
 
 

1 
 

Driven By Service 

Powered By Teamwork 
 
 
 

 

Team Transport  

&  

Logistics Pty Ltd 

Company Policy Manual  

2026-28 

 

 

 

 

 

 

 

 



 
 

2 
 

Driven By Service 

Powered By Teamwork 
 

 

Table of Contents 
CODE OF CONDUCT POLICY ............................................................................................................. 4 

WORK HEALTH AND SAFETY POLICY AND PLAN .............................................................................. 11 

CHAIN OF RESPONSIBILITY POLICY ................................................................................................. 16 

DRUG AND ALCOHOL POLICY ........................................................................................................ 27 

ABANDONMENT OF EMPLOYMENT POLICY ..................................................................................... 33 

CHILDREN ACCOMPANYING DRIVERS TO WORK POLICY .................................................................... 35 

COMPANY MOBILE PHONE POLICY .................................................................................................. 37 

COMPANY VEHICLE USE POLICY ..................................................................................................... 42 

DISCIPLINARY ACTION POLICY ........................................................................................................ 45 

DRESS CODE POLICY FOR OFFICE STAFF ....................................................................................... 47 

DAMAGE TO CLIENT STOCK POLICY & PROCEDURES ......................................................................... 50 

DEPOT EMPLOYEE BREAKS POLICY .................................................................................................. 52 

DANGEROUS GOODS POLICY (NON-BULK) ....................................................................................... 55 

DISPUTE RESOLUTION POLICY ........................................................................................................ 58 

ENVIRONMENTAL POLICY ............................................................................................................... 67 

TEAM TRANSPORT & LOGISTICS – EMPLOYEE ASSISTANCE SUPPORT (AD-HOC-EAP)......................... 70 

FATIGUE MANAGEMENT POLICY (DRIVERS) ...................................................................................... 71 

FATIGUE MANAGEMENT POLICY (GENERAL STAFF) ............................................................................ 74 

FATIGUE MANAGEMENT PLAN ......................................................................................................... 77 

HEARING LOSS SAFETY POLICY ....................................................................................................... 90 

HEAT SAFETY POLICY ..................................................................................................................... 96 

INFORMATION SECURITY & TECHNOLOGY POLICY ........................................................................102 

INCIDENT REPORTING, INVESTIGATION, COMMUNICATION AND RESPONSE PROCEDURE...............109 

IN-VEHICLE MONITORING POLICY ..................................................................................................118 

LANGUAGE, LITERACY AND NUMERACY (LLN) POLICY ......................................................................125 

LEAVE POLICY ..............................................................................................................................129 

LOAD RESTRAINT POLICY .............................................................................................................135 

MASS & DIMENSION POLICY ..........................................................................................................140 

MANUAL HANDLING (HAZARDOUS MANUAL TASKS) POLICY .............................................................149 

MANAGEMENT OF SPILLS POLICY ...................................................................................................155 

MODERN SLAVERY POLICY ............................................................................................................160 

NON-SMOKING AND VAPE-FREE WORKPLACE POLICY .....................................................................164 

OPERATOR LICENSING, TRAINING & VERIFICATION OF COMPETENCY POLICY .....................................166 



 
 

3 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
 

PARENTAL LEAVE POLICY ..............................................................................................................174 

PERFORMANCE MANAGEMENT POLICY ...........................................................................................181 

PERSONAL PROTECTIVE EQUIPMENT (PPE) POLICY ..........................................................................186 

PRIVACY POLICY ..........................................................................................................................191 

PSYCHOSOCIAL HAZARDS AND MENTAL HEALTH POLICY .................................................................199 

QUALITY POLICY ...........................................................................................................................207 

REHABILITATION AND RETURN TO WORK POLICY ..........................................................................210 

SUBCONTRACTOR COMPETENCY VERIFICATION AND LOAD RESTRAINT POLICY .................................217 

SEXUAL AND GENDER-BASED HARASSMENT POLICY ........................................................................223 

SITE INDUCTION POLICY AND PROCEDURES ...................................................................................229 

SAFE IMMOBILISATION POLICY ......................................................................................................237 

SOCIAL MEDIA POLICY AND PROCEDURE ........................................................................................240 

SPEED MANAGEMENT POLICY ........................................................................................................246 

SUSTAINABILITY POLICY & MISSION STATEMENT ..............................................................................249 

THEFT AND FRAUD POLICY ............................................................................................................251 

VISITOR IDENTIFICATION & ACCESS CONTROL POLICY .....................................................................255 

TRUCK AND LOAD SECURITY POLICY ..............................................................................................258 

TRUCK AND LOAD SECURITY POLICY ..............................................................................................261 

WASTE MANAGEMENT POLICY .......................................................................................................264 

Appendix .........................................................................................................................................284 

FORM 18D INCIDENT FORM ..........................................................................................................285 

FORM 41 DRUG & ALCOHOL TEST .................................................................................................289 

FORM 47 DRIVERS DECLARATION FITNESS TO WORK .....................................................................291 

FORM 85D-A&B  A & B DOUBLE VOC ...........................................................................................294 

FORM 85D-DA DRIVER ABILITY VOC ..............................................................................................307 

FORM 85-LF FORKLIFT VOC ..........................................................................................................313 

FORM 85D-RS REACH STACKER VOC .............................................................................................318 

FORM 85D-S SIDE LOADER VOC ....................................................................................................322 

FORM 101A TRAINING AGREEMENT ...............................................................................................328 

FORM 110A FUEL CARD ................................................................................................................330 

 

 

 



 
 

4 
 

Driven By Service 

Powered By Teamwork 
 

 

CODE OF CONDUCT POLICY 

Purpose 
Team Transport and Logistics is committed to maintaining a workplace that is ethical, respectful, safe, 
environmentally responsible, and compliant with all applicable laws and regulations. 
This Code of Conduct establishes the standards of behaviour expected of all workers, contractors, 
subcontractors, labour hire personnel, apprentices, trainees, volunteers, and consultants engaged by 
Team Transport and Logistics. 
All workers are required to perform their duties in a manner that upholds the Company's values, 
reputation, legal obligations, and commitment to workplace health and safety. 

Principles of Conduct 
While undertaking work for Team Transport and Logistics, workers must: 

• Act honestly, ethically, and with integrity. 
• Exercise due care, skill, diligence, and professional judgement. 
• Treat all persons with dignity, respect, fairness, and courtesy. 
• Comply with lawful and reasonable directions provided by authorised personnel. 
• Maintain the confidentiality of Company, client, employee, supplier, and stakeholder 

information. 
• Identify, disclose, and appropriately manage actual, potential, or perceived conflicts of 

interest. 
• Use Company resources, assets, and equipment responsibly and only for authorised 

purposes. 
• Comply with all relevant legislation, Company policies, procedures, and safe work practices. 
• Contribute to a safe, healthy, inclusive, and environmentally responsible workplace. 
• Conduct themselves in a manner that protects and promotes the reputation of Team 

Transport and Logistics. 

Our Values 
The behaviours and decisions of all workers must reflect the Company's core values: 

• Respect 
• Integrity 
• Accountability 
• Customer Satisfaction 
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• Honesty 
• Reliability 

These values underpin every aspect of our operations and workplace culture. 

Objectives 
This Code of Conduct aims to: 

• Promote ethical and lawful behaviour throughout the organisation. 
• Foster a positive, respectful, and inclusive workplace culture. 
• Support compliance with applicable legislation and industry standards. 
• Provide clear behavioural expectations for all workers. 
• Establish a framework for addressing misconduct and breaches of Company requirements. 

Scope 
This Code applies to all workers engaged by Team Transport and Logistics while: 

• Performing work duties. 
• Attending Company premises or client sites. 
• Operating Company vehicles or equipment. 
• Working remotely. 
• Attending work-related training, conferences, travel, meetings, or social functions. 
• Representing the Company in any public or online environment. 

Responsibilities 

Person Conducting a Business or Undertaking (PCBU) 
The Company, through its Directors and Officers, will: 

• Provide and maintain systems that support ethical conduct and compliance. 
• Ensure workers are informed of their responsibilities under this Code. 
• Monitor, review, and improve workplace practices. 
• Take appropriate action where misconduct occurs. 
• Meet obligations under the Work Health and Safety Act 2011 (Qld) and other applicable 

legislation. 
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Managers and Supervisors 
Managers and supervisors must: 

• Promote compliance with this Code. 
• Lead by example. 
• Address inappropriate behaviour promptly and fairly. 
• Report and document misconduct. 
• Support workers who raise concerns or report misconduct. 
• Prevent victimisation, retaliation, or adverse treatment of individuals who make reports in 

good faith. 

Workers 
Workers must: 

• Comply with this Code and all Company policies and procedures. 
• Take responsibility for their actions and decisions. 
• Behave professionally and respectfully. 
• Report hazards, incidents, breaches, and misconduct. 
• Participate in investigations and corrective actions where required. 
• Follow all health, safety, environmental, and legal requirements relevant to their role. 

Standards of Behaviour 

Compliance with Laws and Procedures 
Workers must comply with all applicable legislation, regulations, Codes of Practice, licences, permits, 
policies, procedures, and lawful directions relevant to their work activities. 

Attendance and Punctuality 
Workers are expected to attend work as scheduled and perform their duties reliably. 
Where attendance is not possible, workers must notify their supervisor as soon as reasonably 
practicable and advise the expected duration of the absence. 

Personal Presentation 
Workers must maintain a professional standard of dress, hygiene, and presentation appropriate to 
their role. 
Where uniforms or personal protective equipment (PPE) are required, they must be worn correctly and 
maintained in good condition. 
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Safe and Healthy Work Environment 
All workers have responsibilities under the Work Health and Safety Act 2011 (Qld). 
Workers must: 

• Take reasonable care for their own health and safety. 
• Take reasonable care that their actions do not adversely affect others. 
• Comply with reasonable safety instructions. 
• Follow safe work procedures. 
• Report hazards, incidents, injuries, and unsafe conditions. 
• Present fit for work and free from impairment caused by drugs, alcohol, fatigue, or any 

condition that may affect safe performance. 

Psychosocial Health and Respectful Behaviour 
Team Transport and Logistics is committed to eliminating or minimising psychosocial hazards, 
including: 

• Bullying 
• Harassment 
• Sexual harassment 
• Victimisation 
• Aggressive behaviour 
• Discrimination 

Workers must not engage in behaviour that may create a hostile, intimidating, unsafe, or offensive 
work environment. 
All concerns will be treated seriously, investigated appropriately, and managed in accordance with 
Company procedures. 

Diversity, Equity and Inclusion 
The Company is committed to providing equal opportunity and maintaining a workplace free from 
unlawful discrimination. 
Employment-related decisions will be based on merit, qualifications, experience, skills, and 
operational requirements. 
All workers must contribute to an inclusive workplace that values diversity and respects individual 
differences. 
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Company Property and Resources 
Workers must protect Company assets, including: 

• Vehicles 
• Equipment 
• Technology systems 
• Intellectual property 
• Information and records 

Company resources must only be used for authorised purposes and never for unlawful, inappropriate, 
fraudulent, or unethical activities. 

Electronic Communication, Internet and Social Media 
Workers must use email, internet, mobile devices, and social media responsibly. 
Workers must not: 

• Disclose confidential information. 
• Damage the Company's reputation. 
• Engage in unlawful, offensive, discriminatory, or inappropriate conduct. 
• Represent Company views unless specifically authorised. 

Environmental Responsibilities 
Workers must perform their duties in a manner that protects the environment and supports 
compliance with environmental legislation. 
Workers are expected to: 

• Minimise waste and pollution. 
• Use resources efficiently. 
• Recycle where practicable. 
• Report environmental incidents or risks. 
• Support continuous environmental improvement initiatives. 

Licences and Competencies 
Workers must maintain all licences, qualifications, certifications, permits, and competencies 
required for their role. 
Workers must immediately notify management if any licence or authority is suspended, expired, 
revoked, or otherwise affected. 
No worker may perform regulated activities without the required current authorisation. 
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Confidentiality and Privacy 
Workers must protect confidential and sensitive information obtained during employment. 
Confidential information must not be disclosed, accessed, copied, used, or distributed without lawful 
authority or business need. 
These obligations continue after employment ends. 

Conflicts of Interest 
Workers must disclose any actual, potential, or perceived conflict of interest that could influence, or 
be perceived to influence, business decisions or actions. 
Conflicts must be reported promptly to management and managed appropriately. 

Gifts and Benefits 
Workers must not solicit or accept gifts, benefits, hospitality, commissions, or other advantages that 
may improperly influence business decisions. 
Modest gifts or hospitality of nominal value may only be accepted where there is no actual or 
perceived conflict of interest and management approval requirements are met. 

Public and Media Communications 
Only authorised personnel may communicate with the media on behalf of the Company. 
Workers representing Team Transport and Logistics in public must act professionally and uphold the 
Company's values, reputation, and legal obligations. 

Vehicle Operation 
Workers operating Company vehicles, plant, or equipment must: 

• Hold all required licences and authorisations. 
• Comply with road and transport laws. 
• Drive safely and responsibly. 
• Avoid aggressive, reckless, or negligent behaviour. 
• Report incidents, infringements, and vehicle damage promptly. 

Unsafe driving behaviour may result in disciplinary action. 

Breaches of the Code 
Failure to comply with this Code of Conduct may result in disciplinary action, including counselling, 
performance management, suspension, or termination of employment or engagement. 
Serious misconduct may also result in referral to relevant authorities where required. 
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Legislative References 
This Policy supports compliance with: 

• Work Health and Safety Act 2011 (Qld) 
• Work Health and Safety Regulation 2011 (Qld) 
• How to Manage Work Health and Safety Risks Code of Practice 2021 
• Managing the Risk of Psychosocial Hazards at Work Code of Practice 2022 
• Work Health and Safety Consultation, Cooperation and Coordination Code of Practice 

2021 
• Managing Psychosocial Hazards at Work: Sexual and Gender-based Harassment Code of 

Practice 
• Anti-Discrimination Act 1991 (Qld) 
• Privacy Act 1988 (Cth) 
• Any other applicable Commonwealth, State or Territory legislation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

11 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 

WORK HEALTH AND SAFETY POLICY AND PLAN 

Policy Statement 
Team Transport and Logistics is committed to providing and maintaining, so far as is reasonably practicable, a 
safe and healthy workplace for all workers, contractors, labour-hired personnel, visitors, customers, and any 
other people who may be affected by our operations. 
 
We recognise that effective Work Health and Safety (WHS) management is a core business responsibility and 
are committed to preventing workplace injuries, illnesses, incidents, and dangerous occurrences through 
proactive risk management, consultation, training, and continuous improvement. 
All workers have a responsibility to contribute to a safe workplace by complying with WHS requirements, 
following safe work procedures, and actively participating in safety initiatives. 

Our Commitment 
Team Transport and Logistics will: 

• Comply with the requirements of the Work Health and Safety Act 2011 (Qld), Work Health and Safety 
Regulation 2011 (Qld), applicable Codes of Practice, and all other relevant legislative obligations. 

• Provide and maintain safe systems of work, plant, structures, equipment, and work environments. 
• Identify hazards, assess risks, and implement effective control measures in accordance with the 

hierarchy of controls. 
• Eliminate risks to health and safety so far as is reasonably practicable and, where elimination is not 

possible, minimise risks as far as is reasonably practicable. 
• Promote a positive safety culture where all workers actively participate in safety improvement 

initiatives. 
• Consult, cooperate, and coordinate activities with workers, Health and Safety Representatives 

(HSRs), contractors, and other duty holders on matters affecting health and safety. 
• Provide workers with the information, instruction, training, supervision, and resources necessary to 

perform their work safely. 
• Investigate incidents, injuries, hazards, and near misses to identify root causes and implement 

corrective actions aimed at preventing recurrence. 
• Monitor workplace conditions and WHS performance through inspections, audits, reviews, and 

consultation processes. 
• Support workplace injury management and return-to-work programs to facilitate the safe and timely 

rehabilitation of injured workers. 
• Continually improve the effectiveness of the organisation's Work Health and Safety Management 

System. 
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Work Health and Safety Objectives 
Team Transport and Logistics aims to: 

1. Achieve compliance with all applicable WHS legislative requirements. 
2. Prevent workplace injuries, illnesses, and property damage. 
3. Ensure hazards are identified, reported, and effectively controlled. 
4. Maintain effective worker consultation and participation in safety matters. 
5. Develop workforce capability through ongoing safety training and competency development. 
6. Continually improve health and safety performance through monitoring, auditing, and review 

processes. 

