your supervisor informed of your progress.

You have the right to:
•
•
•
•
•
•
•
•
•

workers’ compensation for work-related injuries accepted by WorkCover
choose your own doctor
authorise your RRTWC to contact your doctor for advice about your return to work
the safe keeping of your personal information
be provided with suitable duties, where possible, to assist your return to work
be involved in developing a suitable duties plan
union representation (if wanted)
ask for a Q-COMP review of insurer decisions that you disagree with (reviewable decisions
are listed under s540 of the Act)
have access to an impartial grievance mechanism (check with your RRTWC and WorkCover
first as they may be able to help out).

Grievance procedure
If you are unhappy with a decision made at the workplace regarding your rehabilitation, you can raise
the matter with your RRTWC. If the matter is unresolved you can ask your manager to review the
decision. If you remain unhappy with the decision following internal review you can request that your
WorkCover case manager becomes involved to resolve the dispute.
If either you or your employers are unhappy with a decision made by WorkCover, the decision may
be reviewable with Q-COMP. Strict time frames apply.

The role of the Rehabilitation and Return to Work Coordinator
(RRTWC)
When an injury occurs at work, your RRTWC’s role is to:
•
•

help you complete an application for workers’ compensation (if required)
ask you to sign an authorisation form that gives them permission to contact your doctor for
guidance on your return to work
• develop a suitable duties plan
The RRTWC’s role is to:
• remain in regular contact with you and WorkCover
• Educate workers and management
throughout the rehabilitation process
about workplace rehabilitation
• continue to monitor and upgrade your suitable duties
• Assist injured workers by
consulting with them when
program
developing their suitable duties
• keep your supervisor up to date with your progress
program
• keep the details of your rehabilitation file confidential
• Monitor the injured worker’s
• ask for your feedback on the rehabilitation process once
progress and seek feedback
your claim has ended.
Your RRTWC will also educate all workers and management about
workplace rehabilitation policy and procedures and ensure that
this document is available for all staff.

The role of management
When an injury occurs at work, managers and supervisors can:
•

help the rehabilitation and return to work coordinator to identify suitable duties
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•
•
•
•

adjust rosters and workflows where possible to make sure you can participate in suitable
duties
monitor your progress while you are on suitable duties
offer support and encouragement
explain the purpose of suitable duties to co-workers and discuss how they can support your
return to work.

Definitions
Rehabilitation
Rehabilitation is the process of getting you back to work. Rehabilitation may involve receiving
treatment from a registered person (eg physiotherapist, podiatrist, dentist) or aids or equipment
approved by WorkCover.

Rehabilitation and Return to Work Coordinator (RRTWC)
The RRTWC is a person who has completed a workplace rehabilitation course approved by Q-COMP.
The RRTWC is the link between you, your treating doctor, management, your supervisors,
WorkCover and any other person involved in your return to work.

Suitable duties programs
These are specially selected duties that are matched to your capacity for work. Suitable duties could
mean doing your normal role but with restrictions or doing another job entirely. Your suitable duties
program will be monitored and upgraded as your recovery progresses.

WorkCover Queensland
Your insurer is WorkCover Queensland. WorkCover will make decisions on your claim regarding
your employer’s liability and will coordinate your overall rehabilitation plan based on the available
medical information. WorkCover works closely with your RRTWC to ensure the safest and best
possible return to work outcome for you.

Q-COMP
Q-COMP is the Workers’ Compensation Regulatory Authority in Queensland. Q-COMP has many
functions including the running of the medical assessment tribunals, providing administrative reviews
of insurer decisions, educating the scheme about rehabilitation and return to work and connecting
injured workers with services that will assist them in re-entering the workplace if they are not able to
return to their pre-injury role.

STEVE SKINNER
MANAGING DIRECTOR

Policy Version number: 1
Policy Issue Date: 01/07/2015
Policy Review Due Date: 01/07/2016
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Smoke-Free Workplace Policy

The objective of Team Transport & Logistics smoke free policy is to eliminate employee
exposure to environmental tobacco smoke throughout the Company’s workplaces, thus
providing a healthier work environment and ensuring risks to all employees, contractors and
visitors are minimized.
The inhalation of environmental tobacco smoke is a health risk.
The following areas are designated smoke free work environments and smoking is not
permitted at any time by any person, including customers, contractors and visitors.


All premises within a building or structure



All company vehicles



All areas where smoking could lead to risk of fire, explosion or damage

Total smoking bans apply in some businesses for example where risk assessments indicate
the need.
Team Transport & Logistics employees when on customers’ premises must comply with the
customer’s policy.
Information and support is available to any employee who wishes to undertake a smoking
cessation program.
This signed statement of Policy confirms our personal commitment to making Team
Transport & Logistics workplaces safe and healthy for all employees and is to be displayed
at all work locations.

STEVE SKINNER
MANAGING DIRECTOR

Policy issue date: 25/09/14
Policy version number: 1.0
Policy review due date: 05/01/17
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Codes of Conduct Policy
Our Commitment
Team transport and Logistics is committed to ethical conduct and compliance with our legal
obligations in everything we do.

How we will meet our commitment
Our Codes of Conduct Policy demonstrates the standard of behaviour that is expected of all
workers and employees. This expectation of conduct is based on the values and principles
that guide our company’s decisions, behaviours and values.
Our values include:
 Respect
 Integrity
 Accountability
 Customer satisfaction
 Honesty
 Reliability
Our decisions, behaviours and actions must reflect these values at all times.
Our objectives are to:




Maintain a highly ethical, legally-compliant and socially-responsible organisation
Embed these values in everything that we do
Provide a framework for appropriate behaviour that enables workers to reflect our
values in their decisions, behaviour and actions
 Provide a disciplinary process to be followed if the Code of Conduct Policy is
breeched
To this end we have implemented this Code of Conduct Policy and supporting Employee
Misconduct Procedure. The Code of Conduct Policy does not encompass all possible
environments and scenarios that may arise; instead it provides a set of values to guide
workers on acceptable and unacceptable behaviour. Any breeches of the Code of Conduct
Policy will be subject to the disciplinary process set out in the Employee Misconduct
Procedure.

Scope
This policy and supporting procedures apply to the decisions, behaviour and actions of all
workers both in the workplace and in any work-related context. This includes work social
functions and business trips.
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Responsibilities
Team Transport and Logistics has identified the following roles without our organisation with
obligations under the Code of Conduct, as:
 The employer/person conducting a business or undertaking (PCBU)
 Managers/supervisors
 Workers
A summary of the key responsibilities for each role are listed below:
Employer/PCBU Responsibilities
The Employer or PCBU can be a sole trader, the partners in a partnership, a company, an
unincorporated association or a government department. In our organisation this
responsibility is accepted by Managing Director.
The Employer/PCBU must:


ensure all workers are aware of their obligations under the Code of Conduct

encourage workers to reflect the values in all decisions, behaviours and actions


review and audit the Code of Conduct on an ongoing basis to ensure it continues to reflect
good practice and compliance with the relevant legislation

Manager/Supervisor Responsibilities
Managers and supervisors are workers who have an area of control within the workplace. In
our organisation this responsibility is accepted by all Department Heads e.g. Operations
Manager and Fleet Managers.
Managers and supervisors must:


ensure all workers in their area of responsibility understand their obligations under the
Code of Conduct (i.e. through induction program and job descriptions)



ensure all workers in their area of responsibility reflect the values in all decisions,
behaviours and actions



document and report any non-conformance with the Code of Conduct in accordance with
the Employee Misconduct Procedure



resolve or appropriately escalate non-conformance with the Code of Conduct promptly

Worker Responsibilities
A worker is any person who carries out work for a PCBU, including work as an employee,
contractor, subcontractor, self-employed person, outworker, apprentice or trainee, work
experience student, employee of a labour hire company placed with a ‘host employer’ and
volunteers.
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Workers must:


reflect the values in all decisions, behaviours and actions



take responsibility for their own decisions, behaviours and actions in the workplace



comply with all requirements of their relevant job description



comply with all supporting workplace policies and procedures



discuss with their manager if they have any doubts as to how to apply the Code of
Conduct or the appropriate course of action in particular situations



report any non-conformance with the Code of Conduct by themselves or others, using the
appropriate form (e.g. Incident Report Form, Hazard Observation Form etc.)



take part in any disciplinary process as a result of a breach of the Code of Conduct

Key areas of the Code of Conduct
The following sections summarise the requirements of the key areas of our Code of Conduct.
Policies, procedures and legislation
All workers must comply with the policies and procedures of our organisation and all
relevant legislation (relevant to their duties).
Attendance and punctuality
All workers are expected to be punctual and attend the workplace during their contracted
hours of employment. If a worker is unable to attend work, they must notify their manager (or
other delegate) promptly and provide the reason for the absence and when they are likely to
return to work.

Dress, appearance and hygiene
All workers must ensure their appearance is neat, clean and appropriate for their role when
they present for work and wear a uniform, personal protective equipment (PPE) or High
Visibility (Hi-Viz) clothing is required, it must be clean, in good condition and worn
correctly. All workers must exercise a high standard of personal hygiene at all times.
Personal behaviour
All workers must perform their role in line with the values and requirements of this Code of
Practice at all times.
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Use of facilities, equipment, email, phones, internet and social media
All workers must take all reasonable care when using our facilities and equipment to ensure
they are used correctly and are not damaged. If equipment requires a licence, it must only be
operated by a worker with the appropriate licence.
Worker may only use email, phones and internet for work-related purposes. Email and web
access logs may be monitored for compliance. Workers are not permitted to use workplace
computers to access social media sites during their contracted hours of employment.
Safe and healthy work environment
All workers must follow the requirements of our Work Health and Safety Policy at all times.
This policy aims to create a safe and healthy work environment for all workers and other
persons at the workplace.
Licences, certifications and other requirements
All workers must possess all relevant licences, certifications and other requirements (such as
the ‘right to drive’) relevant to their job description at the time of employment, hold them for
the duration of their employment and immediately notify their manager if they are
withdrawn/lost.
While there is no disciplinary issue if a licence is cancelled or suspended, it should be
recognised that workers should never engage in an activity for or on our behalf, without a
current valid licence for the activity being undertaken,
Where a licence is a condition of employment, it remains an ongoing condition of
employment. Where a worker does not continue to hold all current valid licences for their
role, we may allocate alternative duties, commence disciplinary procedures, or suspend or
terminate their employment.
Confidential information, privacy and records management
All workers must ensure that private and confidential information for which they are
responsible is secured against loss, misuse or unauthorised access. Workers must not access
private or confidential information that they do not have authorisation to access. Workers
must use private and confidential information solely for the purposes of performing their
duties. All workers must adhere to correct document and record management procedures and
must not damage, dispose of or interfere with official documents or files.
Ownership of products and copyright
All products, materials, copyright and intellectual property created, authored, discovered,
developed or produced by the worker in the course of their employment will remain the
property of the organisation. Upon termination of employment the worker will return all
documents, data, information, equipment and other property belonging to the organisation
that may be in the worker’s possession.
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Conflict of interest
All workers must notify their manager of any potential or actual conflict of interest they
might have, that could adversely affect the organisation. Failure to disclose or resolve a
conflict of interest may result in disciplinary procedures.

Gifts, commissions, benefits, gratuities
Workers must not accept a gift, commission, benefit or gratuity from a person or organisation
if the intent is to influence the worker’s decisions, behaviours or actions.

Small token gifts or benefits (excluding money) may be accepted (less than AUD$100 value)
as long as there is no possibility that the worker’s decisions, behaviours or actions may be
perceived to be compromised.

If a worker receives a gift, commission, benefit or gratuity, they must declare it to their
manager. If a worker is unsure of how to respond to a gift, commission, benefit or gratuity,
then they should seek advice from their manager.

Public conduct and media contact
All workers must conduct themselves in accordance with our values and this Code of
Conduct when representing the organisation in public.

Contact between workers and the media is restricted. Any workers who are authorised to
make comments in a public forum on any matter relating to the organisation must do so in
line with our values and this Code of Conduct. Workers must not negatively reference the
organisation in any public forum (including online social media).

Bullying, harassment, discrimination, other unacceptable behaviour
Workers must not engage in any activity or behaviour that may be perceived as bullying,
harassment, discrimination or other unacceptable behaviour. Any of these behaviours based
on race, gender, age, religious beliefs, disability, sexual orientation or any other factor will
not be tolerated and will result in disciplinary procedures.