Scope 
This policy applies to: 

• All Team Transport and Logistics workers, including employees, contractors, subcontractors, labour 
hire workers, apprentices, trainees, volunteers, and work experience participants. 

• Visitors, customers, suppliers, and any other people attending Team Transport and Logistics 
workplaces. 

• All Team Transport and Logistics workplaces, including offices, depots, workshops, vehicle holding 
yards, warehouses, and operational sites. 

• Workers undertaking activities at customer premises or any other location while engaged in work for 
Team Transport and Logistics. 

• The operation of company-owned, leased, hired, or customer-supplied vehicles, plant, equipment, 
and machinery used in the course of business activities. 

Roles and Responsibilities 

Person Conducting a Business or Undertaking (PCBU) 
For the purposes of this organisation, the Managing Director acts on behalf of the PCBU. 
The PCBU is responsible for: 

• Ensuring, so far as is reasonably practicable, the health and safety of workers and other people 
affected by the business's activities. 

• Establishing, implementing, and maintaining an effective Work Health and Safety Management 
System. 

• Providing safe systems of work, facilities, plant, equipment, and work environments. 
• Providing adequate resources to achieve WHS objectives and legislative compliance. 
• Ensuring hazards are identified, risks assessed, and control measures implemented and reviewed. 
• Consulting with workers and their representatives on health and safety matters. 
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• Monitoring WHS performance and ensuring continual improvement. 
• Supporting effective injury management and return-to-work practices. 
• Ensuring compliance with all applicable WHS legislative obligations. 

Officers 
Officers of the organisation must exercise due diligence to ensure Team Transport and Logistics complies with 
its duties and obligations under the Work Health and Safety Act 2011 (Qld). 
This includes: 

• Acquiring and maintaining knowledge of WHS matters. 
• Understanding the hazards and risks associated with business operations. 
• Ensuring appropriate resources and processes are available to manage risks. 
• Verifying that WHS processes are implemented and effectively maintained. 
• Monitoring compliance with legal obligations. 

Managers and Supervisors 
Managers and Supervisors are responsible for: 

• Implementing and enforcing this policy and associated WHS procedures within their area of 
responsibility. 

• Providing effective supervision to ensure work is undertaken safely. 
• Ensuring workers are appropriately trained, instructed, and competent to perform assigned tasks. 
• Identifying workplace hazards and implementing suitable risk controls. 
• Consult with workers regarding matters that affect their health and safety. 
• Promptly addressing, reporting, and escalating WHS issues where required. 
• Monitoring compliance with safety requirements and safe work procedures. 

Workers 
Under section 28 of the Work Health and Safety Act 2011 (Qld), workers must: 

• Take reasonable care for their own health and safety. 
• Take reasonable care that their acts or omissions do not adversely affect the health and safety of 

others. 
• Comply, so far as they are reasonably able, with reasonable instructions provided by the PCBU. 
• Cooperate with policies and procedures relating to workplace health and safety. 
• Report hazards, incidents, injuries, near misses, and unsafe conditions immediately. 
• Correctly use and maintain personal protective equipment (PPE), safety devices, and equipment 

provided. 
• Participate in workplace consultation, training, and safety initiatives. 
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Other People at the Workplace 
Visitors, customers, suppliers, and other people at our workplaces must: 

• Take reasonable care for their own health and safety. 
• Ensure their actions do not adversely affect the health and safety of others. 
• Follow all site safety rules, instructions, and emergency procedures. 
• Report hazards, incidents, or injuries immediately. 
• Use any required personal protective equipment when directed. 

Health and Safety Representatives (HSRs) 
Health and Safety Representatives are responsible for: 

• Representing workers in matters relating to work health and safety. 
• Assisting with consultation between workers and management. 
• Monitoring the effectiveness of risk control measures. 
• Investigating WHS concerns and complaints raised by workers. 
• Participating in workplace inspections, audits, and incident investigations where appropriate. 
• Promoting positive health and safety outcomes across the workplace. 

Consultation and Participation 
Team Transport and Logistics is committed to consulting with workers and their representatives as required 
under the Work Health and Safety Act 2011 (Qld). 
Consultation may occur through: 

• Safety meetings. 
• Toolbox talks. 
• Health and Safety Representatives. 
• Incident investigations. 
• Risk assessments and workplace inspections. 
• WHS reviews and audits. 

Workers are encouraged to actively contribute to the identification, assessment, and control of workplace 
hazards. 
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Monitoring and Review 
This policy and associated WHS Management System will be monitored, reviewed, and updated: 

• At least every two years. 
• Following significant incidents or legislative changes. 
• Following organisational changes affecting WHS risks. 
• When monitoring or audit activities, identify opportunities for improvement. 

 

Related Policies and Procedures 
This policy should be read in conjunction with: 

• Chain of Responsibility Policy 
• Drugs and Alcohol Policy 
• Fatigue Management Policy and Fatigue Management Plan 
• Speed Management Policy 
• Load Restraint Policy and Procedure 
• Code of Conduct Policy 
• Incident Reporting and Investigation Procedure 
• Return to Work and Injury Management Procedure 
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CHAIN OF RESPONSIBILITY POLICY 

Policy Statement 
Team Transport and Logistics is committed to ensuring, so far as is reasonably practicable, the safety 
of its transport activities and compliance with the Heavy Vehicle National Law Act 2012, Heavy 
Vehicle National Law Amendment Act 2025, associated regulations, and the Master Code, a 
registered industry Code of Practice under section 706 of the Heavy Vehicle National Law. 

We recognise that every party in the supply chain has a primary duty to eliminate or minimise public 
risks arising from transport activities. Team Transport and Logistics is committed to identifying 
hazards, assessing risks, implementing effective controls and monitoring performance to 
continuously improve Chain of Responsibility (CoR) outcomes. 

No employee, contractor, customer, supplier, scheduler, loader, manager or other party will be 
required, encouraged or rewarded for actions that may result in a breach of CoR obligations. 

Scope 
This policy applies to all directors, officers, managers, employees, contractors, subcontractors, 
labour hire personnel, suppliers, customers and other parties who influence, direct, control or 
participate in transport activities undertaken by or on behalf of Team Transport and Logistics. 

The policy applies to all transport activities including: 
• Heavy vehicle operations. 
• Vehicle scheduling and allocation. 
• Consignment and receival of goods. 
• Packing and load preparation. 
• Loading and unloading activities. 
• Vehicle maintenance and servicing. 
• Driver fatigue management. 
• Speed management. 
• Mass and dimension compliance. 
• Load restraint activities. 
• Contractor and subcontractor management. 
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Our Commitment 
Team Transport and Logistics' objective is to eliminate, where it is reasonably practicable, all CoR-
related risks throughout the organisation. 

Team Transport and Logistics will consult, cooperate and coordinate activities with workers, 
contractors, customers and other CoR parties, so far as is reasonably practicable, to ensure effective 
management of transport risks. 

To achieve this, Team Transport and Logistics has implemented a risk-based Chain of Responsibility 
Framework that addresses: 

• Mass. 
• Dimension. 
• Load restraint. 
• Vehicle maintenance. 
• Fatigue. 
• Speed. 
• Contractor management. 
• Training and competency. 
• Incident management. 
• Risk management and continuous improvement. 
• Provide role-based CoR training and competency assessment to all personnel whose 

activities influence transport safety outcomes. 
The CoR Framework forms part of the organisation's Risk Management Framework and supports the 
Occupational Health and Safety Management System. 

All CoR-related hazards, risks, controls, responsibilities and corrective actions are documented and 
maintained within the organisational Risk Register. 

All elements of the CoR Framework are monitored, reviewed and audited regularly to ensure ongoing 
compliance and effectiveness. 

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

• CoR Policy 
o Range of supporting policies including: 

- Alcohol and other drugs 
- Fatigue management 
- Speed management. 
- Load management. 
- Training and competency 
- Code of conduct 
- Document and record control. 

o Range of supporting procedure including: 
- Risk management. 
- Fatigue management  
- Speed management. 
- Load management. 
- CoR training and communication 
- Hazard observation 
- Incident management 
- Employee misconduct 
- NHVAS Maintenance and Mass Manual 

All elements of the CoR Framework are monitored and reviewed on an ongoing basis and audited 
regularly, 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. 

Responsibilities 

OFFICER DUE DILIGENCE RESPONSIBILITIES 

Directors, Officers and Senior Managers must exercise due diligence to ensure Team Transport and 
Logistics complies with its obligations under the Heavy Vehicle National Law. Officers will actively 
verify the provision and use of resources, processes and systems designed to eliminate or minimise 
public risks associated with transport activities. 
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Due diligence includes taking reasonable steps to: 

• Acquire and maintain current knowledge of CoR obligations. 
• Understand the nature of the organisation's transport activities and associated risks. 
• Ensure appropriate resources and processes are available to eliminate or minimise public 

risks. 
• Ensure suitable systems are in place for reporting, monitoring and responding to CoR issues. 
• Verify that risk controls are implemented and effective. 
• Ensure compliance with legislation, regulations, standards and industry codes of practice. 
• Promote a positive culture of safety, accountability and legal compliance. 

TRANSPORT COMPANY RESPONSIBILITIES 

The transport company includes the Employer, Operator, Prime Contractor and/or Person Conducting 
a Business or Undertaking (PCBU). Within Team Transport and Logistics, this responsibility is 
accepted by the Managing Director and senior management team. 

The transport company must ensure: 

VEHICLE MAINTENANCE 
• Vehicles and equipment are maintained in a safe and roadworthy condition. 
• Scheduled maintenance and inspections are completed. 
• Vehicle defects are rectified promptly. 
• Speed limiters (where fitted) are maintained and functioning correctly. 
• Road-friendly suspension systems are inspected and certified where required. 
LOAD RESTRAINT 
• Drivers are provided with suitable load restraint equipment. 
• Employees receive training in load restraint requirements and procedures. 
MASS AND DIMENSIONS 
• Vehicles operate within legal mass and dimension limits. 
• Accurate tare weights and load information are provided. 
• Load plans comply with legal axle and vehicle limits. 
• Accreditation requirements are met when operating under Higher Mass Limits. 
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FATIGUE 
• Schedules and rosters do not require breaches of fatigue laws. 
• Drivers can take required rest breaks. 
• Drivers are fit for work. 
• Appropriate fatigue monitoring systems are maintained. 
• Required records are maintained. 
SPEED 
• Schedules do not encourage speeding. 
• Delivery times do not place pressure on drivers. 
• Drivers can report delays and operational issues. 
• Speed monitoring systems are implemented and reviewed. 

ALL WORKERS 

All workers, contractors and subcontractors must: 
• Comply with this policy and supporting procedures. 
• Follow lawful directions relating to CoR compliance. 
• Participate in training and competency assessments. 
• Report hazards, incidents, near misses and CoR concerns. 
• Cooperate with investigations, audits and inspections. 
• Stop and report unsafe activities. 
• Not knowingly engage in activities that could contribute to a CoR breach. 
• Report actual or suspected CoR breaches immediately through the organisation's reporting 

process. 
• Take reasonable care for their own health and safety and the safety of others. 

OPERATOR OF THE VEHICLE’S RESPONSIBILITIES 
The driver is a worker who drives a heavy vehicle and transports the load to its destination by road. In 
our organisation Drivers accept this responsibility. 

The operator must: 
LOAD RESTRAINT 

• 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. 
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MASS AND DIMENSIONS 

• Ensure the vehicle does not exceed maximum limits. 

• Load per 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. 
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 always. 

• Safe and responsible driving behaviour is always demonstrated. 
VEHICLE MAINTENANCE 
The driver must ensure that: 

• Drivers must ensure vehicle defects are identified, reported and managed in accordance with 
maintenance procedures. 

• Pre-start vehicle checks are performed through Gearbox®, and any vehicle and equipment 
faults are reported immediately. 

• If speed limiters are fitted, they are not to be tampered with. 
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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 fleet allocators accept this 
responsibility.  

FATIGUE 
The scheduler must ensure that: 

• Driver rosters and schedules do not require drivers to exceed driving hour 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. 

• Appropriate contingency procedures are implemented to manage delays, roadworks, 
congestion and unforeseen events.. 

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

 
SPEED 
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 the Loading Manager accepts this responsibility. 

LOAD RESTRAINT  
The loading manager must: 

• Ensure correct procedures are used 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 to access the loading area to supervise and/or participate in the load restraint 
process. 
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MASS AND DIMENSIONS 
The loading manager must ensure that: 

• Any changes between order and loading (such as extra pallets or extra weight), are 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.  

• 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. 

• Where reasonably practicable, suitable driver amenities and safe waiting areas 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/PACKER 

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 Loader and Warehouse staff. 
As a packer, you have the ongoing responsibility to prevent or reduce potential harm or loss (risk) to 
yourself and others, and ensure that you don’t ask, require, or direct activities you know will breach the 
law.  
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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 DIMENSIONS 
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. 

CONSIGNOR/RECEIVER 

Consignors and Receivers must ensure their business practices, contractual arrangements, 
scheduling requirements and performance expectations do not encourage or incentivise breaches of 
CoR obligations. 
 
There are no limits to the ways in which they can do this. What constitutes reasonable steps will vary 
according to each individual’s circumstances. 
 
Examples of steps that can be taken include: 

• Compliance assurance conditions in relevant commercial arrangements with other 
responsible persons. 

• Request information about what systems and controls are in place to ensure compliance. 

• Avoid arrangements which encourage or reward non-compliance. 
 
Compliance with an industry Code of Practice will demonstrate that they have taken all reasonable 
steps.  It is expected that individual industries will develop Codes of Practice to suit their needs.  These 
Codes cover contractual arrangements, equipment, due diligence, and quality management systems, 
e.g., TruckSafe. 
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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 DIMENSIONS 
The Consignor/Receiver 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 Consignor/Receiver must ensure that the load is: 

• 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 incentivize) 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 in 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. 
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Supporting policies and Procedures 
This policy operates within the Risk Management Framework outlined in the Risk Management Policy 
and Procedure and the Occupational 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 
 Manual Handling Policy 
 Injury Management and Rehabilitation Policy   
 Code of Conduct Policy and Employee Misconduct Procedure 
 Hazard Observation Procedure 
 Incident Management Procedure 

Implementation and Evaluation 
The organisation will monitor Chain of Responsibility compliance through: 

• Internal audits. 
• Management reviews. 
• Driver observations. 
• Compliance inspections. 
• Telematics reporting. 
• Speed monitoring. 
• Maintenance records. 
• Fatigue monitoring systems. 
• Incident investigations. 
• Training record reviews. 
• Contractor compliance assessments. 

Performance data will be reviewed regularly to identify trends, opportunities for improvement and 
emerging risks. 
 
We must ALL be part of the SOLUTION – NOT the problem! 
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DRUG AND ALCOHOL POLICY 

Purpose 

Team Transport & Logistics has obligations under: 
• Work Health and Safety Act 2011 (Qld) 

• Heavy Vehicle National Law (HVNL) 

to ensure, so far as reasonably practicable, the safety of workers and transport activities involving 
heavy vehicles. 
Under the Chain of Responsibility (CoR), all parties—including operators, schedulers, and 
management—have a primary duty to eliminate or minimise public risk, including risks arising from 
driver impairment.  
The Company strictly prohibits workers from performing duties while impaired by alcohol or drugs and 
is committed to ensuring all workers are fit for duty and fit to drive. 
The Company is committed to conducting its operations in a safe and responsible manner and will 
take all reasonable steps to meet its obligations to employees, clients, and the wider community. 
Team Transport & Logistics strictly prohibits the consumption of unauthorised alcohol or non-
prescribed drugs in the workplace. Workers must not be impaired by any substance that may affect 
their ability to perform their duties safely, effectively, and lawfully. 
This Drug and Alcohol Policy forms part of the Company’s overall risk management framework and 
includes education, testing, and where necessary, disciplinary action. 

Objectives 

This policy aims to: 
• Eliminate risks arising from workers affected by drugs or alcohol 
• Ensure a safe working environment for employees, contractors, and the public 
• Provide workers with information to understand and manage risks associated with drugs and 

alcohol 
• Prevent engagement of individuals whose substance use may create safety risks 
• Promote a shared commitment to safety and responsible behaviour 
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Scope 

This policy applies to: 
• All employees (permanent, temporary, casual) 
• Contractors, subcontractors, labour hire personnel 
• Visitors and any person engaged in Company activities 

It applies at: 
• All Company workplaces and client sites 
• Company vehicles and plant (including trucks and forklifts) 
• Any location where work is performed on behalf of Team Transport & Logistics 
• Work-related travel and work-sponsored events 

Policy Requirements 

Prohibited Conduct 

Team Transport & Logistics adopts a zero-tolerance approach to impairment: 
• Workers must not be under the influence of alcohol or drugs 
• Drivers must be 0.00 BAC when operating heavy vehicles or plant (company standard) 
• No worker is to commence or continue work while impaired 

Drivers and workers must: 
• Present fit for duty 
• Not drive while impaired or unfit to drive for any reason 

Stop work immediately if they become unfit during a shift. 
The following is strictly prohibited: 

• Being under the influence of alcohol or drugs while at work 
• Consumption, possession, distribution, or sale of illegal drugs 
• Consumption of alcohol during work hours unless formally authorised 
• Attending work impaired by alcohol (including hangovers) or drugs 

 
This includes prescription or over-the-counter medications where they impair a worker’s ability to 
perform their duties safely. 
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Fitness for Work 

A worker is unfit for duty or unfit to drive if affected by: 
• Alcohol or drugs (including medication) 
• Fatigue 
• Illness or injury 
• Mental or physical condition impacting safe operation 

Drivers must: 
• Assess fitness before and during work 
• Not commence driving if unfit 
• Cease driving immediately if impairment occurs 

The Company must ensure: 
• Drivers are not pressured, directed, or scheduled in a way that encourages unsafe behaviour 
• Systems are in place to identify and manage impairment risks 

This is a legal duty under HVNL reforms (2026). 

Medication Management 
Workers are responsible for ensuring that any medication they take does not adversely affect their 
ability to work safely. 
Where medication may impact safety: 

• Workers must notify their supervisor or manager 
• Disclosure is limited to the impact on work—not the medical condition 
• Workers may be required to provide medical confirmation of fitness for work 

The Company may modify duties where required to ensure safety. 

Work-Sponsored Functions 
Where authorised, limited alcohol consumption may occur at approved Company functions. 
Employees must: 

• Behave in a safe and respectful manner 
• Not operate vehicles or machinery after consuming alcohol 
• Ensure they remain legally fit to drive 

Team Transport & Logistics reserves the right to: 
• Refuse entry to any person under the influence 
• Remove any person or group displaying intoxicated behaviour 

Driving after consuming alcohol at Company functions is strongly discouraged and may result in 
disciplinary action. 
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Drug and Alcohol Testing 

General 
The Company reserves the right to conduct drug and alcohol testing at any time using recognised 
methods. 
Testing may apply to: 

• Employees 
• Contractors and subcontractors 
• Visitors where applicable 

Types of Testing 
Testing may be conducted under the following circumstances: 

• Pre-employment / pre-engagement 
• Random testing 
• Reasonable suspicion of impairment 
• Post-incident or near miss 
• For cause / compliance requirements 
• Voluntary self-testing 

Testing Methods 
• Alcohol testing via calibrated breathalysers 
• Drug testing via oral fluid or other recognised testing methods 
• Confirmatory laboratory testing for non-negative results 

All testing will be conducted by authorised personnel. 

Test Outcomes 
• Negative result: worker may continue duties 
• Non-negative result: confirmatory testing required 
• Confirmed positive result:  

o Immediate stand down 
o Removal from workplace 
o Disciplinary action, up to and including termination 

Refusal to undergo testing will be treated as a positive result. 
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Records 
All test results will be: 

• Recorded using approved Company forms 
• Maintained confidentially in employee records 

Disciplinary Action 
Breaches of this policy may result in: 

• Stand down from duties 
• Investigation 
• Disciplinary action up to and including dismissal 

Breaches may also be considered breaches of HVNL obligations, potentially exposing: 
• The worker 
• The Company 
• Supervisors and executives 
• to regulatory action. 

Rehabilitation and Support 
At management discretion, workers may: 

• Be referred to the Employee Assistance Program (EAP) 
• Be required to undergo follow-up testing 
• Participate in a return-to-work program 

Failure to comply with rehabilitation or testing requirements may result in further disciplinary action. 

Responsibilities 

Management 
• Implement and enforce this policy 
• Ensure appropriate training and awareness 
• Manage testing processes and outcomes 

Supervisors 
• Monitor worker fitness for duty 
• Act on suspected impairment 
• Maintain safety of the workplace 
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Workers 
• Present fit for duty 
• Comply with testing requirements 
• Report hazards and concerns 

 

Review 
This policy will be reviewed: 

• Annually 
• Following incidents 
• When legislative or operational changes occur 
• Policy effectiveness will be reviewed regularly 
• Data (tests, incidents, near misses) will be analysed 
• Improvements will be implemented and documented 
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ABANDONMENT OF EMPLOYMENT POLICY 

Purpose 
To outline how the Team Transport manages situations where an employee fails to attend work and 
cannot be contacted, ensuring compliance with Fair Work laws. 

Definition 
Abandonment of employment occurs when an employee: 
• Is absent from work without approval 
• Fails to notify Team Transport of the reason 
• Does not respond to contact attempts 
• Remains absent for a reasonable period 

 

Principles 
• Each case will be assessed individually 
• We will make reasonable efforts to contact the employee 
• No assumption of resignation will be made without evidence 
• Employees will be given reasonable opportunity to respond 

Procedure 
Step 1 – Initial absence 
• Supervisor will attempt contact (call, SMS, email) on first day of unexplained absence 

Step 2 – Continued absence (Day 2–3) 
• Repeat contact attempts  
• Contact attempted by HR 
• All attempts to contact will be documented. 

Step 3 – Formal warning (5 Days) 
• Send written notice via email and post advising:  

o Employee must respond by a specified deadline 
o Failure to respond may result in termination for abandonment 

Step 4 – Final notice (10 Days) 
• If still no response:  

o Issue a final letter via email and post stating employment may be terminated 
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Step 5 – Termination (15 Days) 
If no response after reasonable time:  

• Conclude the employee has abandoned employment 

• Confirm termination in writing 
 

Evidence  
Records of communication will be saved to the staff file: 
• Records of attendance 
• Copies of emails, texts, letters 
• Call logs 
• Notes of all attempts to contact 

 

Important exclusions (not abandonment) 
The below are not considered abandonment of employment: 
• Employee is on approved leave 
• Employee is communicating about absence 
• There is a known medical or emergency issue 
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CHILDREN ACCOMPANYING DRIVERS TO WORK POLICY 
We recognise that, on occasion, employees may need to bring a child with them to work due to 
unforeseen or unavoidable circumstances such as school holidays, family responsibilities, or 
emergency childcare arrangements. While we are committed to supporting our employees where 
reasonably practicable, the safety of all persons remains our highest priority. 
 
To ensure compliance with workplace health and safety obligations and to minimise risks, employees 
must obtain approval from their Manager or Supervisor before bringing a child to work or allowing a 
child to travel in a company vehicle. 

Requirements When Children Are Present 

Where approval has been granted, the following requirements must be observed at all times: 
• Children must wear fully enclosed footwear while travelling in or accessing a company 

vehicle. 
• Children must remain inside the vehicle cab at all times and must not exit the vehicle during 

loading, unloading, refuelling, vehicle inspections, or while attending customer or operational 
sites. 

• Children are prohibited from entering any restricted, operational, hazardous, or high-risk 
areas, including but not limited to depots, warehouses, distribution centres, workshops, 
loading zones, ports, quarries, and construction sites. 

• Employees must notify their Supervisor or Manager before commencing work where a child 
will be accompanying them. 

• The vehicle must be fitted with a designated passenger seat and compliant seatbelt. 
• Children must be appropriately restrained in accordance with Queensland road rules, 

including the use of an approved child restraint where required by the child's age and size. 
• The driver is responsible for ensuring the child's presence does not distract from, interfere 

with, or compromise the safe operation of the vehicle or any work activity. 
• The driver must ensure the child's welfare, supervision, and safety at all times. 
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Workplace Health and Safety Obligations 

Under the Work Health and Safety Act 2011 (Qld), the company has a duty to ensure, so far as is 
reasonably practicable, the health and safety of workers and other persons who may be affected by its 
business or undertaking. This duty extends to visitors, contractors, customers, and children who may 
accompany employees to work. 
Employees also have a duty to take reasonable care for their own health and safety and to ensure their 
actions do not adversely affect the health and safety of other persons. 

Client Site Requirements 

Employees should be aware that many customer sites maintain their own workplace health and 
safety requirements, and some sites expressly prohibit children from entering their premises. In these 
circumstances, children must not be taken onto the site under any circumstances, regardless of prior 
company approval. 

Guiding Principle 

This policy is intended to provide a practical and supportive approach for employees who may 
occasionally require a child to accompany them to work. We understand the challenges of balancing 
work and family responsibilities and appreciate the efforts of our employees. By following these 
requirements, we can support working parents while ensuring compliance with Queensland 
workplace health and safety obligations and maintaining a safe environment for everyone. 
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COMPANY MOBILE PHONE POLICY 
PURPOSE 
The purpose of this policy is to establish clear expectations and guidelines for the appropriate use of 
both company-issued and personal mobile phones in the workplace. 
This policy aims to: 

• Ensure mobile phone use does not interfere with work performance 
• Maintain workplace safety 
• Protect company and client information 
• Ensure compliance with applicable legislation and company standards 

 

SCOPE 
This policy applies to: 

• All employees 
• Contractors and labour hire personnel 
• Any worker engaged by Team Transport and Logistics 

It covers: 
• Company-issued mobile phones 
• Personal mobile phones used for work-related purposes 

 

COMPANY-ISSUED MOBILE PHONE USE 
Company-issued mobile devices are provided primarily for business purposes. 
Acceptable Use 
Company-issued phones may be used for: 

• Work-related calls and communications 
• Accessing productivity applications 
• Work emails and messaging systems 
• Internet use for legitimate business purposes 

Limited Personal Use 
Reasonable personal use is permitted provided that it: 

• Does not interfere with work duties 
• Does not incur significant cost to the company 
• Complies with all company policies 

The company reserves the right to monitor, review, and audit usage. 
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Excessive or inappropriate personal use may result in: 

• Reimbursement of costs 
• Disciplinary action 

Responsibility 
Employees are responsible for: 

• Proper care and safe use of the device 
• Preventing unauthorised access 
• Ensuring the device is used in accordance with company policies 

 

CONFIDENTIALITY AND SECURITY 
Employees must protect company and client information at all times. 
Prohibited Activities 
Employees must not: 

• Capture, store, or transmit confidential information without authorisation 
• Share company data via non-approved apps or platforms 
• Access or download inappropriate or unsafe content 

Security Requirements 
When using mobile devices, employees must: 

• Follow company IT and cybersecurity policies 
• Use passwords, PINs, or biometric security 
• Report any suspected data breaches immediately 

 

SAFETY REQUIREMENTS 
Safety is a critical requirement of this policy. 
General Workplace Safety 
Employees must not use mobile phones: 

• While operating plant, machinery, or equipment 
• During tasks requiring full attention or situational awareness 

Driving and Mobile Phone Use 
• Use of handheld mobile phones while driving is illegal in Queensland and strictly prohibited 
• Hands-free use is permitted only where it does not compromise safety 
• Employees must comply with all road and site-specific rules at all times 
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WHS Compliance 
All mobile phone use must comply with: 

• Work Health and Safety obligations 
• Duty of care to self and others 

Failure to comply may result in disciplinary action. 
 

LOST, STOLEN OR DAMAGED DEVICES 
Reporting 
Employees must immediately report: 

• Lost or stolen devices 
• Suspected unauthorised access 
• Damage to devices 

Reports must be made to the Department Head / Manager immediately. 
Company Response 
Upon notification: 

• IT will suspend the SIM and secure access 
• Tracking or recovery actions may be initiated 

Employee Responsibility 
Employees may be held financially responsible where loss or damage results from: 

• Negligence 
• Failure to follow this policy 
• Failure to take reasonable care 

 

NON-COMPLIANCE 
Failure to comply with this policy may result in: 

• Disciplinary action 
• Revocation of mobile phone privileges 
• Financial recovery of costs 
• Further action in line with company procedures 
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FIT FOR WORK AND DISTRACTION MANAGEMENT 
Employees must be fit for work and free from distraction when performing their duties. 
Mobile phone use must not: 

• Reduce situational awareness 
• Delay reaction times 
• Interfere with decision-making 
• Increase the risk of incidents or near misses 

Employees are required to: 
• Only use mobile phones where it is safe and appropriate to do so 
• Stop work activities before using a mobile phone, where necessary 
• Follow all site-specific distraction and exclusion zone requirements 

Supervisors must actively monitor and manage distraction risks in the workplace. 
 

FATIGUE AND DRIVER DISTRACTION 
The use of mobile phones can significantly contribute to fatigue and driver distraction. 
Employees must: 

• Avoid prolonged or unnecessary mobile phone use that may contribute to mental fatigue 
• Not engage in phone calls, texting, or app use while driving unless legally compliant and safe 
• Plan communications to occur before or after driving tasks, wherever practicable 

Driver distraction risks include: 
• Cognitive distraction (thinking about conversations) 
• Visual distraction (looking at screens) 
• Manual distraction (handling devices) 

All employees operating vehicles must: 
• Prioritise road safety above all communications 
• Pull over safely before engaging in any non-essential phone use 
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LEGISLATIVE COMPLIANCE (WHS ACT 2011 QLD) 
This policy supports compliance with the Work Health and Safety Act 2011 (QLD) and associated 
regulations. 
Duties of the Company (PCBU) 
Team Transport and Logistics, as a Person Conducting a Business or Undertaking (PCBU), has a 
duty to: 

• Ensure, so far as reasonably practicable, the health and safety of workers 
• Eliminate or minimise risks associated with mobile phone use 
• Provide safe systems of work, including controls for distraction and device use 

Duties of Workers 
All workers must: 

• Take reasonable care for their own health and safety 
• Ensure their actions do not adversely affect others 
• Comply with reasonable instructions, policies, and procedures 

This includes: 
• Following all mobile phone restrictions 
• Not using devices in unsafe situations 
• Reporting hazards, incidents, or unsafe behaviours 

Risk Management 
Mobile phone use is recognised as a workplace hazard and must be managed in accordance with: 

• Hazard identification 
• Risk assessment 
• Implementation of appropriate control measures 
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COMPANY VEHICLE USE POLICY 
Purpose 
Team Transport & Logistics may provide vehicles (including trucks, utilities, and service vehicles) to 
employees for the purpose of performing their job duties. All employees must treat company vehicles 
with care and respect. This policy outlines the requirements and expectations for the use of company 
vehicles. 

Vehicle Use Guidelines 
Use During Leave 

• If a driver is on leave for more than one day, the vehicle must be returned and parked at a 
Team Transport yard: 

o Lindum Road 
o Sherbrook Road 
o Iris Place 

• If leave is for one day only, the driver must contact their Fleet Allocator or Operations 
Manager to confirm: 

o Whether the vehicle is required, and 
o If it can remain parked at home 

Use Outside Work Hours 
Company vehicles are strictly for work-related purposes only. 
Personal use is not permitted unless explicit approval is granted by a Senior Manager. 
Driver Responsibilities 
All drivers must demonstrate professional conduct and comply with all road laws and safety 
expectations. 
General Responsibilities 
Employees must: 

• Hold the appropriate licences and certifications 
• Ensure records of licences and tickets are current and updated 
• Notify the Operations Manager immediately if:  

o Licence is suspended, cancelled, or restricted 
• Take responsibility and accountability for vehicle use 
• Take adequate rest breaks 
• Report faults immediately via the correct process 
• Ensure vehicles have adequate fuel when returning or going on leave 
• Maintain vehicle cleanliness and condition 
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Vehicle Care and Cleanliness 

• The assigned driver (custodian) is responsible for: 
o Maintaining cleanliness inside and outside the vehicle 
o Keeping the vehicle presentable at all times 

• Vehicles must be washed at least every 6–10 weeks 
• Interiors must be free of: 

o Debris 
o Rubbish 
o Animal hair 
o Load restraint items (must be stored securely) 

• Spot inspections will occur: 
o Failure to meet cleanliness standards may result in policy violations and disciplinary 

action 
Truck Washing Locations 
Port Site: 

• Manual wash: Radar Street or Iris Place 
• Automatic wash: Radar Street (every 6–10 weeks) 

South Side: 
• Manual wash: Iris Place Wash Bay 
• Automatic wash: Radar Street (when applicable) 

All washing must be coordinated with your Manager or Fleet Allocator. 
Smoking and Alcohol 

• Smoking is strictly prohibited in all company vehicles 
o Custodians are liable for cleaning and restoration costs due to smoke damage 

• Alcohol consumption is prohibited in company vehicles 
Vehicle Condition & Reporting 

• Drivers must ensure vehicles are: 
o Safe 
o Well-maintained 

• Any changes in condition must be reported immediately to the Fleet Allocator 
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Behaviour and Complaints 

• Any complaints regarding:  
o Driver behaviour 
o Vehicle cleanliness 

will be investigated by the Operations Manager and Risk Team. 
• Serious breaches may result in disciplinary action 

 
Workshop & Warehouse Staff Use 
Workshop and Warehouse staff may operate vehicles: 

• With Management Approval 
• With a completed Verification of Competency (VOC) for the vehicle 

Fuel & AdBlue Requirements 
Approved Fuel Sites 
Drivers must refuel at: 

• IOR Tank – Sherbrooke Road Depot 
• IOR Tank – Radar Street 

AdBlue 
• Use IOR AdBlue only, unless:  

o Out of town, or 
o Approved exception (e.g., Everhard) 

Alternative Fuel 
• BP fuel may only be used if IOR facilities are unavailable 

Summary of Key Rules 
• Vehicles are for work use only 
• Maintain cleanliness and presentation 
• Follow all road laws and safety practices 
• Report issues immediately 
• Use approved fuel and wash locations 
• Treat vehicles as shared company assets 
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DISCIPLINARY ACTION POLICY 

Objective 
Team Transport and Logistics is committed to ensuring a fair, consistent, and transparent approach to 
managing employee disciplinary matters. 
This Policy provides a structured framework for addressing unacceptable performance and/or 
misconduct in a manner that is procedurally fair and compliant with workplace standards. 