Workers have an obligation to report any instances of bullying, harassment, discrimination or
other unacceptable behaviour to their manager that they observe or are subject to.
Diversity and equal opportunity
All workers will be treated the same regardless of race, gender, age, religious beliefs,
disability, sexual orientation or any other factor.
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The operation of vehicles owned by Team Transport & Logistics or the operation of
vehicles while engaged in work for Team Transport & Logistics
All drivers of transport vehicles are expected to drive safely, courteously and within the
limits of road laws. Negligent or dangerous driving will not be tolerated. Any reports of ‘road
rage’ or other unacceptable driving-behaviour will be investigated and disciplinary action
may be taken where necessary.

Supporting policies and procedures
This policy should be read and followed in conjunction with:



all policies and procedures relevant to a worker’s role
the Employee Misconduct Procedure

Implementation and Evaluation
Team Transport and Logistics will ensure the Policy is reviewed and evaluated regularly for
its effectiveness in delivering policy objectives. This process will be conducted on an annual
basis or earlier in the event of major changes to the legislation or our organisation structure
and operations.

STEVE SKINNER
MANAGING DIRECTOR

Policy Version number: 1
Policy Issue Date: 29/09/2014
Policy Review Due Date: 05/01/2017
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Employee Misconduct Procedure

Purpose
The purpose of this procedure is to set out the requirements and processed to manage a breach of the
Code of Conduct or other workplace policies and procedures.

Scope
This procedure applies to all workers both in the workplace and in any work-related context (this
includes work functions, conferences and business trips).

Procedure detail
Misconduct refers to the wilful or deliberate decision, behaviours and actions of a worker that are
unacceptable but are not a criminal offence.

Serious misconduct refers to the wilful or deliberate decisions, behaviours and actions of a
worker that:


could (if they were proved) be a criminal offence and/or lead to termination of
employment



endangered the life, health or safety of a person



killed or injured a person



could be considered consistent, persistent or ongoing misconduct

When decisions, behaviours and actions are subject to this procedure
The decisions, behaviours and actions of workers are subject to the Code of Conduct and this
procedure both in the workplace (e.g. in the office, on site) and in any work-related context (e.g. work
social functions, conferences, business trips).

Common examples of misconduct and serious misconduct
There are a wide range of decisions, behaviours and actions that can be considered
misconduct or serious misconduct. A number of common examples have been listed and
grouped below based on the categories in the Code of Conduct.


Policies, procedures and legislation
o stealing money or other goods from the workplace
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o fraudulently completing documentation


Attendance and punctuality:
o regularly not attending work at the correct time without notification or reason
o unauthorised and deliberate absenteeism from work



Dress, appearance and hygiene:
o not wearing the required uniform or personal protective equipment (PPE)



Personal behaviour:
o being intoxicated or under the influence of illegal or non-prescribed drugs at work
o smoking in signed ‘No Smoking’ areas



Use of facilities, equipment, email, phones, internet and social media
o intentionally damaging workplace property, equipment or facilities
o using a workplace vehicle without permission or authority
o downloading offensive material



Safe and healthy work environment
o causing serious risk to the safety of another person
o causing injury to another person



Licences, certifications and other requirements
o misrepresenting personal qualifications, skills, experience or other requirements
during the recruitment process
o failing to report the loss of a relevant licence, certification or other requirement
relevant to the job description



Confidential information, privacy and records management
o revealing confidential information to an industry competitor or other party



Ownership of products and copyright
o removing products, materials, copyright or intellectual property from the
workplace after termination of employment



Conflict of interest
o undeclared ownership of shares in a direct competitor



Gifts, commissions, benefits, gratuities
o receiving undeclared money or gifts from clients or suppliers



Public conduct and media contact
o behaving inappropriately while representing the organisation at a conference
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Bullying, harassment, discrimination, other unacceptable behaviour
o making racial or other discriminatory remarks, jokes or insults
o taking part in any physical assault, altercation or fight

Reporting suspected misconduct
Suspected worker misconduct is commonly reported by:


a member of the public



another worker



the worker’s manager or supervisor



any other party who observes or suspects the misconduct

The suspected misconduct may be reported to the relevant party (i.e. direct manager or
supervisor, ethics hotline etc.) via:


a verbal conversation (e.g. face to face or by phone)



a written report form (e.g. Incident Report Form or other appropriate form)



an online report form



an email

All reports must include (at a minimum) the:


date, time and location of the incident



specific nature of the alleged misconduct



name(s) of the workers involved



person reporting the alleged misconduct



witnesses to the alleged misconduct

All reports and details that might identify particular parties will be treated with strict
confidentiality (except as required to conduct an adequate investigation and if necessary, take
appropriate action). Care should be taken to ensure the information is restricted to those that
need to know about the investigation. There is assurance that there will be no retaliation
against a worker who submits a report in good faith (with no malicious intent).

Handling misconduct process overview
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The process steps used to handle a case of suspected or confirmed misconduct will depend on
the seriousness and nature of the alleged decision, behaviour or actions. Further explanation
of each step is provided below the diagram.

Step 1: Conduct pre-investigation
The pre-investigation involves an initial consideration of the report to decide how best to
handle the suspected misconduct.

Not all cases of suspected misconduct need to be handled by conducting formal investigation
and disciplinary processes. In cases of very minor or unintentional misconduct, often
informal advice and correction is the most effective way to deal with the case.

Step 2: Conduct investigation
When informal measures are not appropriate or the informal approach has been unsuccessful,
an investigation will be conducted by a suitably skilled party. The investigation must be
approached with impartiality and the aim of ‘fact finding’ rather than ‘proving the allegation’.
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The depth of the investigation will depend on the seriousness and nature of the misconduct.
The more serious the misconduct is, the more resources that will be required for the
investigation.

The parties involved in the investigation will also depend on the seriousness and nature of the
misconduct. For example, a minor misconduct may only involve the person alleging the misconduct,
the person accused of the misconduct, any witnesses and an appropriate manager or supervisor.
Alternatively, serious misconduct may involve all of these parties in addition to a senior investigation
team, professional advisors or other appropriate parties.

The person accused of the misconduct must be given the opportunity to respond to the allegation
during the investigation.

The details of the investigation will be documented in the Conduct Investigation Report. Refer to the
Conduct Investigation Report for further explanation.

The investigation will form a view on the events that occurred and what action needs to be taken,
including



disciplinary process



corrective actions (e.g. changes to policies or procedures)

Step 3: Conduct disciplinary process
The disciplinary process to respond to a finding in the Conduct Investigation Report will
depend on and be proportionate to the seriousness and nature of the misconduct. For example,
a one-off minor misconduct may only proceed to the discussion, while a repeated misconduct
may proceed through each sub-step and a more serious misconduct may proceed immediately
to dismissal.

Sub-step 1: Discussion
This stage involves a discussion between the worker, their manager or supervisor, a support
person and any other relevant party to understand the facts and determine the corrective
actions required. This can be considered a verbal warning. It must be completed as soon as
possible after the breach becomes know and is often completed as part of the investigation
process.

Sub-step 2: First warning
This stage is used when the discussion (verbal warning) has not produced the required result (i.e. the
particular misconduct continues), when subsequent to the verbal warning other misconduct has
occurred or where a stronger disciplinary action than a verbal warning is required. As this is a formal
written warning a copy of the warning will be retained in the worker’s personnel file.
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In more serious cases, this warning may be regarded as the first and final warning.

Sub-step 3: Final warning
This stage is used when the discussion or first warning have not produced the required result (i.e. the
misconduct still continues) or where a stronger disciplinary action than a discussion or first warning is
required. As this is a formal written warning a copy of the warning will be retained in the worker’s
personnel file.

Sub-step 4: Dismissal
This stage is the most severe of the disciplinary actions and should only be used for very serious
misconduct or consistent or persistent misconduct that still continues after the discussion/issue of first
and/or final warnings.

The organisation must comply with all state and federal legislation and the worker’s contract of
employment when conducting the disciplinary process and/or terminating employment.

Step 4: Close report
Once the investigation and any disciplinary processes have been completed, the report will be
closed and any additional documentation updated (e.g. The Risk Register or Incident
Register).

Responsibilities
Team Transport and Logistics has identifies the following roles without our organisation with
obligations to manage employee misconduct, as:


the employer/ person conducting a business or undertaking (PCBU)



managers/supervisors



workers

A summary of the key responsibilities for each role are listed below.
Employer/PCBU Responsibilities
The Employer or PCBU can be a sole trader, the partners in a partnership, a company, an
unincorporated association or a government department. In our organisation this
responsibility is accepted by The Managing Director
The Employer/PCBU must:
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ensure all workers are aware of the repercussions of breaching the Code of Conduct or
other workplace policy or procedure



ensure workers are provided with the:
o knowledge of the types of misconduct
o tools to report suspected misconduct



ensure workers with investigation responsibilities are provided with the skills, knowledge
and tools to conduct a fair and unbiased investigation



ensure adequate resources (time and budget) are provided to implement misconduct
investigation and disciplinary processes throughout the workplace



ensure reports of misconduct have been investigated to a depth appropriate to the
seriousness and nature of the misconduct



ensure documentation and records of all reports of misconduct are completed and
maintained



monitor trends in reports of misconduct on an ongoing basis and analyse and audit reports
of misconduct and investigation findings as part of regular audit processes



review and audit the procedure on an ongoing basis to ensure it continues to reflect good
practice in investigation and disciplinary processes and compliance with the relevant
legislation

Manager/Supervisor Responsibilities
Managers and supervisors are workers who have an area of control within the workplace. In
our organisation this responsibility is accepted by Department Heads
Managers and supervisors must:


ensure all workers in their area of control understand their obligations under the Code of
Conduct (i.e. induction program and job descriptions)



review misconduct reports submitted by workers within their area of control



escalate the notification of serious misconduct to senior management (or as needed)



manage or participate in misconduct investigation and/or disciplinary processes (as
appropriate and dependant on the category of the incident)



maintain all records of misconduct investigation and/or disciplinary processes (as needed)



encourage workers within their area of control to take a proactive approach to the
reporting of misconduct

Worker Responsibilities
A worker is any person who carries out work for a PCBU, including work as an employee,
contractor, subcontractor, self-employed person, outworker, apprentice or trainee, work

51

experience student, employee of a labour hire company placed with a ‘host employer’ and
volunteers.

Workers must:


report any suspected misconduct (i.e. breaches of the Code of Conduct or other policy or
procedure) by themselves or others



take part in any misconduct investigation and/or disciplinary processes as a person
accused of misconduct, a person alleging misconduct or a witness

Supporting policies and procedures


this procedure operates within the Code of Conduct Policy

Implementation and evaluation
Team Transport and Logistics will ensure this procedure is reviewed and evaluated for its
effectiveness in delivering objectives on an annual basis or earlier in the event of major changes to the
legislation or our organisation structure and operations.

STEVE SKINNER
MANAGING DIRECTOR
Policy Version number: 1.0
Policy Issue Date: 09/10/2014
Policy Review Due Date: 05/01/2017
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Harassment Policy

Team Transport & Logistics is committed to maintaining a workplace that harbours no form
of harassment towards its employees or members of the community.
The Company requires its employees to:



Do everything possible to create and sustain an organisational environment that
supports mutual trust and assists open participation.
Practice the highest ethical standards with each other, with customers, government
and the community.

Team Transport & Logistics considers all form of harassment as unacceptable behaviour.
Harassment runs counter to our aims, is unlawful and will not be tolerated. Harassment
includes discrimination, bullying, victimisation, vilification or hostility with respect to
gender, race, religion, ethnicity, national origin, age, disability, marital status, family
responsibilities, pregnancy, sexual orientation, political conviction or trade union activity.
Harassment can take many forms including verbal and nonverbal communications such as
displaying offensive material in the workplace and inappropriate internet, email and SMS
messaging.
Disciplinary action will be taken against any individual engaged in harassment. Employees
are required to make it clear that harassment is unacceptable and report any incidents of
harassment to their manager or Human Resources Manager. Any employee who reports a
breach or suspected breach of this policy will not be subject to retaliation or other retribution
for making that report.
This signed statement of Policy confirms our personal commitment to making Team
Transport & Logistics workplaces safe and healthy for all employees and is to be displayed
at all work locations.

STEVE SKINNER
MANAGING DIRECTOR

Policy issue date: 25/09/12
Policy version number: 1.0
Policy review due date: 05/01/17
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Complaint and Dispute Resolution Policy
Introduction
This Complaint Handling and Dispute Resolution Policy aims to provide a structured approach to
resolving complaints and disputes that is fair and equitable, and that will lead to solutions that are
acceptable to all parties.
Definitions
Complaint

A complaint is an expression of dissatisfaction, made to the company, related to the company’s
activities, operations, policies, employees, or the complaints handling and dispute resolution process
itself, where a response or resolution is explicitly or implicitly expected.
Complainant

A party that makes a complaint or files a formal charge, for example, a member of the public,
employees, customers and contractors.
Dispute

Means an unresolved complaint. In other words, it is a matter that has been dealt with as a complaint
under this Policy, but where the complainant is still not satisfied with the outcome.
Purpose of Policy
The purpose of this Policy is to outline a set of procedures to effectively and fairly respond to
complaints and disputes in a professional and timely manner.
This Policy provides a process for handling and resolution of complaints and disputes between
Team Transport and Logistics and its, employees, customers, members of the public, suppliers and
contractors relating to company activities and operations.
The objectives of this Policy are to establish a process to:


Record, action and resolve complaints and disputes;



Provide complainants, dissatisfied with a decision, a referral to an external process for
resolution of their complaint; and



Review and monitor the company’s performance against the procedures outlined in this Policy.

Overview
The complaint and dispute resolution process for Team Transport and Logistics operates in two
stages:
An internal dispute resolution process under which the company will use its best efforts to resolve a
complaint or dispute to the mutual satisfaction of the company and the complainant; and
Failing resolution, an external dispute resolution process under which the complainant, dissatisfied
with the company’s decision, can refer the complaint to an external mediation body/service54for
resolution.

Effective and Efficient Complaint and Dispute Resolution Process
Team Transport and Logistics will adopt an effective and efficient complaint and dispute resolution process
that:
Is documented;
Is communicated to employees, customers, contractors and members of the public;
Has stated time limits for each stage of the process; and
Is reviewed annually.
Management Commitment
The Management Team of Team Transport and Logistics are committed to the implementation of this
Policy, as evidenced by:
Ensuring the public, employees, customers and contractors are aware of the company’s Policy; and
Implementing management systems and reporting procedures to ensure timely and effective complaints
handling and disputes resolution, and monitoring.
Complaint Handling and Dispute Resolution Coordinator
The company will appoint an internal Complaint Handling and Dispute Resolution Coordinator who will
be responsible for managing and coordinating the implementation of this Policy.
All complaints should be directed to the Complaint Handling and Dispute Resolution Coordinators:
 Kylie Wilkinson, Executive Coordinator
 Heath Skinner, Operations Manager
 Bianca Skinner, Human Resources Coordinator
Communication
This Policy should be displayed in a public area within the company depot. In addition, all relevant
employees and contractors should receive a copy of this Policy.
Periodically (at least annually), the Complaint Handling and Dispute Resolution Coordinators must remind
the abovementioned stakeholders about this Policy.
Internal Resolution of Complaints and Disputes
Procedures for Receiving Complaints

If a complaint is submitted to Team Transport and Logistics, the company:
Must, if the complaint is verbal, either resolve it “on the spot”, or if that is not done, request the
complainant to submit a written complaint to at least one of the Complaint Handling and Disputes
Resolution Coordinators;
Must, if the complaint is in writing, acknowledge in writing receipt of the complaint as soon as
practicable and in any event within 14 days from receipt, and enclose a copy of this Policy for the
complainant’s information;
 Must ensure that the complaint receives proper consideration resulting in a determination by the
Complaint Handling and Dispute Resolution Coordinators as the person designated by the company as
appropriate to handle complaints;
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Must investigate the complaint including by:
o Seeking all relevant information from the complainant; and
o Obtaining all relevant information from company employees, contractors and customers.

May in its discretion give any appropriate remedy to the complainant, including any of the following:
o Information and explanation regarding the circumstances giving rise to the complaint;
o An apology; and
o Compensation for loss incurred by the complainant.

Must communicate to the complainant in relation to the complaint as soon as practicable and in any
event not more than 45 days after receipt by the company of the complaint:
o The determination in relation to the complaint;
o The remedies (if any) available to the complainant; and
o Information regarding any further avenue for complaint.

When a Complaint will be Treated as Resolved by the Company
Written Complaints - where the complainant has been notified in writing of a decision and no response has
been received, the complaint will be treated as resolved by the company.
Verbal Complaints - will be treated as resolved by the company where:
o

The complaint has been resolved to the complainant’s satisfaction “on the spot”; or

o

Where the complainant has been notified of a decision about a complaint and no response has been received.

Confidentiality
The complaint handling and dispute resolution process will keep the complainant’s identity
private to guard against inconvenience or discrimination.
Sensitivity
The club will treat each complaint separately and on its merits.
Recording the Complaint
Complaints and Disputes Register

The Complaint Handling and Dispute Resolution Coordinators must ensure that a Complaints and Disputes
Register is established, maintained and kept up-to-date.
The Register will be comprised of a copy of each Complaint Report.
At a minimum, the Register must include the following information about every complaint that is received:
Date complaint is made;
Nature of complaint / issue;
Action taken to investigate the complaint
Date resolved; and
How resolved.
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The Complaint and Dispute Resolution Coordinators must periodically review the Register to check that
complaints are being handled appropriately, including in accordance with this Policy, and within the
required timeframes.

Timetable for Complaints Handling
The company will attempt to resolve complaints and notify the complainant as soon as possible.
Annual Review of this Policy
The Complaint Handling and Dispute Resolution Coordinator is responsible for ensuring this Policy is
adhered to.
Periodically (at least annually), the Complaint Handling and Dispute Resolution Coordinators will review
this Policy and report the outcome of this review to the Management Team.
If an Individual asks about the Complaint Handling and Dispute Resolution Procedures
If an individual asks for information about the company’s complaints handling and dispute resolution
methods, employees or volunteers must refer the request to the Complaint Handling and Disputer
Resolution Coordinators as soon as possible. The Complaint Handling and Dispute Resolution
Coordinators must ensure the individual is provided with a copy of this Policy within seven business days
of the request.
If an Individual asks for Assistance in Formulating or Lodging Complaint
If an individual asks for assistance in the formulation and lodgement of his/her complaint, employees
and volunteers must refer the request to the Complaint Handling and Dispute Resolution Coordinators
as soon as possible. The Complaint Handling and Dispute Resolution Coordinators must ensure
reasonable assistance is provided to the individual.
Where a Complaint is not Resolved to an Individual’s Satisfaction
For each complaint that cannot be resolved to the complainant’s satisfaction within the abovementioned 45
days, the Complaint Handling and Dispute Resolution Coordinator must inform the complainant in writing
that they have the option to pursue resolution of their complaint an external Dispute Resolution Officer /
Mediator.

Policy authorised by:

Steve Skinner

Signature:
Policy issue date: 22/04/16
Policy version number: 1.0
Policy review due date: 22/04/16
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Heavy Vehicle Driver Fatigue Management Policy
Our commitment
Team Transport & Logistics recognizes that we all share an obligation in the chain of
responsibility with the transport of goods and services. In order to maintain this obligation,
Team Transport & Logistics is committed to developing, implementing and maintaining a
heavy vehicle driver fatigue management system that will not only achieve legislative
compliance, but also ensure a safe and healthy environment for all persons, both at our
workplace and on public roads.
How we will meet our commitment
Driver fatigue becomes a work health and safety risk if a driver’s ability to perform their role
is impaired, leading to an increased risk of injury or illness to themselves or others.

The Work Health and Safety Act 2011 (and the supporting fatigue, driving hours and chain of
responsibility regulations) set out a range of requirements and responsibilities for the
management of driver fatigue in the workplace.
The following guiding principles will be incorporated into the normal business operations and
management functions:









Compliance with all road transport laws, regulations, and standards is our highest
priority
Heavy vehicle truck drivers must be in a fit state to undertake and complete their
duties
Heavy vehicle drivers must take the minimum periods of rest breaks
Regulation of Driver rest breaks will be conducted through PDA reports
Training of the heavy vehicle fatigue driver management system must be conducted
Managers, supervisors, drivers and others in the chain of responsibility, are actively
involved in and support the heavy vehicle driver fatigue management system
We must provide a safe and healthy work environment free from fatigue-related
incidents
Any incidents where drivers are impaired by fatigue must be safely managed

These principles will be managed by:




The establishment of safe systems of work that eliminate (where practicable) or
minimize risks caused by driver fatigue in the workplace
The appropriate planning of work tasks, including driving, loading and unloading,
Providing a working environment that meets the Australian Standards and
Queensland Transport regulatory requirements,
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Providing awareness of this policy and training on our heavy vehicle driver fatigue
management procedures,
Providing or ensuring that the appropriate documentation, including journey plans,
log books and time sheets, are provided and completed to track and monitor
compliance to the heavy vehicle fatigue management system,
Providing supervision and audits of the heavy vehicle fatigue management system, to
ensure that drivers are not exceeding the regulatory driving hours.

To this end, we adopt a risk management based approach to support compliance with the
legislative requirements and our objectives. We have established a Fatigue Risk Management
Framework that incorporates the relevant Fatigue Management Strategy that we operate
under (Standard Hours).
The Framework contains the risk management stages that the organisation will use to
identify, assess, eliminate (where practicable) or minimise and monitor fatigue-related risks
inherent in that Fatigue Management Strategy and in applying that strategy in our business.
Scope
This policy and supporting procedures apply to any worker with control over or that might
influence the fatigue of a heavy vehicle driver (including but not limited to the roles listed
below).
References to the ‘workplace’ include any location where a worker undertakes activities on
our behalf, including but not limited to our sites, offices, vehicles and equipment.
Responsibilities
Team Transport and Logistics has identified the following roles within our organisation with
obligations for fatigue management, as:

The employer of the driver of the vehicle/prime contractor of the driver/operator of the
vehicle/person conducting a business or undertaking (PCBU) referred to as ‘the Transport
Company’


driver/scheduler manager



loading manager



driver of the vehicle



scheduler of goods for transport by the vehicle and/or the vehicle driver



loader of goods on to the vehicle



unloader of goods from the vehicle

A summary of the key responsibilities for each role are listed below.
Transport Company Responsibilities
The ‘transport company’ includes the employer, prime contractor, operator and/or PCBU. In
our organisation this responsibility is accepted by the Managing Director.
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The transport company must ensure that:


the Fatigue Management Strategy is implemented, monitored and reviewed in
accordance with the requirements under the regulations



in addition to the Fatigue Management Strategy they take all reasonable steps to ensure a
driver does not drive a heavy vehicle while impaired by fatigue or in breach of their
work/rest hours option



all workers whose actions may control or influence driver fatigue are appropriately
trained in their responsibilities

driver rosters and schedules do not require drivers to exceed the relevant Fatigue
Management Strategy work and rest hours
drivers are able to take their required rest breaks under the relevant Fatigue Management
Strategy


the timeslot at the destination is able to be met within the legal driving hours, allowing for
required rest breaks



drivers adhere to contingency procedures that are in place to cope with unexpected
circumstances like road works and traffic accidents



prior notification is given to the receiving/dispatching site if a timeslot cannot be made
due to delays



a truck parking area and facilities are provided



parking, queuing and loading/unloading practices are streamlined to minimise delays



drivers are fit for work

records are kept of the drivers' activities, including work and rest times, in accordance with
the Fatigue Management Strategy and the transport company’s Policies and Procedures


all elements of the Fatigue Risk Management Framework are monitored on an ongoing
basis and reviewed on a regular basis to ensure continued compliance