Scope 
This Policy applies to all employees of Team Transport and Logistics, including casual employees. 
This Policy does not apply to: 

• Contractors or agency employees; or 
• Employees who have not met the minimum employment period. 

Policy Statement 
Team Transport and Logistics expects all employees (including casual employees and subcontractors) 
to conduct themselves in a manner that: 

• Does not bring the Company into disrepute; 
• Complies with all Company policies and procedures; and 
• Supports the best interests of the Company, its clients, and stakeholders. 

Employees are expected to: 
• Comply with all Company policies and procedures; 
• Treat others with respect and professionalism; 
• Treat Company and personal property with care; and 
• Perform their duties to an agreed standard. 

Failure to meet these expectations may result in disciplinary action. 

Disciplinary Procedure 
The standard disciplinary process consists of: 

1. Written Warning 
2. Final Warning 
3. Termination of Employment 

Note: 
• Steps may be applied sequentially or skipped depending on the severity of the matter. 
• Serious misconduct may result in immediate termination without prior warning. 
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Legislative Framework 
This Policy aligns with the requirements of the Fair Work Act 2009 (Cth) and associated regulations, 
including the principles of procedural fairness. 
In particular, Team Transport and Logistics will ensure that: 

• Employees are notified of allegations and given an opportunity to respond before any 
disciplinary decision is made (procedural fairness); 

• Disciplinary action is not harsh, unjust, or unreasonable, consistent with unfair dismissal 
provisions under the Fair Work Act; 

• Consideration is given to the employee’s length of service, conduct history, and the 
circumstances surrounding the matter; and 

• Serious misconduct is managed in accordance with the Fair Work Regulations 2009 (Cth). 

Misconduct 
Misconduct will be managed in accordance with this Policy. Examples include (but are not limited to): 

• Bullying, harassment, or abuse of others 
• Fraud, including falsification of records (e.g. timesheets) 
• Theft from the Company or its clients/customers 
• Actual or threatened assault 
• Negligence impacting service quality or safety 
• Deliberate damage to Company or personal property 
• Operating Company vehicles or equipment under the influence of drugs or alcohol 
• Unexplained absenteeism, lateness, or failure to attend required meetings/training 
• Breach of Company policies or procedures 

Serious misconduct may result in immediate termination. 
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DRESS CODE POLICY FOR OFFICE STAFF 

Purpose 
Team Transport & Logistics’ objective in establishing a business casual dress code is to allow our employees to 
work comfortably in the workplace. We need to ensure that office employees project a professional image for 
all who visit our office. Business casual dress is the standard for this dress code. 

These guidelines will help you determine what is appropriate to wear to work.  

At all times, employees are required to present themselves in suitable clothing that is in good repair, clean, 
ironed and to an acceptable standard. Torn, dirty, faded or frayed clothing is unacceptable.  

Offensive Clothing  
Any clothing that has words, terms or pictures that may be offensive to other individuals is unacceptable. 

Guide to Business Casual Dressing for Work 
This is a general overview of appropriate and inappropriate business casual attire. Neither list is all-inclusive 
and both are open to change. The lists tell you what is generally acceptable and not acceptable as business 
casual attire. 

No dress code can cover all contingencies so employees must exert a certain amount of judgement in their 
choice of clothing to wear to work. If you experience uncertainty about acceptable, professional business 
casual attire for work, please refer to our Human Resources team.  

Employees should always present a professional appearance. Clothing should be suitable and appropriate to 
the role. Safety aspects of clothing should be always considered. Clothes that present a health and safety risk 
in the opinion of management will not be acceptable.  

Acceptable Attire (Office) 

Pants 
• Cargo pants 
• Dress pants 
• Dressy capris 
• Jeans (appropriate style) 

Shorts 
• Dress shorts 
• Cargo shorts 
• Denim shorts (must be an appropriate length) 

Skirts & Dresses 
• Must be of a length that allows comfortable sitting 

 

https://www.thebalance.com/what-is-a-workplace-1918295
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Shirts / Tops 

• Casual shirts 
• Dress shirts 
• Sweaters 
• Golf/polo shirts 
• Appropriate tops 

Footwear 
• Closed-in shoes 
• Dress sandals 
• Dress heels 

Head Coverings 
• Permitted for religious or cultural purposes 

Unacceptable Attire (Office)   
This is a general guideline to unacceptable workplace attire in the Administration office. It is not an exhaustive 
list; however, a commonsense approach is necessary.  

• Underwear as outwears  

• Beach wear  
• Evening wear  
• See through clothing where skin is visible.  

• Midriff length tops  
• Off the shoulder tops  

• Tops that expose the bra straps  
• Backless tops  
• Thin strapped singlet tops, tube tops, halter tops  

• Dresses/Shorts/Skirts above the lower thigh  
• Spandex or Lycra e.g. biker shorts, leggings  
• Cut-off jeans  

• Jeans other than dark denim and black  
• Thongs of any kind Strictly Prohibited 
• Slippers  

• Platform shoes (with a heel higher than 9cm) 
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Conclusion 
If clothing fails to meet these standards, as determined by management of Team Transport & Logistics, the 
employee will be asked not to wear the inappropriate item to work again. 

If the problem persists, the employee may be sent home to change clothes and will receive a verbal warning for 
the first offense. Progressive disciplinary action will be applied if dress code violations continue. 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.thebalance.com/issue-a-verbal-warning-for-poor-performance-1917912
https://www.thebalance.com/use-disciplinary-actions-effectively-and-legally-1917913
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DAMAGE TO CLIENT STOCK POLICY & PROCEDURES 

Purpose 
Team Transport and Logistics takes every reasonable step to ensure that client stock is protected from 
damage while in our care. However, despite our best efforts, damage may occasionally occur. 
When damage is identified, it is important that clients are notified promptly and kept informed 
throughout the process. While notification does not constitute an admission of liability, proactive 
communication helps maintain strong client relationships and prevents clients from learning of the 
damage from their own customers. 
This procedure ensures transparency and enables clients to make informed decisions regarding 
damaged stock. 

Procedure 
If damage to client stock is identified, the following steps must be followed: 

1. Identify the Damaged Item 
Determine which item or items have been damaged. 

2. Determine When the Damage Occurred 
Establish whether the item was: 

• Received in a damaged condition; or 
• Damaged while under the care of Team Transport and Logistics. 

3. Notify the Risk Team 
Advise the Risk Team of the damaged item and provide details including: 

• Whether the damage occurred on site; or 
• Whether the item was received damaged. 

4. Complete an Incident Form 
Complete and submit an Incident Form as soon as possible. The report must include: 

a. Clear photographs that accurately show the extent of the damage. 
b. Relevant stock identification information, such as: 

• Container number; 
• Item number; 
• Consignment number; or 
• Any other applicable reference. 
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c. A description of how the damage occurred. 
d. Any recommendations or corrective actions that may help prevent similar damage occurring in 

the future. 

5. Notify the Client 
Internal Safety to email the client to advise that their product may have been damaged. 
The email must: 

• Include the Account Manager and Internal Safety and the notifier in the CC field. 
• Provide a brief description of the damage. 
• Include photographs where appropriate. 
• Request instructions from the client regarding how they would like the matter handled. 

Examples of client instructions may include: 
• Unpacking the item for further inspection. 
• Taking additional photographs. 
• Leaving the item untouched pending inspection. 
• Arranging for the client or their representative to inspect the item. 
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DEPOT EMPLOYEE BREAKS POLICY 

Policy Statement 
Team Transport and Logistics is committed to providing employees with reasonable opportunities to 
rest, eat and recover during the workday. Regular breaks support employee wellbeing, reduce fatigue, 
and contribute to a safe and productive workplace. 
 
This policy outlines the minimum break arrangements applicable within the business. Where an 
employee is covered by a Modern Award, Enterprise Agreement, or employment contract that 
provides greater break entitlements, those provisions will apply.  

Meal Breaks 
Employees working more than five (5) consecutive hours are entitled to an unpaid meal break in 
accordance with the requirements of the applicable Modern Award or Enterprise Agreement. Meal 
breaks will generally be a minimum of thirty (30) minutes and should be taken no later than five (5) 
hours after commencing work, unless otherwise provided for under the relevant industrial instrument.  
 
Employees are encouraged to take their meal break away from their normal work duties and should 
not perform work during an unpaid meal break unless authorised by management. 

Rest Breaks 
Where provided for under the applicable Modern Award or Enterprise Agreement, employees are 
entitled to paid rest breaks during their shift. Rest breaks are intended to provide employees with an 
opportunity to rest, refresh and minimise fatigue.  
 
As a general workplace practice, Team Transport and Logistics provides: 

• One (1) paid 10-minute rest break during the morning; and 
• One (1) paid 10-minute rest break during the afternoon, 

for employees working a standard full-day shift (min 8 hours). 
 
The timing of rest breaks should be coordinated with supervisors to ensure operational requirements 
can continue to be met. 
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Fatigue Management and Unplanned Breaks 
Team Transport and Logistics recognises its obligations under workplace health and safety legislation 
to provide a safe working environment and manage the risks associated with fatigue. 
 
Employees who become unwell, fatigued, distressed, or otherwise unable to safely perform their 
duties should immediately notify their supervisor or manager. Additional short breaks may be 
approved where reasonable and operationally practical. 
 
Where an employee requires an extended absence from work due to illness or personal 
circumstances, appropriate leave arrangements should be discussed with their manager. 

Working Through Lunch 
While employees are encouraged to take a genuine break away from their work area where possible, 
employees may choose to eat their lunch at their workstation provided they are relieved of all work 
duties during their meal break. 
Team Transport and Logistics encourages all employees to periodically leave their workstation, move 
around, and take opportunities for fresh air and physical movement throughout the day to support 
wellbeing and reduce fatigue. 

Short Time-Out Breaks 
Employees may take reasonable short breaks outside their designated meal and rest breaks for 
personal needs, including accessing amenities, stretching, hydration, or mental wellbeing. 
These breaks should: 

• Be brief and reasonable in duration; 
• Not unreasonably disrupt workplace operations; 
• Be coordinated with colleagues where operational coverage is required; and 
• Not be taken excessively or in a manner that impacts productivity or customer service. 

The company relies on employees to exercise good judgement and professionalism when utilising this 
flexibility. 

Smoking and Vaping Breaks 
Smoking and vaping are only permitted during designated breaks and in approved smoking areas in 
accordance with workplace policies and Queensland legislation. 
Employees who smoke or vape are not entitled to additional break time beyond their normal meal and 
rest break entitlements. Team Transport and Logistics is committed to ensuring that all employees, 
regardless of smoking status, are treated fairly and equitably regarding break arrangements. 
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Responsibilities 

Employees 
Employees are responsible for: 

• Taking breaks in accordance with this policy; 
• Returning to work promptly at the end of scheduled breaks; 
• Notifying their supervisor if additional breaks are required due to illness, fatigue, or other 

circumstances; and 
• Using flexibility provisions responsibly. 

Managers and Supervisors 
Managers and supervisors are responsible for: 

• Ensuring employees are provided with their required break entitlements; 
• Supporting fatigue management and employee wellbeing; 
• Managing break schedules to maintain operational requirements; and 
• Applying this policy consistently and fairly 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

55 
 

Driven By Service 

Powered By Teamwork 
 

 
 

DANGEROUS GOODS POLICY (NON-BULK) 
Purpose 
Team Transport & Logistics is committed to ensuring the safe transport, handling, and storage of 
dangerous goods and hazardous chemicals to protect workers, the community, property, and the 
environment. 
 

Scope 
This policy applies to all employees, contractors, and third parties engaged by Team Transport & 
Logistics in relation to the transport, handling, or storage of dangerous goods (non-bulk). 
 

Legislative Framework 
Operations will comply with all relevant legislation and standards, including but not limited to: 

• Australian Code for the Transport of Dangerous Goods by Road & Rail (ADG Code) 
• Work Health and Safety Act 2011 (QLD) 
• Work Health and Safety Regulation 2011 (QLD) 
• Applicable environmental protection legislation 
• Transport and road safety laws (Qld) 

 

Policy Statement 
Team Transport & Logistics will implement systems to ensure dangerous goods are managed safely 
and in compliance with legal requirements. 
 

Principles 
We will: 

• Ensure all dangerous goods activities comply with applicable legislation, licences, and 
approvals 

• Conduct risk assessments for all dangerous goods transport and handling activities 
• Apply the hierarchy of controls to eliminate or minimise risks 
• Verify that all dangerous goods consignments comply with ADG Code prior to acceptance 
• Only transport dangerous goods appropriate to our operational capability and approvals 
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Operational Controls 
• Dangerous goods will be transported using approved vehicles and load restraint systems 

appropriate to the risk and classification 
• Use of gated trucks will be applied where required based on load restraint and risk 

assessment 
• Dangerous goods of the following classes will NOT be transported:  

o Class 1 – Explosives 
o Class 5.1 – Oxidising agents (unless specifically approved) 
o Class 6.2 – Infectious substances 
o Class 7 – Radioactive material 

 

Training & Competency 
• All personnel involved with dangerous goods will:  

o Receive appropriate training (including ADG awareness) 
o Training to be completed annually 
o Be assessed as competent 
o Use PPE and safety equipment as required 

 

Contractor Management 
• Contractors must demonstrate dangerous goods compliance prior to engagement 
• Compliance will be monitored and reviewed periodically 

 

Emergency Preparedness 
• Emergency procedures will be established and maintained for:  

o Spills and leaks 
o Fire/explosion incidents 
o Exposure to hazardous substances 

• Appropriate emergency equipment will be available 
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Environmental Protection 
• Measures will be implemented to prevent environmental harm, including:  

o Spill containment 
o Proper storage and segregation 
o Waste management 

 

Responsibilities 
• Management: Ensure systems, resources, and compliance 
• Supervisors: Implement procedures and monitor compliance 
• Workers/Drivers: Follow procedures and report hazards/incidents 
• Contractors: Comply with all requirements 

 

Monitoring & Review 
• Dangerous goods compliance will be:  

o Audited periodically 
o Reviewed annually or following legislative changes or incidents 
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DISPUTE RESOLUTION POLICY 

OVERVIEW 

Dispute resolution is how disputes are concluded. This can occur through: 

• a negotiated outcome, where the parties concerned resolve the issue themselves 

• a mediated outcome, where an independent mediator helps the parties arrive at their own 
agreement, or 

• an arbitrated or adjudicated outcome, where an independent arbitrator or court decides 
how the dispute should be resolved and makes a binding decision or order to that effect. 

 
Disputes can happen for many reasons, including: 

• different personalities and personality clashes 
• unresolved problems from the past 
• competition between employees 
• poor communication and leadership 
• unclear responsibilities and roles 
• bullying, harassment and other unlawful and inappropriate behaviour. 

 
It is the intention of Team Transport and Logistics and their employees to eliminate disputes.  It is 
agreed that all parties should confer in good faith with a view to resolving any matter by direct 
negotiations and consultation. 