Driver/Scheduler Manager Responsibilities
The driver/scheduler manager is a worker who supervises the activities of drivers and/or
schedulers. In our organisation this responsibility is accepted by the Operations Manager.
The Driver/Scheduler Manager must:


ensure this Fatigue Management Policy and the Fatigue Risk Management Framework
are effectively implemented within their area of control



accept accountability for ensuring that the workplace under their control is safe and free
from fatigue-related risks



accept accountability for ensuring that the behaviour of workers under their control is safe
and free from fatigue-related risks
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monitor and review the elements of the Fatigue Risk Management Framework within
their area of control (e.g. review of schedules and rosters)



consult with their team when implementing new systems of work (e.g. new shifts, new
loading procedures, new queuing arrangements)



monitor and ensure the fitness for duty of drivers within their area of control



resolve or appropriately escalate fatigue-related issues promptly

Loading Manager Responsibilities
The loading manager is a worker who supervises the activities of loaders or unloaders. In
our organisation this responsibility is accepted by the Loading Managers.
The Loading Manager must:


ensure loading/unloading arrangements do not cause or contribute to a driver driving
while fatigued or in breach of their work/hours rest option



stop loading and contact the transport company or site manager if a driver appears
fatigued



minimise queues and have a call-up system available (on arrival, the driver checks in with
the appropriate office)



notify the driver and/or scheduler immediately of any loading delays or potential missed
timeslots



take reasonable steps to ensure the driver is able to take rest while waiting for the vehicle
to be loaded/unloaded



contact the transport company if the truck does not arrive on time and advise them of the
next available timeslot or the delay time

Driver Responsibilities
The driver is a worker who drives the heavy vehicle and transports the load to its destination
by road. In our organisation this responsibility is accepted by the Drivers.
The driver must ensure they:


take responsibility for maintaining their personal health and fitness for work



present themselves in a fit state to perform their work unimpaired by fatigue

understand the Fatigue Management Strategy they are operating under and how to comply
with that Fatigue Management Strategy


understand when they can start and stop driving and how long their breaks should be



understand whether they can complete the journey/make the timeslot in time allowing for
delays and rests



communicate any concerns about the scheduling or journey or any other potential or
actual issues or delays to the Transport Company promptly
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understand how to record their driving hours



are able to identify when they are showing signs of fatigue and take appropriate action



do not drive a heavy vehicle while impaired by fatigue or in breach of their work/rest
hours option

Scheduler Responsibilities
The scheduler is a worker who has influence or control over the delivery time (often the
person who schedules the transport of goods by road). In our organisation this responsibility
is accepted by the Fleet Allocators.
The scheduler must ensure that:


driver rosters and schedules do not require drivers to exceed work and rest hours under
the regulations



drivers are able to take their required rest breaks



the timeslot at the destination is reasonably able to be met within the legal work and rest
hours



drivers adhere to contingency procedures that are in place to cope with unexpected
circumstances like road works



prior notification is given to the receiving/dispatching site if a timeslot cannot be made
due to delays

Loader Responsibilities
The loader is a worker who is responsible for loading the goods into or onto the vehicle. In
our organisation this responsibility is accepted by the loaders and warehouse staff.
The loader must ensure that the load is:


loaded in a timely manner, without unnecessary delays



ready to be loaded at the agreed loading time

Unloader Responsibilities
The unloader is a worker who is responsible for unloading the goods from the vehicle. In our
organisation this responsibility is accepted by the loaders and warehouse staff.
The unloader must ensure that the load is:


unloaded in a timely manner, without unnecessary delays

Consignor/Consignee Responsibilities
The Consignor is the person or company who dispatches the goods for delivery.
The Consignee is the person or company who orders and/or receives the goods. Although our
organisation does not include consignors/consignees directly, as transport providers we must
work closely with them and ensure they understand their responsibilities regarding fatigue
management.
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The consignor/consignee must ensure that:


orders are placed in a timely manner to allow for dispatch that can meet delivery
requirements



the timeslot for dispatch or receive factors in appropriate time for the job to be completed
within the legal driving hours including required rest breaks



the delivery request does not require (or incentivise) the driver to drive while fatigued
and/or exceed driving hours and/or forego minimum rest periods



if the agreed time is not met, alternate agreements are in place to ensure they do not
breach CoR legislation

Implementation and Evaluation
Team Transport and Logistics will ensure this policy is reviewed and evaluated for its
effectiveness in delivery policy objectives on an annual basis or earlier in the event of major
changes to the legislation or our organisation structure and operations.

STEVE SKINNER
MANAGING DIRECTOR

Policy Version number: 1.1
Policy Issue Date: 25/09/2014
Policy Review Due Date: 05/01/2017
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Speed Management Policy
Our commitment
To ensure the highest level of safety for those directly and indirectly linked to our company,
Team Transport and Logistics is committed to providing a workplace that does not require,
encourage or reward speeding by heave vehicle drivers.
How we will meet our commitment
Heavy vehicle driver speeding creates a work health and safety risk as it leads to an increased
risk of death, injury or illness to the driver and other road users.

The Work Health and Safety Act 2011 (and the supporting heavy vehicle speeding and chain
of responsibility laws) set out a range of requirements and responsibilities for the
management of heavy vehicle driver speeding in the workplace.

Our objectives are to:


establish safe systems of work that eliminate (where practicable) or minimise risks caused
by heavy vehicles



provide a safe and healthy work environment that does not require, encourage or reward
speeding



provide a monitoring and disciplinary process to be regulated and followed where
breeches of speeding occur.

To this end, we adopt a risk management based approach to support compliance with the
legislative requirements and our objectives. We have established a Speed Risk Management
Framework that contains the risk management stages that the organisation will use to
identify, assess, eliminate (where practicable) or minimise and monitor speed-related risks.
All details of speed-related risks, control measures and implementation responsibilities are
documented in the Risk Register.

Scope
This policy and supporting procedures apply to any worker with control over or that might
influence the speed of a heavy vehicle (including but not limited to the roles below).
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Responsibilities
Team Transport and Logistics has identified the following roles without our organisation with
obligations for speed management, as:

Employer of the driver of the vehicle/prime contractor of the driver/operator of the
vehicle/person conducting a business or undertaking (PCBU) referred to as ‘the Transport
Company’


driver/scheduler manager



loading manager



driver of the vehicle



scheduler of goods for transport by the vehicle and/or the vehicle driver



loader of goods on to the vehicle



unloader of goods from the vehicle



consignor/consignee of goods for transport by the vehicle

A summary of the key responsibilities for each role are listed below.
Transport Company Responsibilities
The ‘transport company’ includes the employer, prime contractor, operator and/or PCBU. In
our organisation this responsibility is accepted by the Managing Director.
The Transport Company must ensure that:


they take all reasonable steps to ensure a driver complies with speed requirements



all workers with control or influence over driver speed are appropriately trained



rewards, incentives or payment schemes that encourage speeding are removed



schedules, rosters and trip plans do not require drivers to exceed speed limits



timeslots and delivery times do not put pressure on drivers to exceed speed limits



consignors and consignees do not put pressure on drivers to exceed speed limits



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



drivers are able to report delays or other problems



vehicle speed limiters (if installed) are functioning and maintained



parking, queuing and loading/unloading practices are streamlined to minimise delays



all elements of the Speed Risk Management Framework are monitored on an ongoing
basis and reviewed on a regular basis to ensure continued compliance (including speed
limiter maintenance and mandatory random limiter checking)
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Driver/Scheduler Manager Responsibilities
The drivers/scheduler manager is a worker who supervises the activities of drivers and/or
schedulers. In our organisation this responsibility is accepted by the Operations Manager.
The Driver/Scheduler Manager must:


ensure this Speed Management Policy and the Speed Risk Management Framework are
effectively implemented within their area of control



accept accountability for ensuring that the workplace under their control is safe and free
from speed-related risks



accept accountability for ensuring that the behaviour of workers under their control is safe
and free from speed-related risks



monitor and review the elements of the Speed Risk Management Framework within their
area of control (e.g. review of rosters and inspection of speed limiters)



consult with their team when implementing new systems of work (e.g. new scheduling
practices)



resolve or appropriately escalate speed-related issues promptly

Loading Manager Responsibilities
The loading manager is a worker who supervises the activities of loaders or unloaders. In
our organisation this responsibility is accepted by the Loading Manager.
The Loading Manager must:


ensure loading and unloading arrangements do not require drivers to speed



ensure loading and unloading times and delays are regularly reviewed



identify and promptly resolve loading and unloading bottlenecks



notify the driver and/or scheduler immediately of any loading delays or potential missed
timeslots



contact the transport company if the truck does not arrive on time and advise them of the
next available timeslot or the delay time

Driver Responsibilities
The driver is a worker who drives the heavy vehicle and transports the load to its destination
by road. In our organisation this responsibility is accepted by Drivers.
The driver must ensure they:


observe speed limits at all times



demonstrate safe and responsible driving behaviour at all times



understand whether they can complete the journey/make the timeslot in time without
exceeding the speed limit
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communicate any concerns about the scheduling or journey or any other potential or
actual issues or delays to the Transport Company promptly

Scheduler Responsibilities
The scheduler is a worker who has influence or control over the delivery time (often the
person who schedules the transport of goods by road). In our organisation this responsibility
is accepted by the Fleet Allocator.
The scheduler must ensure that:


schedules do not require drivers to exceed the speed limit



delivery times do not put pressure on drivers to exceed the speed limit



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



drivers are able to report delays or other problems

they communicate with the packer, loader, consignor, consignee and driver to co-ordinate
consignment schedule details and provide feedback on the accuracy of the information
provided


consignors and/or consignees are advised of any concerns about requested delivery times

Loader Responsibilities
The loader is a worker who is responsible for loading the goods into or onto the vehicle. In
our organisation this responsibility is accepted by Loaders and Warehouse Staff.
The loader must ensure that the load is:


ready to be loaded at the agreed loading time



loaded in a timely manner, without unnecessary delays

Unloader Responsibilities
The unloader is a worker who is responsible for unloading the goods from the vehicle. In our
organisation this responsibility is accepted by Unloaders and Warehouse Staff.
The unloader must ensure that the load is:


unloaded in a timely manner, without unnecessary delays

Consignor/Consignee Responsibilities
The Consignor is the person or company who dispatches the goods for delivery.
The Consignee is the person or company who orders and/or receives the goods. Although
Consignees/Consignors are not directly involved in our organisation, they need to be aware
of their responsibilities regarding speed management.
The consignor/consignee must ensure that:


the delivery request does not require (or incentivise) the driver to exceed the speed limit
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orders are placed in a timely manner to allow for dispatch that can meet delivery
requirements



appropriate time is factored for the job to be completed without requiring the driver to
speed



accurate information is provided to the scheduler to enable them to comply with the
Chain of Responsibility laws



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



contracts include speed compliance and monitoring

Supporting policies and procedures
This policy operates within the Risk Management Framework outlined in the Risk
Management Policy and Procedure and the Work Health and Safety Policy.
This Policy should be read and followed in conjunction with the:


Chain of Responsibility Policy



Speed Management Procedure



Fatigue Management Policy and Procedure



Load Management Policy and Procedure



Hazard Observation Procedure



Incident Management Procedure

Implementation and evaluation
Team and Transport and Logistics will ensure this Policy is reviewed and evaluated for its
effectiveness in delivering policy objectives on an annual basis or earlier in the event of
major changes to the legislation or our organisation structure and operations.

STEVE SKINNER
MANAGING DIRECTOR

Policy Version number: 1
Policy Issue Date: 29/09/2014
Policy Review Due Date: 05/01/2017
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Speed Management procedure
Purpose
The purpose of this procedure is to ensure the effective, systematic and consistent
management of all risks associated with speeding and the continuous improvement of our
Speed Risk Management Framework

Scope
This procedure applies to any worker with control over or that might influence the speed of a
heavy vehicle (including but not limited to the roles listed below).

Procedure detail
Overview of speed management
The purpose of speed management is to identify and assess potential speed-related risks
before they occur so that risk treatment measures can be implemented which either eliminate
the risk entirely (where practicable), or reduce the likelihood that the risk will occur or
reduce the potential adverse consequences of the risk.

Speed Risk Management Framework
Our Speed Risk Management Framework contains the same set of stages included in the Risk
Management Procedure. Refer to the Risk Management Procedure for further guidance on
each of the following stages.
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Establish the context
This stage defines the basic parameters for speed risk management and sets the scope for the
rest of the risk management process. The context is established as part of our general Risk
Management Framework and is then applied throughout the organisation.

Identify risks
This stage can either take place at initialisation or during maintenance.

During initialisation, this stage identifies the individual risks to be managed in our workplace
by systematically identifying what can happen, when, where, how, why and to who. The aim
is to generate a comprehensive list of speed-related risks which will be added to the Risk
Register.

During maintenance, this stage works in conjunction with the Monitor and Review stage to
identify whether:


implemented control measures result in new risks



reported hazards, near-misses or incidents highlight new risks



new activities, processes, equipment etc. result in new risks

This stage will incorporate recommendations from the:


Hazard Observation Form (where a hazard has been observed)



Incident Report Form (where an incident has been reported)
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Other Risk Management Framework processes (e.g. review of policies, procedures and
data)



Industry bodies, specialists and representatives

This stage will focus on those tasks and roles that have a potential impact on driver speeding,
such as consignors, consignees, schedulers, drivers, loaders, packers, driver/scheduler
managers, loading managers and the transport operator itself. These will be similar tasks and
roles as the Fatigue Risk Management Framework, as the pressures and delays that can cause
driver fatigue can also cause the driver to speed, for example, consignors demanding
unachievable delivery times.
Common speed-related risks include:


schedulers over-scheduling a driver where they are unable to complete all scheduled runs
without exceeding the speed limit



schedulers allocating timeslots that cannot be met without a driver exceeding the speed
limit



loaders experiencing delays in vehicle loading which puts pressure on the driver to speed
in order to recover lost time



consignors demanding unachievable delivery times



transport company payment schemes that incentivise drivers to exceed the speed limit

Speed-related risks can be identified in a range of ways, such as:


making informed opinions based on experience and industry trends



consulting with drivers, schedulers and other appropriate workers



inspecting rosters, schedules, driver work diaries



analysing hazard observations, incident reports and other documentation



observing scheduling, loading and driving-preparation activities



auditing the Speed Risk Management Framework annually

Assess risks
This stage involves analysing and then evaluating the identified speed-related risks.

Analysing involves considering the sources of speed-related risk and combining their
potential consequences and the likelihood that they will occur in order to allocate their risk
level. It is important to evaluate the effectiveness of existing controls that have already been
implemented from previous risk management activities.
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Evaluating is about using the outcomes of the risk analysis to decide which of the speedrelated risks need risk treatment and their priority for implementation.
Likelihood

Consequences
Insignificant

Minor

Moderate

Major

Severe

Almost certain

Moderate

High

High

Extreme

Extreme

Likely

Moderate

Moderate

High

High

Extreme

Possible

Low

Moderate

Moderate

High

Extreme

Unlikely

Low

Moderate

Moderate

Moderate

High

Rare

Low

Low

Moderate

Moderate

High

Treat risks
This stage involves identifying, assessing, selecting, documenting and implementing the risk
treatment options that will eliminate the speed-related risks that will not be tolerated or
minimise them if elimination is not reasonably practicable.
Risk treatment options
Eliminate the risk

By removing the risk altogether (uses Elimination from the
Hierarchy of Controls below)

If you can’t eliminate the risk, then consider:
Reduce or control the
risk consequences

By implementing one or a combination of control measures from
Substitution, Isolation, Engineering, Administration and PPE from
the Hierarchy of Controls below

Reduce or control the
risk likelihood

By implementing one or a combination of control measures from
Substitution, Isolation, Engineering, Administration and PPE from
the Hierarchy of Controls below

Share the risk

By sharing or transferring ownership and liability for the risk to
another party (e.g. partnership/joint venture or insurance)

Tolerate the risk

By making an informed decision to accept the risk at its current risk
level

The Hierarchy of Controls is used to rank each treatment option (risk control) from the
highest level of protection and reliability to the lowest. You must always aim to eliminate a
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hazard, which is the most effective control. If this is not reasonably practicable, you must

minimise the risk by working through the other alternatives in the hierarchy.

Hierarchy of Controls
Level 1: Always aim to eliminate the risk
Elimination

Involves removing the risk altogether, for example, prevent the vehicle
exceeding the speed limit by combining a number of controls such as,
installing speed limiters in vehicles, performing random and planned
inspections, performing regular maintenance, monitoring records,
following up non-conformances and implementing corrective actions

Level 2: If it is not reasonably practicable to eliminate the hazards and associated risks, you
should minimise the risks using one or more of the following approaches
Substitution

Involves substituting the hazard with a hazard that has a lower risk

Isolation

Involves separating the hazard from the person at risk, for example. to
prevent a consignor/consignee pressuring the driver, ensure all changes to
consignments are directed to the scheduler

Engineering

Involves applying mechanical devices or processes, for example, installing
in-vehicle monitoring systems to monitor vehicle speed

Level 3: Should only be used as a last resort, an interim measure or to support a higher level
control measure
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Administration

Involves minimising the risk by administrative means, such as procedures
and training, for example, providing training in safe driving behaviour. It is
not recommended to use this control on its own as it relies on human
behaviour and supervision.

Personal
Protective
Equipment
(PPE)

Involves using PPE, for example, ensuring vehicle seatbelts and airbags are
maintained and in good condition. While this option can provide added
protection, it is considered the least effective control method.

Common speed-related risk treatment options (controls) include:


scheduling:
o implement rosters and schedules that do not require drivers to exceed the speed limit
o assess new rosters or schedules and alterations to existing rosters and schedules to
identify any speed-related risks prior to implementation
o ensure delayed drivers can contact schedulers to re-schedule timeslots and/or notify of
updated availability



employment contracts:
o build speed compliance into employment contracts
o ensure payment schemes do not incentivise drivers to speed



monitoring and supervision:
o monitor rosters, schedules, trip plans and driver work diaries for speed-related risks or
non-conformance
o monitor the speed of vehicles to verify speed compliance
o install speed limiters in vehicles to limit their maximum speed
o regularly verify that speed limiters comply with the vehicle standards
o perform regular maintenance of vehicle components that impact speed compliance



policies, procedures and tools that:
o communicate the roles, responsibilities and requirements of the Speed Risk
Management Framework
o enable those roles with control or influence over driver speeding to eliminate or
minimise speed-related risks (e.g. Safe Driving Plans, Scheduler Checklist)



information and training on:
o roles, responsibilities and requirements of the Speed Risk Management Framework
o safe driving behaviour
o safe scheduling practices



consignor/consignee:
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o inform consignors/consignees of the effect of unreasonable scheduling demands
o obtain consignor/consignee commitment to safe scheduling practices

All risks, risk treatment options (controls), implementation plans, responsible persons and
due dates must be recorded in our Risk Register and implemented into any relevant
documentation such as Safe Work Procedures.

Monitor and review
This stage involves the ongoing monitoring and review of the speed-related risks and their
controls.

The monitoring and review process can take place on a:


day-to-day basis as part of daily operations



ad-hoc basis, for example, after an incident has been reported



scheduled basis as part of annual audit processes

This stage checks that the controls:


have been implemented



continue to be effective in eliminating or minimising the risks



do not result in new risks

If non-conformances or new risks are identified, then the risk management process will need
to be repeated to make further decisions about risk treatment.

Our Risk Register will specify who is responsible for implementing the risk controls and by
which date. It will also set out the date of the next review of the risk and controls.

Communicate and consult
It is important to communicate and consult with all relevant stakeholders (the parties
impacted by the risks and/or controls) at each stage of the speed risk management process.

Responsibilities
Team Transport and Logistics has identified the following roles within our organisation with
obligations for speed management, as:
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employer of the driver of the vehicle/prime contractor of the driver/operator of the
vehicle/person conducting a business or undertaking (PCBU) referred to as ‘the Transport
Company’


driver/scheduler manager



loading manager of goods for transport by the vehicle



driver of the vehicle



scheduler of goods for transport by the vehicle and/or the vehicle driver



loader of goods on to the vehicle



unloader of goods from the vehicle



consignor/consignee of goods for transport by the vehicle

A summary of the key responsibilities for each role are listed below.
Transport Company Responsibilities
The ‘transport company’ includes the employer, prime contractor, operator and/or PCBU. In
our organisation this responsibility is accepted by the Managing Director.
The transport company must ensure that:


the Speed Risk Management Framework is developed and implemented



all roles with responsibilities for the Speed Risk Management Framework are clearly
defined, documented and communicated



all workers with control or influence over driver speed are appropriately trained in their
responsibilities



they take all reasonable steps to ensure a driver complies with speed requirements



rewards, incentives or payment schemes that encourage speeding are removed



schedules, rosters and trip plans do not require drivers to exceed the speed limit



timeslots and delivery times do not put pressure on drivers to exceed the speed limit



consignors and consignees do not put pressure on drivers to exceed the speed limit



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



drivers are able to report delays or other problems



vehicle speed limiters are functioning effectively



parking, queuing and loading/unloading practices are streamlined to minimise delays



all elements of the Speed Risk Management Framework are monitored on an ongoing
basis and reviewed on an annual basis (at a minimum) to ensure continued compliance

Driver/Scheduler Manager Responsibilities
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The river/scheduler manager a worker who supervises the activities of drivers and/or
schedulers. In our organisation this responsibility is accepted by the Operations Manager.
The driver/scheduler manager must:


ensure the Speed Management Policy, Procedure and Framework are effectively
implemented within their area of control



accept accountability for ensuring that the workplace under their control is safe and free
from speed-related risks



accept accountability for ensuring that the behaviour of workers under their control is safe
and free from speed -related risks



monitor and review the elements of the Speed Risk Management Framework within their
area of control (e.g. review of rosters and inspection of speed limiters)



consult with their team when implementing new systems of work (e.g. new scheduling
practices)



resolve or appropriately escalate speed-related issues promptly



attend appropriate training specified by the transport company (e.g. TLIF3093A:
Implement chain of responsibility regulations)

Loading Manager Responsibilities
The loading manager is a worker who supervises the activities of loaders or unloaders. In
our organisation this responsibility is accepted by the Loading Managers.
The loading manager must:


ensure loading and unloading delays do not put pressure on drivers to speed to recover
lost time



ensure loading and unloading times and delays are regularly reviewed



identify and promptly resolve loading and unloading bottlenecks



notify the driver and/or scheduler immediately of any loading delays or potential missed
timeslots



contact the transport company if the truck does not arrive on time and advise them of the
next available timeslot or the delay time



attend appropriate training specified by the transport company (e.g. TLIF3093A:
Implement chain of responsibility regulations)

Driver Responsibilities
The driver is a worker who drives the heavy vehicle and transports the load to its destination
by road. In our organisation this responsibility is accepted by Drivers.
The driver must:
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observe and drive to speed limits at all times



demonstrate safe and responsible driving behaviour at all times



understand whether they can complete the journey in time without exceeding the speed
limit



understand whether they can make the timeslot (and communicate any issues or delays to
the transport company)



attend appropriate training specified by the transport company (e.g. TLIF2092A:
Demonstrate awareness of chain of responsibility regulations)

Scheduler Responsibilities
The scheduler is a worker who has influence or control over the delivery time (often the
person who schedules the transport of goods by road). In our organisation this responsibility
is accepted by the Fleet Allocators.
The scheduler must ensure that:


schedules do not require drivers to exceed the speed limit



delivery times do not put pressure on drivers to exceed the speed limit



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



drivers are able to report delays or other problems



attend appropriate training specified by the transport company (e.g. TLIF2092A:
Demonstrate awareness of chain of responsibility regulations)

Loader Responsibilities
The loader is a worker who is responsible for loading the goods into or onto the vehicle. In
our organisation this responsibility is accepted by Loaders and Warehouse Staff.
The loader must ensure that the load is:


loaded in a timely manner, without unnecessary delays



ready to be loaded at the agreed loading time



attend appropriate training specified by the transport company (e.g. TLIF2092A:
Demonstrate awareness of chain of responsibility regulations)

Unloader Responsibilities
The unloader is a worker who is responsible for unloading the goods from the vehicle. In our
organisation this responsibility is accepted by Unloaders sand Warehouse Staff.
The unloader must ensure that the load is:


unloaded in a timely manner, without unnecessary delays
78



attend appropriate training specified by the transport company (e.g. TLIF2092A:
Demonstrate awareness of chain of responsibility regulations)

Consignor/Consignee Responsibilities
The Consignor is the person or company who dispatches the goods for delivery.
The Consignee is the person or company who orders and/or receives the goods.
The consignor/consignee must ensure that:


the delivery request does not require (or incentivise) the driver to exceed the speed limit



orders are placed in a timely manner to allow for dispatch that can meet delivery
requirements



appropriate time is factored for the job to be completed without requiring the driver to
speed



contingency plans are developed to deal with scheduling issues and problems with
meeting deadlines



contracts with transport operators include speed compliance and monitoring

Monitoring Speeds
To ensure the accurate and ongoing monitoring of driver speeds, the excess speed of drivers
is recorded each day and a speed report is generated via their PDA. These speeds are
categorised by severity and frequency and inform the appropriate disciplinary action. Drivers
may be terminated if they are recorded driving over the speed limit numerous times or at a
speed that is significantly above the signed speed limit.