RECOGNISE THE SIGN OF CONFLICT 
Best practice employers can identify and address the signs of conflict. By seeing the signs early, they 
have a better chance of resolving the conflict before it turns into a dispute. 
Sometimes the signs of conflict can be obvious (for example, if you observe an argument in the 
workplace). Not all forms of conflict are so visible. Signs of conflict may include: 

• lack of employee motivation – an employee might stop participating in team meetings or 
volunteering to take on new tasks 

• a change in behaviour – employees might become more reserved, less engaged or even 
hostile 

• decreased productivity – you might notice less output from your staff, or that they take longer 
than usual to do their work 

• absenteeism – your employees might start coming to work late or taking more time off than 
usual. 
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PROCEDURE 

The parties further agree that subject to the provisions of the Fair Work Act 2009, all grievances, 
claims or disputes shall be dealt with in the following manner to ensure the orderly settlement of the 
matters in question. 
 
An employee who considers they have a dispute or grievance that they have not been able to resolve 
directly with any other involved party should raise the matter with their immediate supervisor as soon 
as practicable. 
 
The Supervisor or Manager will: 

• Acknowledge receipt of the complaint within two (2) business days. 
• Meet with the employee and commence review of the matter within five (5) business days of 

the complaint being raised. 
• Provide the employee with an update or proposed resolution within ten (10) business days, 

where reasonably practicable. 
The two parties should discuss the matter openly and work together to achieve a mutually acceptable 
outcome. 
 
The Manager or Supervisor should follow the steps outlined below: 

• Make sure that the employee feels listened to and supported. You don't have to agree with 
what they say, but you must make sure that they know you will act on their concerns. 

• If more than one person is present, establish the role of each person. 

• Outline the process that is to be followed. 

• Inform the parties that any information obtained in the process of the review is confidential. 

• Listen to the complainant. Obtain a chronology of events (who, what, why, when, how etc). 

• Run through the applicable policies and procedures (e.g. anti-discrimination policy) with the 
complainant. 

• Ask the complainant what kind of outcome they are hoping for (best case scenario) and then 
talk them through next steps:  

• Provide the complainant with the organisation’s confidentiality and non-victimisation 
agreement. Explain that they cannot be adversely affected because they have made a 
complaint and explain who to report matters to internally if they do feel that they are being 
adversely affected. 
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• Provide the complainant with plenty of time to ask questions. 

• Provide the complainant with a direct contact number that they can call if they have any 
concerns of queries. 

• Take accurate and detailed notes of all conversations (including dates, people involved) and 
attach any supporting documentation. 

• If deemed necessary, provide the employee with a written summary of the meeting and 
clarification of the next steps to be taken. 

 
The Manager must ensure that the manner in which the meeting is conducted will be conducive to 
maintaining positive working relationships, and will provide a fair, objective and independent analysis 
of the situation. All parties are to maintain complete confidentiality at all times. 
 
Again, the matter is to be discussed openly and objectively with management to ensure it is fully 
understood. If the grievance/dispute is one of a confidential or serious nature involving the employee 
Manager, the complainant may discuss the issue directly with the Human Resources Manager or the 
General Manager. 
 
An employee who considers they have a dispute or grievance that they have not been able to resolve 
directly with any other involved party should raise the matter with their immediate supervisor as soon 
as practicable. The two parties should discuss the matter openly and work together to achieve a 
mutually acceptable outcome. 
 
If the matter is not resolved and the employee wishes to pursue it, the issue should be discussed with 
the Human Resources Manager, then, if necessary, the General Manager.  

• Escalation to Human Resources 
o If the matter remains unresolved, or if the employee is not satisfied with the proposed 

resolution, the employee may escalate the matter to the Human Resources Manager 
within five (5) business days of receiving the Supervisor’s response. 

o The Human Resources Manager will: 
o Acknowledge the escalation within two (2) business days. 
o Review all relevant information and, where necessary, conduct further enquiries. 
o Seek to facilitate a resolution within ten (10) business days, where reasonably 

practicable. 
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• Escalation to General Manager 
o If the matter remains unresolved following the Human Resources review, either party 

may request that the matter be referred to the General Manager within five (5) business 
days of the HR outcome. 

o The General Manager will: 
o Review all information relating to the grievance or dispute. 
o Meet with relevant parties where necessary. 
o Provide a final internal decision within ten (10) business days of receiving the referral, 

where reasonably practicable. 
o The General Manager will consider all relevant information and determine an 

appropriate resolution in accordance with company policies, applicable legislation and 
principles of procedural fairness. 

 
If the dispute cannot be resolved, then it can be referred to the Fair Work Ombudsman for resolution. 
Whilst the dispute settlement procedure is being followed, work should continue normally unless the 
employee has a reasonable concern about imminent risk to their health or safety or where there is a 
justifiable concern the employee will fail to comply with the direction of the organisation to perform 
other available work. No party shall be prejudiced as to the final settlement by the continuance of 
work in accordance with this procedure. 
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DIVERSITY, EQUITY & INCLUSION POLICY 

Policy Statement 
Team Transport and Logistics is committed to providing a workplace that is fair, inclusive, respectful 
and free from unlawful discrimination, harassment, sexual harassment, victimisation and bullying. 
The Company promotes equal employment opportunity and values diversity in all aspects of 
employment, including recruitment, selection, promotion, training, remuneration and career 
development. 
This policy is developed in accordance with the Anti-Discrimination Act 1991 (Qld), the Fair Work 
Act 2009 (Cth), the Work Health and Safety Act 2011 (Qld) and the Work Health and Safety 
Regulation 2011 (Qld). These laws prohibit discrimination on a range of protected attributes and 
require employers to provide a workplace that is both physically and psychologically safe.  

Equal Employment Opportunity 
The Company is committed to ensuring that all employment decisions are based on merit, skills, 
qualifications, experience and the inherent requirements of the role. 
No employee, contractor, applicant, trainee, volunteer or other workplace participant will be treated 
less favourably because of a protected attribute, including: 

• Age 
• Sex 
• Pregnancy or breastfeeding 
• Gender identity 
• Sexuality or sexual orientation 
• Relationship or marital status 
• Family responsibilities or parental status 
• Race, nationality, national extraction, colour or ethnic origin 
• Religious belief or religious activity 
• Political belief or activity 
• Impairment or disability 
• Trade union activity 
• Any other attribute protected under applicable legislation 
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The Company will provide equal access to: 
• Employment opportunities; 
• Recruitment and selection processes; 
• Training and professional development; 
• Promotion and career advancement; 
• Leadership and succession planning opportunities; 
• Employment benefits and workplace participation 

Diversity and Inclusion 
The Company recognises that a diverse workforce contributes to improved organisational 
performance, innovation, decision-making and employee engagement. 
Leaders will actively support: 

• Workforce diversity across all levels of the organisation; 
• Inclusive practices that value different backgrounds, experiences and perspectives; 
• Gender equity and representation; 
• Opportunities for underrepresented groups to develop and progress within the organisation; 
• A workplace culture based on dignity, respect and inclusion. 

Recruitment, Promotion and Succession Planning 
All recruitment, promotion and internal staffing decisions will be conducted using transparent, fair 
and objective processes. 
Selection criteria will be directly related to the requirements of the position, and decisions will be 
based on demonstrated capability and merit. 
The Company will seek to maintain diverse succession pipelines and leadership development 
opportunities to ensure equal access to advancement opportunities. 

Discrimination 
Unlawful discrimination occurs when a person is treated less favourably, or where a workplace 
requirement or practice unfairly disadvantages a person, because of a protected attribute. Direct and 
indirect discrimination are prohibited under Queensland law.  
The Company will not tolerate unlawful discrimination in any aspect of employment or workplace 
interaction. 
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Harassment, Sexual Harassment and Victimisation 
The Company is committed to maintaining a workplace free from harassment, sexual harassment and 
victimisation. 
Employees must not engage in behaviour that: 

• Offends, humiliates, intimidates or threatens another person; 
• Creates a hostile, intimidating or offensive work environment; 
• Targets a person because of a protected attribute; 
• Victimises a person for making or supporting a complaint. 

All workers are expected to treat colleagues, clients, contractors and visitors with courtesy, dignity 
and respect. 

Workplace Bullying and Psychosocial Safety 
The Company does not tolerate workplace bullying. 
Workplace bullying is repeated and unreasonable behaviour directed towards a worker or group of 
workers that creates a risk to health and safety. Examples may include: 

• Verbal abuse or offensive language; 
• Unjustified criticism; 
• Excluding a person from work-related activities; 
• Deliberately withholding information; 
• Spreading rumours; 
• Setting unreasonable deadlines or work demands.  

In accordance with Queensland work health and safety legislation, the Company will identify, assess 
and manage psychosocial hazards, including bullying, harassment, sexual harassment and 
inappropriate workplace behaviours, to protect workers' psychological health and safety.  

Flexible Work and Family Responsibilities 
The Company recognises that employees may have caring responsibilities, family commitments or 
disability-related needs. 
Where operationally reasonable, the Company will consider requests for flexible working 
arrangements and other reasonable workplace adjustments in accordance with legislative 
requirements. 
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Parental Leave and Carers 
Employees accessing approved parental leave or carers leave will not be disadvantaged in relation to 
career progression, training opportunities or employment benefits. 
The Company will maintain appropriate communication with employees on extended leave and 
support their return to work. 

Leadership Responsibilities 
Leaders and managers are responsible for: 

• Modelling inclusive and respectful behaviours; 
• Promoting equal opportunity and diversity; 
• Ensuring employment decisions are merit-based; 
• Addressing inappropriate behaviours promptly; 
• Supporting employees to raise concerns without fear of victimisation; 
• Fostering a psychologically safe workplace. 

Reporting and Investigation 
Any person who experiences or witnesses’ discrimination, harassment, sexual harassment, bullying or 
other inappropriate behaviour is encouraged to report the matter to their supervisor, manager, Human 
Resources representative or another appropriate manager. 
All complaints will be treated seriously, handled confidentially where practicable, and investigated 
fairly and promptly. 
Appropriate corrective or disciplinary action may be taken where breaches of this policy are 
substantiated. 

Monitoring and Continuous Improvement 
The Company will review this policy, and related workplace practices every two years to: 

• Assess workforce diversity and inclusion outcomes; 
• Monitor representation and participation across employee groups; 
• Identify opportunities for improvement; 
• Promote awareness and education; 
• Support compliance with legislative obligations. 

Remuneration and Gender Equity 
The Company is committed to equitable remuneration practices. Remuneration reviews will be 
conducted periodically to identify and address unjustifiable pay disparities and to support gender 
equity and fair reward outcomes across the organisation. 
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Related Legislation 
• Anti-Discrimination Act 1991 (Qld)  

• Fair Work Act 2009 (Cth)  

• Work Health and Safety Act 2011 (Qld)  

• Work Health and Safety Regulation 2011 (Qld)  

• Queensland Human Rights Act 2019 (Qld) (where applicable)  

• Team Transports Sexual & Gender Based Harassment Policy 
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ENVIRONMENTAL POLICY 
Team Transport and Logistics is committed to protecting the environment, preventing pollution, and 
continually improving our environmental management system (EMS) to enhance environmental 
performance. This is done while meeting customer expectations and maintaining a safe and healthy 
working environment for all stakeholders. 
We aim to achieve a sustainable balance between environmental protection and economic 
development in the interests of current and future generations. 
 

Our Commitments 
• In accordance with ISO 14001:2015 Clause 5.2, Team Transport and Logistics commits to: 
• Compliance 

To fulfil all applicable compliance obligations, including environmental legislation, 
regulations, standards, and other requirements relevant to our operations.  

• Environmental Integration 
To incorporate environmental considerations into all business planning, decision-making, 
and risk management processes. To protect the environment by preventing pollution and 
minimising adverse environmental impacts associated with our activities, products, and 
services, including emissions to air, land, and water, and impacts on biodiversity. 

• Training and Awareness 
To provide appropriate training and resources to employees and contractors to minimise 
environmental impacts and promote environmental responsibility. 

• Sustainable Operations 
To minimise emissions to air, land, and water, ensuring they remain within legislative 
requirements, supported by an effective maintenance program. 

• Resource Efficiency 
To conserve natural resources through the efficient use of electricity, fuel, gas, water, and 
where practicable, renewable energy sources. 

• Waste Management 
To reduce waste generation and ensure that waste is reused, recycled, or disposed of 
responsibly. 
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• Monitoring and Continuous Improvement 
To implement procedures, inspections, and checklists to monitor environmental 
performance and drive continual improvement of our environmental management system. To 
continually improve the effectiveness of our Environmental Management System to enhance 
environmental performance. 

• Pollution Prevention 
To minimise or eliminate uncontrolled releases of pollutants through regular monitoring, 
maintenance, and review of processes. 

• Biodiversity Protection 
To protect and, where possible, enhance biodiversity values in and around our facilities. 

• Supply Chain Responsibility 
To work with suppliers and contractors who share our commitment to environmental 
responsibility and align with this policy. 

• Communication and Consultation 
To engage with employees, contractors, clients, and stakeholders to identify environmental 
risks and opportunities and support continuous improvement. 

 

Supporting Commitments 
To achieve these commitments of aligning with ISO 14001:2015, we will: 

• Environmental Risk & Planning (Clause 6) 
Identify environmental aspects, impacts, risks, and opportunities associated with our 
activities 
Integrate environmental considerations into business planning and risk management 
processes 

• Objectives & Performance (Clause 6.2) 
Establish, monitor, and review measurable environmental objectives and targets 
Implement programs to achieve these objectives 
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• Resources, Training & Awareness (Clause 7) 
Provide adequate resources, training, and awareness to employees and contractors 
Ensure personnel understand their environmental responsibilities 

• Operational Control (Clause 8) 
Implement operational controls to minimise environmental impacts 
Maintain equipment and vehicles to reduce emissions and environmental risks 
Ensure waste is reduced, reused, recycled, or disposed of responsibly 
Promote efficient use of energy, water, and other resources 

• Supply Chain (Clause 8.1) 
Engage suppliers and contractors who align with our environmental values 
Promote environmental awareness within our supply chain 

• Monitoring & Evaluation (Clause 9) 
Monitor environmental performance through inspections, audits, and reporting 
Regularly review environmental procedures and controls 

• Incident Prevention (Clause 8 & 10) 
Minimise the risk of environmental incidents and uncontrolled pollutant releases 
Respond effectively to environmental emergencies 

• Communication & Consultation (Clause 7.4) 
Communicate this policy to all employees and make it available to relevant stakeholders 
Encourage consultation to identify environmental risks and improvement opportunities 

Biodiversity & Sustainability 

• Protect and, where practicable, enhance biodiversity around our operations 
• Support sustainable resource use and environmental stewardship 

Responsibility 
All employees, contractors, and stakeholders are responsible for supporting this policy and 
contributing to the achievement of our environmental objectives. 
This policy is maintained as documented information, communicated within the organisation, 
available to interested parties, and reviewed periodically to ensure its continuing suitability. 
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TEAM TRANSPORT & LOGISTICS – EMPLOYEE ASSISTANCE SUPPORT 
(AD-HOC-EAP) 

Purpose 
Team Transport & Logistics recognises that from time-to-time employees may face personal or work-
related challenges that impact their wellbeing. As part of our commitment to supporting our people, 
Team may offer access to confidential counselling support through a licensed therapist or 
psychologist. 

Nature of Support 
This Employee Assistance support is provided on an ad-hoc discretionary basis and is intended to 
offer short-term assistance to employees experiencing difficulty. 

Sessions Available 
Team Transport may fund between three (3) and six (6) counselling sessions per employee within a 
12-month period, depending on individual circumstances. 

Additional Sessions 
Where further support is required, employees will be encouraged to access ongoing care through 
appropriate channels such as: 

• A GP Mental Health Care Plan (Medicare subsidised sessions) 
• Private health insurance 
• Community mental health services 

Additional sessions funded by Team Transport may be considered in exceptional circumstances and 
at management discretion. 

Confidentiality 
All counselling sessions are confidential between the employee and the treating therapist. Team 
Transport will not receive details of discussions or treatment. 

Manager Involvement 
Managers may recommend EAP support where they believe an employee would benefit from 
additional wellbeing assistance. 

Commitment to Our People 
Team Transport & Logistics values the wellbeing of our team members. This support is intended to 
provide early assistance and ensure employees have pathways to professional help when needed. 
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FATIGUE MANAGEMENT POLICY (DRIVERS) 

Purpose 
Team Transport and Logistics is committed to providing and maintaining a safe, healthy, and 
compliant workplace by effectively managing fatigue risks associated with heavy vehicle operations. 
The company recognises that fatigue can adversely affect driver health, safety, wellbeing, and 
operational performance, increasing the risk of incidents, injuries, and property damage. 
This policy establishes the company's commitment to identifying, assessing, controlling, monitoring, 
and reviewing fatigue-related risks in accordance with: 

• Heavy Vehicle National Law (HVNL); 
• Heavy Vehicle (Fatigue Management) National Regulation; 
• Work Health and Safety (WHS) legislation; 
• National Heavy Vehicle Accreditation Scheme (NHVAS) Fatigue Management Module; and 
• Relevant industry codes of practice and standards.  