Supporting records
The following records are created, maintained and reviewed as part of the requirements of
this procedure:


Speed Management Checklist



Driver speeding report developed through PDAs



Driver Work Diary



Timeslot Re-schedule Checklist



Driving Distance Matrix



Driver Time on Site Tool



Safe Driving Plan



Scheduler Checklist

Supporting policies and procedures
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This procedure operates within the Risk Management Framework outlines in the Risk
Management Policy and Procedure, Work Health and Safety Policy, CoR policy and Speed
Management Policy.
This procedure should be read and followed in conjunction with:


Fatigue Management Policy and Procedure



Load Management Policy and Procedure



Consultation and Communication Policy



Hazard Observation Procedure



Incident Management Procedure

Implementation and Evaluation
Team Transport and Logistics will ensure this procedure is reviewed and evaluated for its
effectiveness in delivering objectives on an annual basis or earlier in the event of major
changed to the legislation or our organisation structure and operations.

STEVE SKINNER
MANAGING DIRECTOR

Policy Version number: 1
Policy Issue Date: 25/09/2014
Policy Review Due Date: 05/01/2017
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Goals & Aspirations

Team Transport & Logistics goal is to provide a superior service at an affordable price in the
demand hire taxi truck industry.


Spread our client base across all facets of industry from Building and Construction
through Manufacturing to Distribution.



Give our clients the choice of a wide variety of fully equipped special purpose
vehicles with well trained professional drivers ranging from courier to semi-trailer
and crane trucks from 6 tonne to semi-trailer crane.



Maintain a suitable mix of company equipment and dedicated subcontract ownerdrivers.



Supply work to all operators on an equitable basis.



Provide a safe working environment for all subcontractors and employees alike.



Maintain company equipment in a safe working order through our involvement with
an accredited safety inspection provider and workshop servicing parameters.



Induct new drivers and owner-drivers in all aspects of workplace health & safety (as
per our approved procedures) radio network use, documentation (proof of delivery)
and customer care.



Maintain a strong management team to fulfil the company’s objectives and grow the
business to the benefit of all Team members.

STEVE SKINNER
MANAGING DIRECTOR

Policy issue date: 25/09/14
Policy version number: 1.0
Policy review due date: 05/01/17
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Injury Management and Rehabilitation Policy
Team Transport & Logistics First Corporate Value is Safety and is resolutely committed to
injury prevention programs in the workplace to achieve the Team Transport & Logistics Vision
and Mission and the ultimate goal of zero harm.
It is the aim of Team Transport & Logistics to minimise the impact of injury to its staff and
other persons by providing the resources for a planned and systematic approach to the
management and
continuous improvement of the workers rehabilitation and compensation systems.
In the event of a workplace injury or illness Team Transport & Logistics is committed to
ensuring that employees are provided with timely and equitable claims management together with
effective rehabilitation as well as return to work opportunities within their functional capacity
Team Transport & Logistics will also ensure that staff and employees have access to their legal
entitlements for workers compensation.
This is achieved by:
 Providing employees with information and instruction on their rights and responsibilities
regarding claims for workers’ compensation, rehabilitation and return to work.
 Ensuring the process of workplace rehabilitation is commenced as soon as possible
following an injury and in accordance with medical advice and relevant legislation.
 Ensuring employees are provided with access to appropriate medical treatment following
a workplace injury and/or illness that incorporates early assessment and the involvement
of rehabilitation specialists when required.
 For Self Insured Business Units, ensuring claims for workers’ compensation are managed
in a timely and efficient manner in accordance with jurisdictional requirements and where
relevant other organisational policies and procedures.
Internal and/or external expertise will be utilised when required in all related activities.
 Providing an injured employee with meaningful suitable duties where practicable as an
integral part of the workplace rehabilitation process and ensuring that return to work is
achieved as soon as possible by an injured employee.
 Consulting with employees and where applicable their nominated representative to ensure
that the workplace rehabilitation program operates effectively, including regular
consultation throughout the injury management process.
 Ensuring the employee will not be disadvantaged by participation in a workplace
rehabilitation program.
 Ensuring the security and confidentiality of records in relation to claims, rehabilitation
and
personal medical information obtained in order to manage workplace injury and/or
rehabilitation.
 Establishing and maintaining legislative compliance for rehabilitation, as well as claims
for
Self Insured Business Units, in all states and territories where applicable.
 Facilitating effective communication through the dissemination of relevant information to
all staff and employees.
 Maintaining a positive injury management culture through encouraging active
participation in the early intervention and return to work process.

STEVE SKINNER
MANAGING DIRECTOR
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Social Media Policy
Team Transport & Logistics expects its employees to maintain a certain standard of
behaviour when using Social Media for work or personal purposes.
This policy applies to all employees, contractors and sub-contractors of Team Transport &
Logistics who contribute to or perform duties such as:
- maintaining a profile page for Team Transport & Logistics on any social or business
networking site (including, but not limited to LinkedIn, Facebook, MySpace, Bebo,
Friendster or Twitter);
- making comments on such networking sites for and on behalf of Team Transport &
Logistics;
- writing or contributing to a blog and/or commenting on other people’s or business’
blog posts for and on behalf of Team Transport & Logistics; and/or
- posting comments for and on behalf of Team Transport & Logistics on any public
and/or private web-based forums or message boards or other internet sites.
This policy also applies to all employees, contractors and sub-contractors of Team Transport
& Logistics who:
- have an active profile on a social or business networking site such as LinkedIn,
Facebook, MySpace, Bebo, Friendster or Twitter;
- write or maintain a personal or business’ blog; and/or
- post comments on public and/or private web-based forums or message boards or any
other internet sites.
This policy does not form part of an employee’s contract of employment. Nor does it form
part of any contractor or sub-contractor’s contract for service.
Professional use of social Media
Procedure
No employee, contractor or sub-contractor of Team Transport & Logistics is to engage in
Social Media as a representative or on behalf of Team Transport & Logistics unless they first
obtain Team Transport & Logistics written approval.
If any employee, contractor or sub-contractor of Team Transport & Logistics is directed to
contribute to or participate in any form of Social Media related work, they are to act in a
professional manner at all times and in the best interests of Team Transport & Logistics.
All employees, contractors and sub-contractors of Team Transport & Logistics must ensure
they do not communicate any:
Confidential Information relating to Team Transport & Logistics or its clients, business
partners or suppliers;
- material that violates the privacy or publicity rights of another party; and/or
- information, (regardless of whether it is confidential or public knowledge), about
clients, business partners or suppliers of Team Transport & Logistics without their
prior authorisation or approval to do so; on any social or business networking sites,
web-based forums or message boards, or other internet sites.
Confidential Information includes any information in any form relating to Team Transport &
Logistics and related bodies, clients or businesses, which is not in the public domain. This
includes, but is not limited to information relating to Pricing,
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Private/Personal use of social media; Procedure
Team Transport & Logistics acknowledges its employees, contractors and sub-contractors
have the right to contribute content to public communications on websites, blogs and business
or social networking sites not operated by Team Transport & Logistics.
For this reason, all employees, contractors, sub-contractors and family of employees,
contractors and sub-contractors of Team Transport & Logistics must agree to not publish any
derogatory material, in any form, which identifies themselves as being associated with Team
Transport & Logistics or its clients, business partners or suppliers.
All employees, contractors, sub-contractors and family of employees, contractors and subcontractors of Team Transport & Logistics must also refrain from posting, sending,
forwarding or using, in any way, any inappropriate material including but not limited to
material which:
- is intended to (or could possibly) cause insult, offence, intimidation or humiliation to
Team Transport & Logistics or its clients, business partners or suppliers;
- is defamatory or could adversely affect the image, reputation, viability or profitability
of Team Transport & Logistics, or its clients, business partners or suppliers; and/or
- contains any form of Confidential Information relating to Team Transport &
Logistics, or its clients, business partners or suppliers.
All employees, contractors, sub-contractors and family of employees, contractors and subcontractors of Team Transport & Logistics must comply with this policy. Any breach of this
policy will be treated as a serious matter and may result in disciplinary action including
termination of employment or (for contractors and sub-contractors the termination or nonrenewal of contractual arrangements).
Other disciplinary action that may be taken includes, but is not limited to, issuing a formal
warning, directing people to attend mandatory training, suspension from the workplace
and/or permanently or temporarily denying access to all or part of Team Transport &
Logistics computer network.
For the purposes of this policy, the following definitions apply:
Social Media includes all internet-based publishing technologies. Most forms of Social
Media are interactive, allowing authors, readers and publishers to connect and interact with
one another. The published material can often be accessed by anyone. Forms of Social Media
include, but are not limited to, social or business networking sites (i.e. Facebook, LinkedIn),
video and/or photo sharing websites (ie. YouTube, Flickr), business/corporate and personal
blogs, micro-blogs (i.e Twitter), chat rooms and forums and/or Social Media:

STEVE SKINNER
MANAGING DIRECTOR

Policy issue date: 25/09/14
Policy version number: 1.0
Policy review due date: 05/01/17
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Alcohol & Other Drugs Policy and Procedure
1. Background
Team Transport & Logistics is committed to providing a safe, healthy and productive workplace.
To support this commitment, the Company has provided o ng o i ng i n duct i o n programs aimed
at the prevention, reduction and/or elimination of problems associated with the misuse or
abuse of alcohol and other drugs which affect work performance, conduct and/ or safety. In
order to ensure employee, contractor and visitor safety, wellbeing and fitness for work,
Team Transport & Logistics has implemented an Alcohol and Other Drugs Testing Regime.
The ‘Alcohol and Other Drugs Policy and Procedure’ prohibits the consumption of alcohol during
paid working hours or at a Company workplace, except as defined under the Approved
Functions Section of this Policy. It also prohibits the possession, consumption or administering of
illegal drugs and is designed to prevent persons from presenting for duty in a state where they
are unable to perform their duties to an acceptable standard due to the influence of alcohol or
other drugs.
Team Transport & Logistics is not attempting to dictate the personal activities of employees
whilst they are off duty, however for the safety of everyone, Team Transport & Logistics is
ensuring that people do not participate in the workplace under the influence of alcohol or
other drugs in an altered state or where they would be deemed unfit for work.

2. Purpose and Objectives
The purpose of this policy is to ensure all people are fit for work, particularly in relation to the use
and/or abuse of drugs and alcohol. This policy also provides a framework for testing as well as
guidelines for education, rehabilitation and counselling and potential discipline arising from drug
and alcohol testing.
This policy provides practical guidance to assist managers/supervisors and employees to:
 recognise the effects of the misuse or abuse of alcohol and other drugs;
 deal appropriately with work performance and conduct problems caused by misuse or abuse
of alcohol and other drugs;
 protect confidentiality;
 refer affected employees to counselling services;
 provide education and information for managers/supervisors, contractors and
employees on the company’s policy.
In addition, this policy:

sets the workplace testing regime;

provides guidance regarding disciplinary action following positive results; and

provides guidelines for the supply and consumption of alcohol at General Management
approved functions.

3. Scope
This policy applies to all Team Transport & Logistics employees, contractors, subcontractors
and their employees, visitors and a l l M a n a g e r s o f Team Transport & Logistics
workplaces and except as specified under the Approved Functions section of the policy (section
5.5) the Company will not tolerate any of the above people:
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Consuming alcohol during paid working hours.
Consuming alcohol at any Company premises or workplace (including meal breaks).
Possessing, consuming or administering illegal drugs on Company premises or workplaces at
any time (police will be informed if this is the case).
Presenting for duty in a state where they are unable to perform their duties to an acceptable
standard due to the influence of alcohol or other drugs.
Not complying with this policy or any other Team Transport & Logistics company policy.

4. Definitions, Acronyms and Abbreviations
Alcohol:

Includes all food, beverages, medications and any other
product containing alcohol.