Policy Statement 
Team Transport and Logistics is committed to ensuring that all transport activities are planned and 
conducted in a manner that minimises the risk of fatigue and supports driver fitness for work. 
The company will implement and maintain systems, procedures, and practices that assist drivers and 
management personnel in meeting their obligations regarding fatigue management and safe work 
practices. 

Fatigue Management Principles 
To effectively manage fatigue risks, Team Transport and Logistics will consider and incorporate the 
following factors into operational planning and day-to-day activities: 

Work Task Scheduling 
Trip scheduling, route planning, and driver rostering will take into account: 

• The time required to perform all tasks safely and efficiently. 
• The actual time typically taken to complete planned tasks. 
• Loading, unloading, waiting, and queuing times. 
• Mandatory work and rest requirements. 
• Adequate rest and recovery opportunities between work periods. 
• The cumulative effects of fatigue across multiple shifts and consecutive days. 
• The impact of driving and working during night-time and early-morning hours. 
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• Driver fitness for duty before and during work activities. 
• Driver health and wellbeing considerations. 
• The reporting, investigation, and management of fatigue-related hazards, incidents, and near 

misses. 
• The suitability of workplace facilities, amenities, and rest areas. 
• Operational delays resulting from traffic conditions, weather events, road incidents, customer 

requirements, or vehicle breakdowns. 
• Fatigue awareness and competency-based driver training. 
• Ongoing identification, assessment, and control of fatigue-related risks arising from transport 

operations. 

Roles and Responsibilities 

Management 
Management will: 

• Provide adequate resources to implement and maintain effective fatigue management 
systems. 

• Ensure schedules are realistic and do not encourage breaches of work and rest requirements. 
• Monitor compliance with legislative and company fatigue management requirements. 
• Investigate fatigue-related incidents, hazards, and non-conformances. 
• Promote open communication regarding fatigue concerns without fear of reprisal. 
• Regularly review fatigue management practices to ensure continual improvement. 

Drivers 
Drivers are responsible for: 

• Presenting fit for duty at the commencement of each shift. 
• Complying with all applicable work and rest requirements. 
• Using rest breaks effectively to manage fatigue. 
• Reporting fatigue, illness, medication use, or any condition that may affect safe driving 

performance. 
• Reporting fatigue-related hazards, incidents, and near misses. 
• Participating in fatigue management training and consultation activities. 
• Following company procedures and instructions relating to fatigue management. 
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Consultation and Continuous Improvement 
Team Transport and Logistics recognises the knowledge, experience, and practical insights of its 
drivers and employees. The company is committed to consulting and collaborating with workers on 
fatigue management matters and encourages active participation in the development and 
improvement of fatigue-related systems and processes. 
Consultation will occur: 

• Before significant changes are made to work practices, rosters, schedules, or fatigue 
management systems. 

• Following fatigue-related incidents or identified risks. 
• During periodic reviews of the Fatigue Management System. 

Employees are encouraged to provide feedback and recommendations regarding fatigue management 
policies, procedures, and operational practices. 

Monitoring and Review 
This policy forms part of the company's Fatigue Management System and is considered a living 
document. To ensure ongoing effectiveness and compliance, Team Transport and Logistics will 
conduct quarterly reviews of the Fatigue Management System. 
Reviews will assess: 

• Compliance with legislative requirements and company procedures. 
• Effectiveness of fatigue risk controls. 
• Incident and hazard reporting trends. 
• Feedback from employees and other stakeholders. 
• Opportunities for continual improvement. 

An Internal Review Report will be completed and retained as evidence of each review. 

Related Documents 
• FMPLAN – Fatigue Management Plan 
• Fatigue Hazard Reporting Procedure 
• Driver Induction and Training Program 
• NHVAS Fatigue Management Documentation 
• Work Health and Safety Management System 
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FATIGUE MANAGEMENT POLICY (GENERAL STAFF) 

PURPOSE 
Team Transport & Logistics is committed to providing and maintaining a safe and healthy workplace for all 

workers, contractors, visitors, and other persons who may be affected by our operations. 

This policy establishes the framework for identifying, assessing, controlling, and monitoring fatigue-related risks 

in accordance with the requirements of the Work Health and Safety Act 2011 (Qld) and the principles outlined 

in WorkSafe Queensland's guidance on preventing and managing fatigue-related risks in the workplace.  

SCOPE 
This policy applies to all Team Transport & Logistics employees, contractors, labour hire workers, and visitors 

performing work on behalf of the organisation. 

Fatigue is more than feeling tired or drowsy. In a workplace context, fatigue is a state of mental and/or physical 

exhaustion that reduces a person's ability to perform work safely and effectively. Fatigue may result from: 

• Inadequate, poor quality, or interrupted sleep 

• Extended working hours 

• Physically demanding work 

• Mentally or emotionally demanding work 

• Extended periods of wakefulness 

• Shift work or irregular work schedules 

• Environmental conditions 

• Personal or non-work-related factors.  

Adequate rest and recovery are essential for managing fatigue and maintaining worker health, safety, and 

wellbeing. 

FATIGUE INDICATORS 
Workers and supervisors should be aware of the signs and symptoms of fatigue, including but not limited to: 

Physical Indicators 
• Frequent yawning 

• Drowsiness or falling asleep 

• Blurred vision 

• Headaches 

• Slower reaction times 

• Reduced coordination 

• Muscle aches or cramps 

• Dizziness 
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Cognitive Indicators 
• Difficulty concentrating 

• Reduced alertness 

• Impaired judgement and decision-making 

• Memory lapses 

• Reduced situational awareness 

• Increased errors or mistakes 

Emotional and Behavioural Indicators 
• Reduced motivation 

• Irritability 

• Mood changes 

• Emotional outbursts 

• Increased risk-taking behaviour 

• Reduced communication or engagement with others.  

FATIGUE RISK FACTORS 
Fatigue may arise from a range of work-related and non-work-related factors, including: 

• Workload and time pressures 

• Repetitive or monotonous tasks 

• Hazardous manual tasks 

• Physically demanding work 

• Cognitively or emotionally demanding work 

• Extended shifts or overtime 

• Inadequate breaks and recovery periods 

• Long commuting times 

• Environmental conditions such as heat, noise, poor lighting, cold temperatures, dust, vibration, or 

adverse weather conditions 

• Personal circumstances affecting sleep or recovery.  
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POLICY STATEMENT 
Team Transport & Logistics is committed to eliminating fatigue-related risks where reasonably practicable. 

Where elimination is not reasonably practicable, the organisation will minimise those risks through the 

implementation of effective control measures and continuous monitoring.  

The company will: 

• Consult with workers and other relevant persons regarding fatigue hazards, risk assessments, and 

proposed control measures. 

• Maintain current knowledge of fatigue-related hazards and risk management practices. 

• Identify fatigue hazards arising from work activities, work schedules, workplace conditions, and 

operational requirements. 

• Assess and manage fatigue risks using the organisation's risk management processes. 

• Ensure appropriate resources, systems, and procedures are in place to manage fatigue-related risks. 

• Provide and maintain a work environment that is safe and without risks to health and safety. 

• Provide and maintain safe systems of work. 

• Ensure working hours, workloads, and shift arrangements are managed to minimise fatigue risks so far 

as reasonably practicable. 

• Provide workers with information, instruction, training, and supervision on fatigue awareness and 

fatigue risk management. 

• Encourage workers to report fatigue-related concerns, hazards, incidents, and near misses. 

• Monitor workplace conditions and worker wellbeing to identify and address fatigue-related risks. 

• Review fatigue control measures regularly and whenever workplace changes occur or following a 

fatigue-related incident.  

WORKER RESPONSIBILITIES 
All workers are expected to: 

• Present fit for work and capable of performing their duties safely. 

• Take reasonable care for their own health and safety and that of others who may be affected by their 

actions. 

• Report fatigue hazards, concerns, incidents, and symptoms to their supervisor as soon as practicable. 

• Participate in fatigue management training, consultation, and risk management activities. 

• Follow all fatigue management procedures, controls, and instructions 
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FATIGUE MANAGEMENT PLAN 

Introduction 
Team Transport and Logistics is committed to providing a safe and healthy workplace and maintaining 
safe systems of work that comply with all applicable legislative requirements. 
To meet its obligations under the Heavy Vehicle National Law Act 2012 (HVNL) and the Heavy 
Vehicle (Fatigue Management) National Regulation, Team Transport and Logistics has established 
systems and procedures to effectively manage heavy vehicle driver fatigue. 
 
Fatigue is an acute or ongoing state of physical and mental exhaustion that reduces a person's ability 
to perform tasks safely and effectively. Fatigue is more than simply feeling tired or drowsy. It occurs 
when physical or mental limits are exceeded and can significantly impair alertness, concentration, 
judgement, reaction times, and decision-making. 
 
Fatigue may result from work-related factors, lifestyle factors, medical conditions, or a combination of 
these. Work-related contributors may include: 

• Work scheduling and rostering practices. 
• Extended work periods. 
• Inadequate rest opportunities. 
• Loading and unloading delays. 
• Environmental conditions. 
• Shift work and night driving. 
• Cumulative fatigue over consecutive days. 

Team Transport and Logistics recognises that fatigue poses a significant risk to employees, 
contractors, customers, and the wider community and is committed to identifying, assessing, 
controlling, and monitoring fatigue-related risks throughout its operations. 

Fatigue Management Guidelines 
Management is committed to providing a safe working environment through the proactive 
management of driver fatigue. 
 
The principles outlined within the Heavy Vehicle National Law and Fatigue Management Regulations 
are integrated into the company's daily operations through: 
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Trip Scheduling and Driver Rostering 
Taking into account: 

• The time required to safely perform tasks. 
• Actual task completion times. 
• Loading, unloading, and queuing delays. 
• Required rest and recovery periods. 
• The cumulative effects of fatigue over multiple days. 
• The effects of the time of day and night on alertness. 
• Anticipated traffic, road, and weather conditions. 

Additional Controls 
• Monitoring driver fitness for work. 
• Reporting and investigation of hazards, incidents, and near misses. 
• Ongoing review of workplace conditions and amenities. 
• Recognition that delays may occur due to accidents, mechanical failures, traffic events, or 

environmental factors. 
• Fatigue awareness training for all relevant personnel. 
• Continuous assessment and review of fatigue-related risks. 

Team Transport and Logistics values the experience and knowledge of its drivers and is committed to 
consultation and collaboration with employees to continually improve fatigue management systems 
and processes. 

Employees will be consulted before significant changes to work practices, systems, schedules, or 
fatigue management processes are introduced. All employees are encouraged to provide feedback 
regarding fatigue-related risks and control measures. 

Responsibilities 
Effective fatigue management requires cooperation from all parties within the transport supply chain. 

Company Responsibilities 

Team Transport and Logistics has a legal, moral, and social obligation to ensure that employees and 
contractors do not undertake driving duties while fatigued. 
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The company will: 

• Employ drivers who are capable of safely undertaking required driving tasks. 
• Monitor driver performance and fitness for duty on an ongoing basis. 
• Take immediate action where fatigue is identified. 
• Investigate any deterioration in performance that may indicate fatigue. 
• Arrange medical assessment when appropriate. 
• Provide appropriate support and intervention where fatigue-related concerns are identified. 
• Meet the costs associated with company-directed medical assessments. 

A driver identified as fatigued through observation or assessment will be removed from driving duties 
until adequate rest has been obtained. 
 
Where ongoing fatigue-related performance issues exist, management may require the employee to 
obtain medical advice and undergo assessment. 
 
Where fatigue or a related medical condition prevents safe performance of duties: 

• The employee may be suspended from driving duties. 
• Available leave entitlements may be accessed where applicable. 
• Return to work will be subject to medical clearance. 
• Continued inability to perform duties safely may result in disciplinary action or termination of 

employment. 
 
Where employment is terminated or suspended for medical reasons, references provided by the 
company will include only employment dates and job title. 

Director Responsibilities 
The Director is responsible for: 

• Implementing the Fatigue Management System. 
• Ensuring compliance with fatigue legislation. 
• Ensuring employees receive appropriate training. 
• Monitoring the effectiveness of fatigue management controls. 
• Ensuring adequate resources are available to manage fatigue risks. 
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Scheduler Responsibilities 
Schedulers must: 

• Develop schedules and rosters compliant with fatigue legislation. 
• Ensure all fatigue management procedures are followed. 
• Maintain regular communication with drivers. 
• Monitor actual work activities against planned activities. 
• Conduct risk assessments for local work. 
• Develop Safe Driving Plans for long-distance work requiring a Work Diary. 
• Review deviations from schedules and initiate corrective actions when required. 

Schedulers must be appropriately trained and competent in fatigue management obligations. 

Driver Responsibilities 
Drivers must cooperate with management and schedulers in all fatigue management activities. 
This includes: 

• Following Safe Driving Plans wherever practical. 
• Using discretionary rest breaks when required. 
• Recording work and rest periods accurately. 
• Undertaking routine medical checks. 
• Participating in drug and alcohol testing programs. 
• Reporting fatigue-related incidents, hazards, accidents, and near misses. 
• Reporting mechanical defects and vehicle faults. 
• Participating in consultation activities. 
• Presenting fit for work, well-rested, and free from the influence of alcohol or drugs. 

Prior to commencing work, drivers must declare that: 
• They are fit and healthy. 
• They have obtained sufficient sleep. 
• They are fit to perform all required duties. 
• They hold a valid licence for the vehicle being operated. 
• They are not subject to licence suspensions, disqualifications, or restrictions. 
• They are not under the influence of drugs or alcohol. 

Any driver experiencing fatigue while operating a vehicle must: 
1. Stop at the nearest safe location. 
2. Notify the company immediately. 
3. Obtain sufficient rest before continuing. 
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NHVAS Fatigue Management Requirements 
The current legislation governing driver fatigue is the: 
Heavy Vehicle (Fatigue Management) National Regulation and Heavy Vehicle National Law Act 
2012. 
The legislation establishes a shared responsibility framework requiring all parties in the supply chain 
to actively manage and minimise fatigue-related risks. 

Standard Hours Requirements 

 
 
 
 
 
 

in any period of Maximum work time Minimum rest required 

5 ½ hours 5 ¼ hours work time 15 continuous minutes rest time 

8 hours 7 ½ hours work time 30 minutes rest time in blocks of 15 continuous 

minutes 

11 hours 10 hours’ work time 60 minutes rest time in blocks of 15 continuous 

minutes 

24 hours 12 hours work time 7 continuous hours of stationary rest time* 

7 days (168 hours) 72 hours work time 24 continuous hours of stationary rest time 

14 days 144 hours work time 2 x night rest breaks** and  

2 x night rest breaks taken on consecutive days 

*Stationary rest time is the time a driver spends out of a heavy vehicle or in an approved sleeper berth 

of a stationary heavy vehicle.  

**Night rest breaks are 7 continuous hours stationary rest time taken between the hours of 10pm on a 

day and 8am on the next day (using the time zone of the base of the driver) or a 24 continuous hours 

stationary rest break. 
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Work and Rest Definitions 
Work includes: 

• Driving. 
• Loading and unloading. 
• Vehicle inspections. 
• Paperwork. 
• Directing loading activities. 
• Any task associated with vehicle operation. 

Rest includes all time not spent performing work activities. 
Time is recorded in 15-minute intervals. 
Work Time 
Work periods are rounded up. 
Rest Time 
Rest periods are rounded down. 
Drivers operating under standard hours must: 

• Take a minimum 15-minute rest break within 5.5 hours of work. 
• Comply with all work and rest requirements contained in applicable legislation and company 

procedures. 
Night Work 
Under Standard Hours, drivers must obtain: 

• Four nights' rest within any 14-day period. 
• One pair of consecutive night rest periods. 

A night rest break consists of: 
• 7 continuous hours 
• Between 10:00 pm and 8:00 am. 

General Duty Requirements 
All parties in the supply chain must take reasonable steps to prevent fatigue. 
This includes: 

• Drivers stopping when fatigued. 
• Schedulers planning adequate rest opportunities. 
• Loading managers managing delays and queuing. 
• Customers and contractors avoiding unreasonable requests that encourage breaches of 

fatigue laws. 
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Fitness for Work 
The purpose of this section is to: 

1. Eliminate fatigue-related hazards. 
2. Ensure compliance with WHS obligations. 
3. Support employees in managing fatigue. 
4. Prevent fatigued drivers from operating vehicles. 
5. Improve employee and community safety. 