Authorised Organisation:

An appointed organisation that can demonstrate it meets the
Australian Standard requirements for collectors will be used for
the collection of specimens for alcohol and other drug
testing.

Designated Collector:

A person from the Authorised Organisation or an approved
collector from Team Transport & Logistics who has been
trained and assessed as competent in the use of drug and/or
alcohol testing equipment in accordance with A ustralian
Standards.

Drug:

Every substance or article which is a dangerous drug under and
within the meaning of the Narcotic Drugs Act 1967 (Cth) or any
other substance, article, preparation or mixture (with the
exception of alcohol) whether gaseous, liquid, solid, or in any
other form which may alter the fitness for work of a person.

Fitness for Work:

Is the condition or state that enables a person to perform
assigned tasks competently.

Person:

Who are either M a n a g e r s , employees, contractors,
subcontractors or employees of a subcontractor or supplier.

Over-the-Counter Medication: Medicines available through a pharmacy without prescription.
Prescription Medication:

Medication prescribed by a registered medical practitioner.

Zero:

For the purposes of this procedure, a zero reading for breath
alcohol concentration will be taken to a second decimal point
i.e. 0.00%.

5. Policy Statement
5.1 Education of Employees and Contractors
The misuse or abuse of alcohol or other drugs may result in an observable decline in work
performance or conduct. While it is not the responsibility of managers/supervisors to

Warning – This document is current at time of printing or downloading. It may be reviewed and amended prior to the noted review
date at the discretion of Team Transport & Logistics
Alcohol & Other Drugs Policy & Procedure

5

Diagnose personal or health problems, they should be aware of the common indicators
that suggest that an alcohol or other drug problem may exist. Indicators could include:
 Habitual lateness
 Interpersonal problems
 Mood swings or depression
 Extended lunch breaks
 Violence
 Smell of alcohol on breath
 Frequent absences
 Forgetfulness
 Speech change
 Neglect of personal grooming
 ‘Near miss’ incidents
 Unsteady balance
Team Transport & Logistics commits to supporting the education of employees and
contractors including:
 Information sessions on roles and responsibilities under the relevant occupational
health and safety legislation;
 Provision of relevant alcohol and other drugs literature;
 Toolbox talks and divisional meetings; and
These initiatives may vary in their use and timing depending on other Team
Transport & Logistics programs.
Information will be provided so that employees a n d c o n t r a c t o r s will be aware of
the health and safety implications of alcohol and other drugs abuse. Particular
attention will be given to the recognition of the early indication of such abuse.

5.2 Rehabilitation Principles and Guidelines
Team Transport & Logistics recognises alcohol and other drugs dependency as a
treatable and manageable condition. Any person who suspects they have an alcohol or
other drug dependency condition is encouraged to seek advice and to have appropriate
treatment.
Employees and contractors may seek counselling assistance by speaking to the
Team Transport & Logistics relevant supervisor or by asking the QPHSO or one of the
delegated representatives. A l l i nformation the employee or contractor divulges will not
be passed on to anyone without their written permission. Non-confidential information
for statistical purposes or confirmation of attendance is provided to the relevant Team
Transport & Logistics officer.
All reasonable steps will be taken to advise e m p l o y e e s a n d contractors of
appropriate organisations to consult in respect of alcohol or other drug dependencies.
If a manager/supervisor/Driver/Contractor/Employee observes a decline in work
performance or conduct that he or she cannot explain, they should advise their superior
supervisor so that the supervisor can conduct an initial, informal, interview on a confidential
basis. It is essential that action be taken promptly. An early response to a decline in
work performance or conduct addresses the problem directly and avoids appearing to
condone unacceptable behaviour.
Managers/supervisors must take into account the possibility that a decline in work
performance or conduct could be the result of an illness, disability, medication or the
withdrawal of medication. In such cases, the use of disciplinary procedures is
inappropriate.
Warning – This document is current at time of printing or downloading. It may be reviewed and amended prior to the noted review
date at the discretion of Team Transport & Logistics
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If an employee or contractor indicates that the decline in their work performance or
conduct is related to an alcohol or other drug problem, the manager/supervisor must
encourage the employee or contractor to seek assistance from their treating doctor and/or
other treating professionals. Team Transport & Logistics will investigate such notification
and take the necessary steps as deemed appropriate.
Counselling by a manager must be limited to work performance or conduct issues.
Counselling on personal issues is the domain of professional counsellors.

5.3 “Fitness for Work”
To be considered "fit for work", a person must be in a state (physical, mental and
emotional) which enables them to perform assigned tasks competently and in a manner
which does not threaten the safety or health of themselves or others. This includes an
employee or contractor presenting for work in a state where they are not under the
influence of alcohol or other drugs.

5.3.1 Alcohol
The acceptable levels for blood/alcohol concentration are dependent on the type
of work being conducted by the employee or contractor and relevant
Queensland legislation. As a general rule, the acceptable level of blood alcohol
concentration for employees and contractors is less than 0.05%. This is in line
with
the
current
legal
limit
for
driving
a
motor
vehicle.
This level however will vary in accordance with industry codes of practice,
standards and legislative requirements and all persons must comply with
these and company policies of the site at which they are working which is zero
tolerance for Team Transport & Logistics and is 0.00%.



When persons are working on any Team Transport & Logistics site the
accepted blood alcohol level is 0.00%. This level i s also applicable to
other Principal controlled contractor sites.
When driving v e h i c l e s e n g a g e d i n w o r k f o r Team Transport &
Logistics or operating other items of mobile plant or heavy machinery, the
accepted breath alcohol level is 0.00%.

5.3.2 Other drugs
Persons are expected to present for work in a fit state to undertake their duties
safely. Therefore persons are not to present for work when a drug, over the
counter or prescription medication impairs their ability to perform their role in a
safe manner. Please refer to section 6.4 on the procedure for declaring
prescription or over the counter medication. Section 6.2 also details the types of
drugs that are screened during drug testing, and the targeted levels that would
constitute a positive test result.
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5.4 Possession or Consumption of Alcohol or Illegal Drugs
Being in possession of or consuming illegal drugs or consuming alcohol during working
hours will be regarded as serious misconduct. Employees or contractors who
contravene this rule may be subject to disciplinary action up to and including termination of
their employment or engagement.

5.5 Approved Functions
In special circumstances such as the retirement of employees, Christmas parties, or other
similar work functions, the Company Director may approve the moderate consumption
and responsible serving of alcohol during and after working hours on Company property.
A specified timeframe will also be nominated by the Director for the function. In all such
circumstances permission is to be obtained from the Director prior to the event.
Persons are to ensure that they do not resume duty:
 With an alcohol concentration above the limits set herein;
 If they are affected by alcohol or other drugs which may lead to a safety risk or an
inability to fulfil the requirements of the position;
Employees or contractors should not drive home after a work function if they above the legal
limit.

5.6 Manufacture, sale, purchase or transfer of illegal drugs and possession,
manufacture, sale, purchase or transfer of prescription and pharmacy drugs
or alcohol while on site or when transporting goods.
Team Transport & Logistics strictly prohibits the manufacture, sale, purchase or transfer of
illegal drugs. We also prohibit the possession, manufacture, sale, purchase or transfer of
prescription and pharmacy drugs or alcohol while on site or when transporting goods.

6. Testing Procedure for Alcohol & Other Drugs
6.1 Testing Regimes
The types of testing that may be carried out include the following:
•

Pre-employment / engagement testing - Potential Company employees or
contractors may be required to have an alcohol and drug test, as part of their
pre-employment/ engagement medical check.

•

Random testing - A non-discriminatory program will randomly select when
testing will occur and which random job site/group/individuals will be tested. This will
be conducted by way of Team Transport & Logistics s e l e c t i n g the names of all
persons randomly out of our database. The random testing could be conducted on a
24 hour x 7 day per week basis.

•

Causal testing - Causal testing is made up of the following three components:
1.
A drug and alcohol test may be conducted for persons involved in an incident
that resulted in a high potential near miss, medical treatment or a lost time
injury. The requirement for testing is at the discretion of the W or k p la c e
H e a l t h & S af et y O f f i c e r or t h e D i r e ct o r of t h e C om p a n y and the
health of the person is paramount and testing may occur on a case by case
basis;
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2.
3.

A mandatory drug and alcohol test when it is reported that there is reasonable
belief that a person is under the influence of drugs or alcohol;
Repeat drug and alcohol testing over a 2 month period for a person who has
previously returned a positive test result. This will be conducted to coincide
with
the
random
testing
program.

6.2 Types of Testing
For Random and Causal Testing the preferred method of testing for the presence of
alcohol is via a ‘breathalyser’ test. However, confirmatory testing may involve saliva
testing or other methods of testing as deemed appropriate and necessary.
In screening for the presence of illegal drugs and prescription or over the counter
medication, Team Transport & Logistics will use saliva testing. However, for the purpose
of confirmatory testing or other requirements as may be necessary from time to time,
the Company reserves the right to conduct testing via a n Authorised Organisation
appropriate to the situation.
Saliva testing will screen for the following classes of drugs:
• Amphetamines;
• Opiates;
• Cannabis;
• Cocaine;
• Methylamphetamines; and
• Any other substance that may alter a person’s fitness for work
The following sets out the targeted levels (cut offs) that will constitute a positive result for
saliva specimen drug testing (equivalent levels will be adopted for other types of
screening and substances where applicable). Should there be a positive result as per the
table below it will be deemed breach of the policy and appropriate disciplinary procedures
(6.9) will take effect.
Class
Laboratory Confirmatory Cut-off Levels
Amphetamine
25 ng/ml
*Opiates
25 ng/ml
Cannabis
10 ng/ml
Cocaine
25 ng/ml
Methylamphetamines
25 ng/ml
Note
(i) The levels specified in the above table are drawn from AS 4760-2006 “Procedures for Specimen
Collection, Detection and Quantification of Drugs in Oral Fluid” and may be varied from time to time in
accordance with industry codes of practice, standards or legislative requirements.
(ii) The general cut off level for opiates as an indicator is 25ng/ml, however the drug 6 –Acetylmorphine which
is an unique indicator for heroin is 10 ng/ml

6.3 Standard Testing Procedure
All persons entering a Team Transport & Logistics workplace may be tested in
accordance with the following procedures.



Testing of individuals in the workplace will be conducted privately on a one-on-one
basis, however the person being tested may request a witness.
The presence of a witness, in relation to random testing or cause testing, must be
immediately available and must not in any way affect or hinder the results of the
testing. Therefore, if a preferred witness is not immediately available the testing is to
proceed, with the individual being given the opportunity of selecting an alternate
witness that is immediately available, such as a work colleague.
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Random and Causal Testing will be conducted by a designated collector authorised
by Team Transport & Logistics.



In the case of “Random Testing”, individual persons and/or work groups will be
selected randomly at selected times by Team Transport & Logistics. “Random
testing” will not be used to target individuals or groups.



The first step for all alcohol and other drugs testing is the completion of a prescreening form provided by Team Transport & Logistics. If prescription or over the
counter medication is not declared, the standard processes are to be followed, see
sections 6.3.1 and 6.3.2. If prescription or over the counter medication is declared the
procedure set out in section 6.4.2 is to be followed.

6.3.1 Standard Procedure for Alcohol Testing


If a person returns a negative test for the presence of alcohol, that is, their
result is below the ‘fit for work’ level (see section 5.3.1), no further action is
required and the person is to resume their normal duties.



Where a person returns an Unconfirmed Positive result to the presence of
alcohol which exceeds the appropriate ‘fit for work’ level (see section 5.3.1)
they are to be tested a second time after the lapse of 20 minutes, during which
time the person is to remain in the controlled testing environment and is not to
return to work, unless for example in other extreme conditions such as the
necessity for the person to be transported to a hospital.



If the person returns a negative test on their second test they can resume their
normal duties. However, if the second test returns another positive reading,
the person is to be arranged transport home and they are not to return to work
until they can return a negative test conducted by Team Transport & Logistics.



The employee will be encouraged to contact an appropriate counselling
service for support.



Where a person returns an Unconfirmed Positive result to the presence of
alcohol above the relevant cut off level, the sample will be sent for laboratory
confirmation.



Immediate advice regarding an Unconfirmed Positive result will be provided to
the WPHSO who will also contact the Company Director.



Disciplinary action may also be taken following a confirmed positive result (see
section 6.9).