Drivers must present for duty fit and capable of performing their work safely. 
If a driver develops an illness, medical condition, or fatigue-related issue that may affect safe driving 
performance, they must immediately notify management. 
Where management determines that a driver is not fit for duty, the driver will not commence or 
continue the journey. 
Where illness develops during a trip, the driver must: 

• Contact management immediately. 
• Follow instructions. 
• Cease driving if safety may be compromised. 

The Fatigue Management Plan applies to all: 
• Permanent employees. 
• Casual employees. 
• Temporary employees. 
• Contractors. 
• Labour hire personnel. 

Rostering and Scheduling 
Team Transport and Logistics will ensure that schedules and rosters: 

• Are reasonable and achievable. 
• Comply with legislative requirements. 
• Are as predictable and regular as practical. 
• Consider previous trip durations. 
• Allow sufficient time for tasks to be completed safely. 
• Include opportunities for all required rest breaks. 
• Allow for loading, unloading, and queuing delays. 
• Allow discretionary breaks. 
• Consider the effects of day and night work. 
• Include contingency arrangements for vehicle breakdowns and accidents. 
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Where significant roster changes occur, employees will be consulted and, where possible, provided 
with at least 24 hours to adapt. 
Drivers should receive roster information at least one week in advance where practicable and a 
minimum of 24 hours' notice of scheduled work. 
Drivers returning from extended leave should, where practical, be limited to 10 hours working/driving 
per day during their first week back. 
All Safe Driving Plans must be developed in consultation with affected drivers. 

Understanding Fatigue 
Fatigue is a state of physical or mental exhaustion that affects safety, health, and work performance. 

Common effects include: 

Loss of Alertness 

Reduced concentration and slower reaction times. 

Poor Judgement 

Impaired decision-making and risk assessment. 

Drowsy Driving 

Reduced awareness and increased risk of microsleeps. 

Falling Asleep at the Wheel 

A significant contributor to severe road crashes. 

Poor Memory 

Reduced awareness of travelled distance or recent events. 

Mood Changes 

Increased irritability, aggression, stress, and frustration. 

Driving is a complex task requiring sustained concentration and alertness. No driver can safely 
operate a heavy vehicle while fatigued. 

 

 

 



 
 

85 
 

Driven By Service 

Powered By Teamwork 
 

 

 

 

Causes of Fatigue 

Fatigue may result from: 

Time of Day and Circadian Rhythms 

Natural body clock cycles influence alertness levels throughout the day and night. 

Sleep Debt 

Insufficient sleep accumulates over time and significantly affects performance and safety. 

Sleep debt is like a bank loan; it must eventually be repaid. 

Health Conditions 
Examples include: 

• Sleep apnoea. 
• Narcolepsy. 
• Diabetes. 
• Obesity-related sleep disorders. 
• Stress-related illnesses. 

 
Alcohol, Drugs and Stimulants 
Alcohol, drugs, and excessive stimulant use may increase fatigue risks and negatively affect sleep 
quality. 
 
Poor Diet and Lack of Exercise 
Poor health habits contribute to reduced alertness, poor sleep quality, and increased fatigue. 
 
Work Factors 

• Long working hours. 
• Excessive workloads. 
• Unrealistic deadlines. 
• Inflexible scheduling. 
• Delays during loading and unloading. 
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Warning Signs of Fatigue 
Common signs include: 

• Feeling unrefreshed after sleep. 
• Poor concentration. 
• Irritability. 
• Frequent yawning. 
• Drowsiness. 
• Increased errors. 
• Extended sleep on days off. 
• Blurred vision. 
• Head nodding. 
• Difficulty keeping eyes open. 
• Drifting between traffic lanes. 

 
External factors affecting alertness include: 

• Secondary employment. 
• Family commitments. 
• Recreational activities. 
• Sporting commitments. 
• Personal stress. 
• Poor sleep quality. 

Ways to Reduce Fatigue 
Effective fatigue management includes: 

• Planning around natural body clock rhythms. 
• Maintaining regular sleep routines. 
• Using discretionary rest breaks. 
• Taking naps when necessary. 
• Drinking adequate water. 
• Eating nutritious meals. 
• Exercising regularly. 
• Avoiding alcohol and drugs. 
• Limiting caffeine consumption. 
• Monitoring personal health and fitness. 

 
 



 
 

87 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
 
Obtaining Good Sleep 

Drivers should: 
• Maintain comfortable room temperatures. 
• Reduce light and noise. 
• Use suitable sleeping facilities. 
• Turn off phones and radios. 
• Seek medical advice if sleep problems occur. 

The best time to sleep is when tiredness first develops. 

Casual and Relief Drivers 
Management will ensure all relief and casual drivers: 

• Receive fatigue management induction training. 
• Understand company fatigue procedures. 
• Comply with Fitness for Work requirements. 
• Meet the same fatigue management standards as permanent drivers. 

Two-Up Drivers 
Where two-up operations are required, the company will: 

1. Use suitably experienced drivers. 
2. Provide vehicles with appropriate sleeper facilities. 
3. Consider driver compatibility. 
4. Schedule additional recovery time upon trip completion. 

Practical Fatigue Management Tips 
Before the Trip 

• Plan adequate sleep, food, and rest. 
• Start without sleep debt. 
• Understand body clock effects. 
• Discuss travel schedules with family. 
• Seek medical advice when necessary. 
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During the Trip 

• Take regular rest breaks. 
• Use short power naps where needed. 
• Maintain cab comfort and ventilation. 
• Eat well and stay hydrated. 
• Recognise early signs of fatigue. 
• Stop immediately when drowsiness develops. 

Managing Boredom 
• Listen to suitable audio. 
• Engage in safe mental activities. 
• Stretch and walk during breaks. 
• Conduct regular vehicle inspections. 

Training and Competency 
Team Transport and Logistics will ensure all personnel involved in fatigue management are 
appropriately trained. 
Training will include: 

• Company Fatigue Management Procedures. 
• Causes of fatigue. 
• Identification of fatigue symptoms. 
• Driving hazards. 
• Roles and responsibilities. 
• Legislative obligations. 

 
All employees must complete induction training before undertaking fatigue-related responsibilities. 
Training records will be maintained within the Employee Register. 
 
Competency assessments will be conducted: 

• At induction. 
• Following procedural changes. 
• At least every three years. 
• Whenever deemed necessary by management. 
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Investigation of Fatigue-Related Incidents 
Any incident involving serious injury, property damage, or suspected fatigue will be investigated by a 
suitably qualified person with relevant industry experience. 
 
Investigations will: 

• Use the Team Transport and Logistics Investigation Report Form. 
• Be fully documented. 
• Include photographs where relevant. 
• Determine whether fatigue was a contributing factor. 
• Identify root causes. 
• Recommend corrective actions. 

 
Where fatigue is identified as a contributing factor: 

• The driver will receive counselling and retraining where appropriate. 
• A non-compliance notification may be issued. 
• Corrective actions will be implemented and monitored. 

 
Where the incident involves gross misconduct, disciplinary action up to and including immediate 
dismissal may occur. 
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HEARING LOSS SAFETY POLICY 

Our Commitment 
Team Transport & Logistics is committed to providing and maintaining, so far as is reasonably 
practicable, a work environment that is safe and without risks to the health and safety of workers, 
contractors, visitors and other persons who may be affected by our operations. 
We recognise that exposure to hazardous noise can cause irreversible hearing loss, tinnitus and other 
health effects, as well as increase workplace risks by interfering with communication, concentration 
and the ability to hear warning signals. 
Team Transport & Logistics is committed to: 

• Preventing noise-induced hearing loss and tinnitus. 
• Eliminating or minimising noise risks, so far as is reasonably practicable. 
• Complying with all applicable Work Health and Safety legislation and Codes of Practice. 
• Consulting with workers regarding noise hazards and control measures. 
• Providing information, instruction, training and supervision relating to noise hazards. 
• Continually improving noise management practices and workplace health and safety 

performance. [worksafe.qld.gov.au] 
All workers have a responsibility to support and comply with this policy. 

Legislative Requirements 
This policy has been developed in accordance with: 

• Work Health and Safety Act 2011 (Qld) 
• Work Health and Safety Regulation 2011 (Qld) 
• Managing Noise and Preventing Hearing Loss at Work Code of Practice 2021 (Qld) 
• AS/NZS 1269 Occupational Noise Management 
• AS/NZS 1270 Acoustics – Hearing Protectors [worksafe.qld.gov.au], [worksafe.qld.gov.au] 

Noise Exposure Standard 
Team Transport & Logistics will ensure, so far as is reasonably practicable, that no worker is exposed 
to noise exceeding the workplace exposure standard: 

• Daily noise exposure level:  
o LAeq,8h = 85 dB(A) averaged over an eight-hour working day. 

• Peak noise level:  
o LC,peak = 140 dB(C). [worksafe.qld.gov.au], [worksafe.qld.gov.au] 

Any workplace activity that exceeds or is likely to exceed these standards will be subject to risk 
assessment and implementation of appropriate controls. [worksafe.qld.gov.au] 
 

https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/news-and-events/newsletters/esafe-newsletters/esafe-editions/esafe-construction/july-2025/new-audiometric-testing-requirements-effective-29-july-2025
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/news-and-events/newsletters/esafe-newsletters/esafe-editions/esafe-construction/july-2025/new-audiometric-testing-requirements-effective-29-july-2025
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
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How Hearing Loss Occurs 
Exposure to hazardous noise can damage the sensitive hair cells within the inner ear. Temporary 
hearing loss may occur following short-term exposure; however, repeated or prolonged exposure can 
result in permanent hearing loss. 
Permanent hearing loss may also occur from sudden exposure to very high noise levels, such as 
explosions or impact noise, known as acoustic trauma. 
Workers exposed to hazardous noise may experience: 

• Temporary hearing loss. 
• Permanent hearing loss. 
• Tinnitus (ringing or buzzing in the ears). 
• Communication difficulties. 
• Reduced situational awareness. 
• Increased stress and fatigue. [worksafe.qld.gov.au] 

Ototoxic Substances 
Certain chemicals and medications can cause or worsen hearing loss, particularly when combined 
with noise exposure. 
Examples may include: 

• Certain solvents. 
• Heavy metals. 
• Some prescription medications. 
• Certain anti-inflammatory medications. 

Where workers may be exposed to both hazardous noise and ototoxic substances, additional risk 
assessment and control measures shall be implemented. [worksafe.qld.gov.au] 

Noise Hazard Identification and Assessment 
Noise assessments shall be conducted: 

• When new plant or equipment is introduced. 
• Following significant workplace changes. 
• When a worker reports hearing concerns. 
• When exposure standards may be exceeded. 
• Following an incident involving excessive noise exposure. 
• At intervals determined through risk assessment. 

Noise monitoring shall be conducted by a competent person using suitable equipment and 
methodologies. [worksafe.qld.gov.au] 
 
 

https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
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Managing Risks from Hazardous Noise 
Risks associated with hazardous noise shall be managed in accordance with the hierarchy of control. 

1.Elimination 
Where reasonably practicable: 

• Remove noisy equipment. 
• Eliminate unnecessary noisy tasks. 
• Outsource noisy activities where appropriate. 

2. Substitution 
Replace noisy plant, processes or equipment with quieter alternatives. 

3. Engineering Controls 
Examples include: 

• Acoustic enclosures. 
• Noise barriers. 
• Mufflers and silencers. 
• Vibration isolation. 
• Sound-absorbing materials. 
• Equipment maintenance and lubrication. 
• Increasing distance between workers and noise sources. 

4. Administrative Controls 
Where higher-order controls do not adequately reduce risk: 

• Restrict exposure times. 
• Schedule noisy work when fewer workers are present. 
• Establish exclusion zones. 
• Rotate workers where appropriate. 
• Implement safe work procedures. 

5. Personal Protective Equipment (PPE) 
Hearing protection shall only be used as the final level of control or in conjunction with other controls 
where exposure cannot be reduced below the exposure standard through higher-order controls. 
[worksafe.qld.gov.au], [worksafe.qld.gov.au] 
 
 
 
 
 

https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/news-and-events/newsletters/esafe-newsletters/esafe-editions/esafe-construction/july-2025/new-audiometric-testing-requirements-effective-29-july-2025
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Hearing Protection 
Where workers are exposed to hazardous noise, Team Transport & Logistics will: 

• Provide suitable hearing protection at no cost. 
• Select hearing protection in accordance with noise assessment results and AS/NZS 1270. 
• Ensure hearing protection provides appropriate attenuation without overprotection. 
• Ensure hearing protectors are maintained in a clean and serviceable condition. 
• Provide adequate storage facilities. 
• Provide training on the correct use, care and maintenance of hearing protection. 

Workers must: 
• Wear hearing protection where required. 
• Inspect hearing protection before use. 
• Report damaged or defective hearing protection. 
• Maintain hearing protection in accordance with training and manufacturer instructions. 

Audiometric Testing 
Where workers are required to frequently use hearing protection to protect them from noise levels 
exceeding the workplace exposure standard, Team Transport & Logistics will provide audiometric 
testing: 

• Within three (3) months of commencing relevant work. 
• At least once every two (2) years thereafter. 
• In accordance with AS/NZS 1269.4 Occupational Noise Management – Auditory Assessment. 

Audiometric records shall be maintained in accordance with legislative requirements and used to 
evaluate the effectiveness of noise controls and hearing protection programs. [worksafe.qld.gov.au], 
[worksafe.qld.gov.au] 

Consultation 
Team Transport & Logistics will consult with workers and Health and Safety Representatives (where 
applicable) regarding: 

• Identification of hazardous noise. 
• Risk assessments. 
• Selection of hearing protection. 
• Noise control measures. 
• Audiometric testing outcomes. 
• Review of workplace noise management arrangements. [worksafe.qld.gov.au] 

 
 
 

https://www.worksafe.qld.gov.au/news-and-events/newsletters/esafe-newsletters/esafe-editions/esafe-construction/july-2025/new-audiometric-testing-requirements-effective-29-july-2025
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise


 
 

94 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 

Training and Awareness 
Workers who may be exposed to hazardous noise shall receive information, instruction and training 
relating to: 

• Noise hazards and health effects. 
• Workplace exposure standards. 
• Hearing protection selection and use. 
• Care and maintenance of hearing protectors. 
• Reporting hazards and defects. 
• Audiometric testing requirements. 

Training records shall be maintained by the organisation. 

Responsibilities 

PCBU Responsibilities 
Team Transport & Logistics, as the Person Conducting a Business or Undertaking (PCBU), will: 

• Ensure workers are not exposed to noise above the exposure standard so far as is reasonably 
practicable. 

• Identify and assess noise risks. 
• Implement and maintain effective control measures. 
• Provide suitable hearing protection where required. 
• Provide audiometric testing where required by legislation. 
• Monitor and review the effectiveness of controls. 
• Consult with workers regarding noise-related risks. [worksafe.qld.gov.au], 

[worksafe.qld.gov.au]+ 

Officers 
Officers of the business shall exercise due diligence to ensure compliance with the WHS Act and WHS 
Regulation, including ensuring appropriate resources and processes are available to manage noise 
risks. 

Managers and Supervisors 
Managers and Supervisors shall: 

• Ensure noise hazards are identified and assessed. 
• Ensure required controls are implemented. 
• Monitor compliance with hearing protection requirements. 
• Ensure workers receive appropriate training. 
• Participate in review of noise management practices. 

 

https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
https://www.worksafe.qld.gov.au/news-and-events/newsletters/esafe-newsletters/esafe-editions/esafe-construction/july-2025/new-audiometric-testing-requirements-effective-29-july-2025
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Workers 
Workers must: 

• Take reasonable care for their own health and safety. 
• Follow reasonable instructions and safe work procedures. 
• Correctly wear hearing protection where required. 
• Report noise hazards, defects and incidents. 
• Participate in training and audiometric testing programs where required. [worksafe.qld.gov.au] 

 

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 Noise Level  

dB(A) 

Exposure Time Noise Level  

dB(A) 

Exposure 

Time 

80 16 hours 100 15 minutes 121 7.2 seconds 

82 12hours 103 7.5 minutes 124 3.6 seconds 

85 8 hours 106 3.8 minutes 127 1.8 seconds  

88 4 hours 109 1.9 minutes 130 0.9 seconds 

91 2 hours 112 57 seconds   

94 1 hour 115 28.8 seconds   

97 30 minutes 118 14.4 seconds   

Table 1: Equivalent Noise Exposures 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-exposures/noise
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HEAT 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 persons involved in our 
operations, including employees, contractors, visitors, and the public. 
 