If the laboratory confirmation shows that the result is negative, no disciplinary
action is required and the person can return to full duties. The employee will
also be reimbursed any leave entitlements as appropriate.
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6.3.2 Standard Procedure for Other Drugs Testing


If a person returns a negative test for the presence of other drugs, no further
action is required and the person is to resume their normal duties.



Where a person returns an Unconfirmed Positive result to the presence of
other drugs, the sample will be sent for laboratory confirmation.



Immediate advice regarding an Unconfirmed Positive result will be provided to
the WPHSO who
will also contact the
Company Director.



The person will be sent home pending the results of the laboratory
confirmation. Following confirmation of the results from laboratory testing, the
person may return to work at the commencement of their next shift if they first
return a negative test result conducted by Team Transport & Logistics.



Counselling services will also be encouraged for employees and contractors.



If the laboratory results show that the result is negative, no disciplinary action
is required and the person can return to full duties. The employee will also be
reimbursed any leave entitlements as appropriate.



If the laboratory results are Positive to the presence of other drugs,
disciplinary action may be taken (see section 6.9).

6.4 Prescription or Over the Counter Drugs/Medication
The following section outlines the procedures for disclosing use of prescription or over the
counter drugs/medication generally and during a screening test.
The use of prescription or over the counter drugs/medication may impact upon a person’s
ability to perform safely or efficiently. There are several types of drugs, which may
increase risk, including:
 Hypnotics and sedatives;
 Anti-depressants;
 Antihistamines;
 Stimulants and appetite suppressants; and
 Analgesics / codeine.
People who are using prescription or over the counter drugs/medication should take all
reasonable steps to:


Discuss with the prescribing medical practitioner/pharmacist the nature of their duties
and ascertain any possible side effects of the medication which may increase risk to
their safety at work. Team Transport & Logistics may also seek guidance from a
medical practitioner.



Take any medication strictly in accordance with the recommendations of the medical
practitioner and/or the manufacturer; and



Report any side effects of any medication to their medical practitioner.
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In addition to the above, persons using prescription or over the counter drugs/ medication
which they believe, or have been informed, could affect their safety or performance at
work must take all reasonable steps to notify their supervisor of the side effects and
possible safety issues associated with the prescription or over the counter drugs/
medication.
The supervisor should consider if the person has a limitation in carrying out normal duties.
If the supervisor considers the person may have a limitation, the supervisor may seek
further medical information from the person’s medical practitioner and/ or a medical
practitioner of Team Transport & Logistics choice. This medical advice can only be
obtained by the Supervisor if they have the person’s written consent to do so. Otherwise
this medical information must be arranged by Team Transport & Logistics WPHSO.
If it is determined through the above process that there is a limitation for the person
performing their full duties, appropriate suitable duties will be provided if available. If the
limitation or restriction has been advised by a medical practitioner, the person will not be
permitted to return to their full duties until medical advice/ clearance is obtained.
Further, an employee may be entitled to access sick leave for times when unable to work
due to the affects of the prescription or over the counter medication.

6.4.1 Disclosure during the Testing Process


Prior to undergoing a screening test, the person is encouraged to advise the
testing officer if they are taking prescription or over-the-counter drugs/
medication. If this is the case the person is required to fill out a pre-screening
form.



If drugs are detected during the screening test, the person will be required to
identify any prescription or over the counter drugs/ medication if they have not
already done so. The person does not have to state the medical condition, but
must state the type of medication, the dosage and confirm that they are
consuming those drugs as prescribed or directed (some over-the-counter
drugs are in the same drug group type as those that are being tested and
therefore may show up as an Unconfirmed Positive Result in the Screening
Test). This information will only be shared by Team Transport & Logistics if
necessary with the WPHSO or Company Director.

6.4.2 Testing Process following Disclosure of Medication
Once the person has filled out the pre-screening form, the screening process can
commence as follows:


If a person returns a negative result following the screening test no further
action is required and the employee is to resume their normal duties.



If a person returns an Unconfirmed Positive Result the procedure outlined in
6.3.2 will apply.



When a person returns an Unconfirmed Positive Result from a screening test,
and has provided a declaration stating that prescription or over the counter
medication is being used, laboratory confirmation testing will always be
undertaken. The purpose of such testing is to confirm the accuracy of the
declaration made by the person.
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Subject to the paragraph below, if the person’s laboratory confirmation test
results show levels of drugs at or above the Cut off Levels as amended and
updated, the test will be regarded as a Confirmed Positive Result as per
section 6.8 below and disciplinary action may be taken as per section 6.9
below.



If the laboratory confirmation test results are consistent with the person’s
declaration of prescription or over the counter medication, both in type and
quantity, and was appropriately notified and discussed and was being taken in
accordance with directions, the results will not be deemed or treated as a
Positive result.

6.5 Tampering with an Alcohol or Drug Sample
Tampering with an alcohol or drug sample will lead to disciplinary action, which may result
in termination of employment.

6.6 Refusal to Undertake a Test
Refusal by a person to submit or cooperate fully with the administration of Testing will be
treated in the same manner as any other refusal to comply with Team Transport &
Logistics policies and/or procedures and as detailed herein.
Refusal will result in the person being counselled on the spot as to the consequences of
the refusal. The person will then be directed to undergo the test. If the person continues
to refuse to undertake the test, as a minimum, the refusal will be treated prima facie as a
Confirmed Positive Result as per section 6.8 below and further actions will occur as
follows:
1. Disciplinary action will be taken in accordance with section 6.9 below.
2. The employee will be arranged transport home.
3. The employee will be suspended without pay for refusal of duty in accordance with the
stand down provisions of Team Transport & Logistics.
4. A negative test will need to be provided to Team Transport & Logistics before the
person will be able to return to work.
Continued refusal to undertake testing in accordance with specific causal testing or
random testing will result in disciplinary action up to and including termination of
employment.
Employees or Contractors who refuse to undertake a test will be asked to leave the site
and will not be permitted back on the site until they have undergone a screening test
and returned a negative result.

6.7 Avoidance of a Random Test
If a person has presented for work and avoids a random screening test then they will be
treated prima facie as a Confirmed Positive Result and further as per the conditions set
out in section 6.6 above, unless:
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The person presents a medical confirmation that they were unable to attend/partake
in the random screening; or
There is a genuine family emergency that required them to leave the site; or
There is a pre-arranged reason (with supervisor consent) for the person to leave
the site.

6.8 Process Following a Confirmed Positive Result
The following steps are to be taken for a Confirmed Positive Result:
5. The person tested and the supervisor will be informed of the result;
6. For employees and contractors, a disciplinary discussion will take place which will
include consideration as to the level of disciplinary action that should be taken. See
Section 6.9 below.

6.9 Disciplinary Procedures
This section describes the types of disciplinary action that may be required following a
Positive Result from test screening. Any discipline taken will be in accordance with Team
Transport & Logistics standard disciplinary guidelines.
Where an employee or contractor:
a) Records a Confirmed Positive Result from screening tests for alcohol or other drugs; or
b) Refuses to undertake a screening test; or
c) Tampers with a screening test sample; or
d) Avoids a random or causal screening test; or
e) Breaches this policy in any demonstrated way;
Team Transport & Logistics has discretion to take the appropriate disciplinary action for
breach of this policy.
All the circumstances, including the employee’s full work history, will be taken into account
when considering what, if any disciplinary action should to be taken. Disciplinary action
may include termination of employment taking into account the seriousness of the breach.
The following sets out a guide to the action which may be taken when employees or
contractors return a Positive result to an alcohol or other drugs test. In circumstances
where the breach is of a more serious nature, Team Transport & Logistics has the
discretion to take action which does not conform with the guide below, e.g. where
there has been a serious breach to other safety policies, or the employee’s conduct
endangers the safety of others.
7. First Positive Result
Following the first Confirmed Positive result, a Written Warning may be issued to the
employee or contractor stating that the behaviour is regarded as serious misconduct
and is a breach of this policy and therefore unacceptable. The employee o r
c o n t r a ct o r will be encouraged to seek counselling assistance and will be required
to undergo random and/or cause testing for a period of one month.
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8. Second Positive Result
Following the second Confirmed Positive result, a Final Written Warning may be issued
to the employee or contractor for further serious misconduct which is in breach of
this policy and therefore unacceptable. The employee or contractor will be required
to attend counselling or other medical assistance and will be required to undergo
random and/or cause testing for a further period of one month.
9. Third Positive Result
If a third Confirmed Positive result is returned, serious disciplinary action, up to and
including termination of employment or engagement may occur.

7.0 Records and Documentation
Alcohol and other drug test records (the “test records”) will be kept in the
c o n t r a c t o r s / employees personnel file and maintained in accordance with legislative
and other State requirements. Test records for contractors that do not solely derive income
from Team Transport & Logistics will be forwarded to the respective employer that engages
with the the contractor.
Records of any disciplinary action taken as a result of breaches to this policy will be
maintained on the employee’s/contractors personnel file for the life of the person’s
employment, as employees/contractors are required to be fit for work throughout their
employment with Team Transport & Logistics, and these records may be taken into
account in future disciplinary meetings/ actions.
Results of causal tests following a safety related incident (e.g. high potential near miss,
lost time or medical treatment injury) may be made available to WorkCover and other
agencies if requested and necessary.

8.0 Confidentiality
Any person that comes into contact with confidential information in respect to this
policy must not disclose any of this information to another party except where:
•
•
•

A disclosure is necessary in the course of official duties as per Team
Transport & Logistics
A disclosure is made with the consent of the Individual to whom the information
relates; or
A disclosure is otherwise permitted under relevant legislation.

Warning – This document is current at time of printing or downloading. It may be reviewed and amended prior to the noted review
date at the discretion of Team Transport & Logistics
Alcohol & Other Drugs Policy & Procedure

15

9.0 Summary of Responsibilities
9.1 Employee and Contractor Responsibilities
These responsibilities apply to all persons defined herein and those covered by the scope
of this policy, regardless of their role or position, including employees a n d
c o n t r a c t o r s engaged on a f u l l - t i m e , casual or contract basis, contractors or
employees working outside normal hours and employees or contractors required to be on
stand-by.
Persons must take responsibility for ensuring the health and safety of themselves and of
others. In particular, employees and contractors must act responsibly by:










Ensuring that they do not, by the consumption of alcohol or other drugs, endanger
their own safety or the safety of any other person, including customers or clients, in
the workplace. Persons must present for work able to undertake their normal work
activities to an acceptable standard;
Attending and resuming work unimpaired by alcohol or other drugs and notifying their
manager/supervisor if aware that their work performance or conduct could be
adversely affected or if there is a risk to the safety of themselves or others as a result
of the effect of a prescribed or non-prescribed drug. All persons should find out from
their doctor or pharmacist what effects a drug prescribed for their consumption has on
their work performance;
Taking action to resolve their own alcohol or other drug-related problems;
Consulting with their manager/supervisor or WPHSO if they have genuine reason
to believe that a person is under the influence of alcohol or other drugs and may
pose a risk to the health and/or safety of the person and all others including the
public;
Conforming with all of the regulations enforceable under the Road Transport Act;
Complying with related policies of other companies when working on their site (this
may include testing).

9.2 Team Transport & Logistics Responsibilities
Team Transport & Logistics is responsible for:











Determining the drug and alcohol policy and procedure for the Company;
Authorising the use of workplace drug and alcohol testing;
Appointing a representative of Team Transport & Logistics and an Authorised
Organisation to conduct drug and/or alcohol testing;
Referring Company employees and contractors requesting assistance for drug and
alcohol related issues to appropriate counselling services;
Taking measures to achieve a workplace culture that supports health, safety and
welfare including the personal effects of the misuse of drugs and alcohol;
Reducing the effects on the workplace of the misuse or abuse of alcohol and other
drugs and related costs, including absenteeism, accidents and low productivity;
Informing employees and contractors of the potential work-related problems that
may arise from the misuse or abuse of alcohol and other drugs and of their
responsibilities in relation to workplace safety, conduct and performance;
Providing guidelines to managers/supervisors for dealing with employees and
contractors whose work performance or conduct is adversely affected by the misuse
or abuse of alcohol and other drugs;
Ensuring all employees and contractors are aware of and comply with this policy; and
Providing information about referral to counselling, treatment and rehabilitation
services where appropriate.
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