We are also committed to the continual improvement of our Work Health and Safety (WHS) 
performance and the elimination of workplace injury and illness. 
All workers share responsibility for implementing and complying with this Policy. 
Managing the risks associated with heat will assist in: 

• Protecting workers from heat-related illness 
• Increasing awareness of the warning signs of heat stress 

Effects of Working in Heat 
Working in hot conditions can be hazardous. The human body must maintain a core temperature of 
approximately 37°C. When the body is unable to regulate temperature effectively, heat-related illness 
may occur. 
These conditions can progress from mild to severe and include heat rash, cramps, exhaustion, and 
heat stroke. 

Common Effects of Heat Exposure 
• Heat rash causing skin irritation and discomfort 
• Heat cramps due to loss of salt and electrolytes 
• Fainting, particularly when standing suddenly 
• Dehydration due to fluid loss from sweating 
• Heat stroke (a medical emergency and potentially fatal) 
• Burns from contact with hot surfaces or tools 
• Increased risk of slips due to sweat on hands or surfaces 
• Reduced concentration, leading to errors and incidents 
• Increased absorption of certain chemicals and medications 
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Heat and Cold Exposure 
Workers exposed to extreme heat or cold must be able to perform their duties without risk to their 
health and safety, so far as is reasonably practicable. 
Both environmental and personal factors must be monitored where work involves prolonged or 
repeated exposure. 

Key Considerations 
• Environmental factors: 

o Temperature 
o Humidity 
o Air movement 
o Radiant heat 

• Personal factors: 
o Medical conditions 
o Medication use 
o Age 
o Physical exertion 
o Clothing and PPE 
o Duration of exposure 

Heat-related illness and hypothermia are both potentially fatal conditions. 
Workers must be trained to: 

• Recognise symptoms in themselves and others 
• Follow safe work procedures 
• Report hazards and symptoms immediately 

Thermal Comfort 
Work should be performed in an environment that is thermally comfortable and suitable for the task. 

• Optimal range for sedentary work: 20°C – 26°C 
• Lower temperatures are preferred for physically demanding tasks 
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Methods to Maintain Thermal Comfort 
• Air conditioning or ventilation systems 
• Fans or natural airflow 
• Building insulation 
• Control of direct sunlight 
• Workstation layout and air movement management 

Working in Hot Environments 
Where exposure to heat cannot be eliminated, risks must be minimised so far as reasonably 
practicable. 

Engineering Controls 
• Increase airflow using fans or ventilation 
• Install air conditioning or cooling systems 
• Insulate heat sources (plant, pipes, walls) 
• Use exhaust ventilation to remove hot air/steam 
• Use mechanical aids to reduce physical workload 

Administrative Controls 
• Schedule work during cooler parts of the day 
• Reduce work intensity where possible 
• Provide rest breaks in cool, shaded areas 
• Implement job rotation and acclimatisation 
• Ensure training on heat risks and control measures 

Personal Controls 
• Wear lightweight, loose-fitting clothing 
• Use appropriate PPE and cooling garments 

First Aid and Emergency Response 
Immediate medical attention must be sought if a worker exhibits symptoms such as: 

• Dizziness, Fatigue 
• Headache 
• Nausea or vomiting 
• Shortness of breath 
• Hot or clammy skin 
• Confusion or reduced alertness 
• Lack of sweating 
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Managing the Risks of Heat 

Hazard Identification 
Consider: 

• Air temperature 
• Humidity 
• Airflow 
• Radiant heat 
• Work demands 
• Worker characteristics 
• Workplace layout 

Risk Assessment 
Assess risks based on: 

Work Environment 
• Direct sunlight and radiant heat (e.g. concrete, bitumen) 

• High humidity reducing cooling ability 

Nature of Work 
• Physical intensity and duration 

• Task complexity and concentration requirements 

Clothing and PPE 
• Impact on heat retention and sweat evaporation 

Worker Factors 
• Medical conditions (e.g. diabetes, heart disease) 
• Medication use 
• Pregnancy 
• Age (younger than 25 or older than 55) 

Heatwaves 
Heatwaves increase risk due to: 

• Reduced sleep and recovery 
• Longer periods of high temperature 
• Increased fatigue and reduced performance 
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Risk Control 

Engineering Controls 
• Provide ventilation and airflow 
• Ensure access to cool drinking water 
• Provide electrolyte solutions where required 

Administrative Controls 
Workers must be trained to: 

• Identify and report heat hazards 

• Prevent heat-related illness 

• Recognise symptoms 

• Seek assistance 

• Monitor co-workers 

• Adjust work pace and take breaks 

• Maintain hydration 

• Avoid diuretic drinks (e.g. excessive caffeine) 

• Understand personal risk factors 

• Understand acclimatisation and risks of alcohol/drugs 

PPE 
• Lightweight, breathable clothing 
• Cooling vests or garments 

UV Protection 
• Broad-brim hats 
• Sunglasses 
• Sunscreen 

Hydration 
Dehydration is a major risk when working in heat. 

• Workers must have access to cool drinking water at all times 
• Workers should drink regularly (not just when thirsty) 
• Indicators of dehydration include dark urine and reduced output 

Where required: 
• Use electrolyte replacement drinks 

Seek medical assistance in cases of severe dehydration. 
 



 
 

101 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
 

Responsibilities 

Managers and Supervisors 
Managers and supervisors must: 

• Exercise due diligence under WHS legislation 
• Ensure resources and systems are in place to manage heat risks 
• Monitor conditions and worker health 
• Implement and review control measures 

Workers 
Workers must: 

• Take reasonable care of their own health and safety 
• Ensure their actions do not impact others 
• Follow instructions and procedures 
• Report hazards, symptoms, and incidents immediately 

QLD Legislation 
This policy is developed in accordance with: 

• Work Health and Safety Act 2011 (QLD) 
– Requires PCBUs to ensure, so far as reasonably practicable, the health and safety of workers, 
including risks from heat exposure [legislatio...qld.gov.au] 

• Work Health and Safety Regulation 2011 (QLD) 
– Requires identification of hazards, risk assessment, and implementation of control measures 
[classic.au...lii.edu.au] 

• WorkSafe Queensland Guidance – Heat Stress 
– Requires employers to manage risks associated with working in hot conditions through 
appropriate controls and monitoring [worksafe.qld.gov.au] 

• Safe Work Australia – Working in Heat Guidance 
– Requires elimination or minimisation of heat risks and provision of safe working conditions 
[safeworkau...lia.gov.au] 

 

 
 
 
 
 

https://www.legislation.qld.gov.au/view/whole/html/current/act-2011-018
https://classic.austlii.edu.au/au/legis/qld/consol_reg/whasr2011309/index.html
https://www.worksafe.qld.gov.au/news-and-events/newsletters/esafe-newsletters/esafe-editions/esafe-construction/november-2023/protect-your-workers-from-summer-heat-stress
https://www.safeworkaustralia.gov.au/safety-topic/hazards/working-heat/frequently-asked-questions
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INFORMATION SECURITY & TECHNOLOGY POLICY 

PURPOSE 
The objective of this policy is to provide guidance and define enforceable standards for using Team 
Transport and Logistics (TTL) information technology (IT) asset, protect TTL IT assets and provide a 
reliable information technology infrastructure, protect and maintain TTL reputation, manage 
information security risks associated with user devices, and protect TTL information and prevent 
unauthorised access. 

SCOPE 
This policy applies to all staff, contractors, visitors, and any other parties who have access to the IT 
assets of TTL and its controlled entities. It is applicable for all devices (TTL managed as well as non-
TTL managed devices that are used for the conduct of TTL business) including but not limited to 
computers, laptops, tablets, phones, wearables, computer peripherals, in-truck devices and the 
internet of things. 

PRINCIPLES 
Access and use of IT assets must be for legitimate TTL purposes, specific to the user’s role, and in 
accordance with TTL policies, procedures and standards. 
 
Access and use of IT assets for reasonable non-commercial personal purpose is acceptable, 
provided such use: 
 

• does not directly or indirectly impose an unreasonable burden on any TTL IT assets 

• does not burden TTL with incremental costs 

• does not interfere with TTL staff executing their responsibilities. 
 
Access and use of TTL IT assets for any commercial purpose other than legitimate TTL purposes is not 
allowed. 
Any use of TTL IT assets is not acceptable when it is used for any act which:  

• is not legal 

• negatively impacts TTL’s reputation 

• adversely impacts continued operation of TTL 

• adversely affects other TTL IT users, or 

• is a breach of TTL policies, procedures and standards 
 



 
 

103 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
 
A list of examples of unacceptable IT usage is given in Appendix A: Examples of Unacceptable Use - 
TTL IT Assets.  
Speak to your manager, HR, or the Technology Team if you are uncertain whether other activities are 
acceptable or not, or you are uncertain about whether a standard applies to a given situation 

USER BEHAVIOUR 
To protect TTL Information everywhere, users must: 

• ensure all non-public printed or digital information is kept secure and confidential 

• not allow client, contractor or staff personal information to be included when taking photos 
or videos in TTL environments 

• screen lock devices when not in use 

• not take TTL IT asset offsite (other than laptops/mobiles, which are specifically assigned to 
them and expected to be mobile) without prior authorisation from the Technology Team or 
relevant manager. 

 
Users must only access, use and share TTL information on a need-to-know basis. They must: 

• ensure they are authorised to share protected or restricted information 

• ensure the recipient is authorised to receive TTL information 

• share only the minimum information required for the task. 
 
Users must dispose TTL IT assets in a secured manner and in accordance with the Retention and 
Disposal Standard. This includes: 

• using secure waste when disposing of non-public hard copy information 

• returning to the Technology Team all TTL devices due for disposal. 
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Information security is a shared responsibility. All users must play their role in keeping TTL safe by: 

• using complex and unique passwords for accessing TTL IT assets and applications 

• changing their password immediately and reporting to the Technology Team if they suspect 
their TTL password is compromised 

• not writing down TTL passwords or leaving them in a place where an unauthorised person 
might discover them 

• not using TTL passwords or PINs for non-TTL applications or services 

• not sharing passwords or multi-factor authentication code or one time password (OTP) with 
anyone  

• reporting any event that may put TTL IT assets at risk of compromise or unauthorised 
disclosure, whether accidental or intentional, to:  
o their manager, and 
o the Technology Team 

• reporting phishing emails using Microsoft Outlook’s phishing report feature. 

MONITORING 

TTL conducts surveillance across all systems and devices to determine any security weakness or 
policy non-compliance. 
Use of TTL IT assets is a privilege, not a right. TTL has full rights to withdraw access to TTL IT assets at 
any time without prior notification. 
 
TTL may block any email or communication, inbound or outbound, that threatens the security of TTL 
IT assets. 
 
TTL may also block any website, application, plug-in, or tool that threatens the security of TTL IT 
assets. 

CORPORATE (TTL-OWNED) DEVICES 
All devices and mobile services must be procured through the Technology Team. The Technology 
Team is responsible for maintaining a central register of devices. 
 
Managers are responsible for ensuring that devices and SIMs are returned by users when their 
engagement with TTL terminates. 
 
Devices provided by TTL remain the property of TTL and can be revoked or reassigned as needed. 
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TTL has the right to remove unauthorised or modified applications from devices and related content 
without notice or warning if it is deemed to be a security risk. 
 
TTL may temporarily retain any device assigned to an individual to complete security or forensic 
investigation 
 
TTL may remotely lock, wipe, or reconfigure any device if it is deemed to be a security risk.  
 
Lost, stolen or damaged devices must be reported immediately to the Technology Team. 
 
Authorised users requiring international roaming services on a TTL device whilst travelling overseas 
must submit a request to the Technology Team at least five (5) days prior to departure. 
 

USING A NON-TTL MANAGED DEVICE 
Information generated by TTL users relating to TTL business or operations remains the property of TTL 
and is accessible by authorised TTL staff. 
 
TTL reserves the right to disconnect a non-TTL managed device and disable services to that device 
without notification if it is deemed to be a security risk. 
 
TTL is not responsible for any damaged, lost or stolen non-TTL managed device a TTL user may 
choose to use while conducting TTL business nor for non-TTL data damaged or lost on that device. 
 
Activity within TTL work related apps, tools and tasks being conducted on a non-TTL managed device 
may be tracked to meet the legal and regulatory requirements of TTL. 
 
Users must use only authorised applications to interact with TTL data, and to ensure that all software 
used for TTL business is legally licensed. The use of illegally obtained or unapproved applications is 
strictly prohibited. 
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When using a non-TTL managed device (e.g. mobile or laptop) to access TTL systems or data, users 
must: 
 

• keep the operating system and applications up to date; most updates include security 
patches 

• keep a current antivirus software version running  

• keep a screen lock enabled that uses a unique authentication method, PIN, pattern or 
fingerprint 

• enable a ‘find my device’ capability and ensure it is usable if the device is lost or stolen 

• use only Microsoft Office as the email client to access TTL email 

• change their TTL account password immediately if their device is lost or stolen 

• not store TTL data locally on the device memory 

• have hard disk encryption enabled. 
 
Users must provide access to non-TTL managed devices when notified that the device has been 
selected as in scope for e-discovery or if required for any investigation of a regulatory notifiable data 
breach or information security incident or litigation or if compelled by a court of law. 
 

COMPLIANCE 
Non-compliance with this standard may result in disciplinary action, or legal action in cases of illegal 
activity. Management will decide what action to take, if any, based on the severity of the incident. 
 
Team Transport and Logistics’ information technology (IT) facilities are provided to support the 
provision of services provided, and to assist in all related administrative work.  Company IT facilities 
must not be used for any other purpose. 

APPENDIX A - UNACCEPTABLE IT USE EXAMPLES 
 

Creating, using, saving, accessing or distributing material is prohibited if it might reasonably be 
considered offensive, obscene or indecent by an ordinary member of the public, or is illegal (e.g. 
pornographic, racist or sexist material, or violent content). 
 
 
 
 



 
 

107 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
 
Plagiarising, copying or distributing information in contravention of copyright or similar legal 
obligations without the owners’ express permission (e.g., copyright images, text messages, videos, 
memes or sounds from websites owned by a third party). 
 

Using IT systems to harass, bully or defame (e.g. spreading of malicious information via email). 
 
Using IT systems to stream video / music services except where explicitly relevant to conducting TTL 
business, especially on mobile devices such as phone, tablets and in-truck devices that may have 
data limits / restrictions in place. 
 
Unauthorised attempts to interfere with the operation of or make TTL IT systems or services 
unavailable (e.g. flooding a booking system with fake bookings). 
 
Sharing or disclosure of personal user identities, identifiers and passwords, or security codes. 
 
Writing down passwords or leaving them in a place where an unauthorised person might see them. 
 
Unauthorised hacking or probing for security vulnerabilities in networks, systems or applications etc. 
without written consent by the Technology Team. 
 
Creating, introducing, or distributing computer viruses or other malicious software onto any TTL 
network device or system. 
 
Disclosing, removing, or disposing of IT assets without authority the Technology Team or executive 
management. Such authority must comply with all TTL policies (e.g. taking a monitor home or using a 
staff contact database without permission, destruction of TTL records within the mandated legal 
period). 
 
Monitoring, intercepting, or accessing network traffic, emails, files, etc. intended for another person. 
 
Deliberate unauthorised access to systems or data and/or unauthorised use of data or information 
obtained (e.g. using someone’s unlocked computer to act on their behalf). 
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Storing non-public information on non-TTL endorsed site or location such as a USB drive, cloud 
storage or forwarding TTL email to your personal email account (e.g., saving client information on a 
personal storage service such as personal Dropbox or Google Drive etc.). 
 
Transmitting unsolicited commercial advertising material or any other form of unsolicited commercial 
electronic message, including material commonly known as spam, or junk email (e.g., perpetuating 
chain letters, virus warnings or hoax messages). 
 
Responding to spam or phishing messages by supplying non-public TTL or personal information. 
 
Using non-TTL supplied VPN services or anonymisation technologies like VPN and TOR to access TTL 
network, applications or services is not permitted (e.g. MobileVPN, ExpressVPN, etc.). 
 
Using applications on TTL computers that allow for remote control of those computers from other 
locations (e.g. TeamViewer, AnyDesk, etc.), except with written consent from the Technology Team. 
 
Auto forwarding of TTL email to non-TTL managed devices or personal email accounts. 
 
Downloading, installing or running software, applications or software as a service (SaaS) that are not 
endorsed by the Technology Team (e.g. Bitcoin miner, SpeedUpMyPC, etc.). 
 
Copying or distributing to unauthorised users software developed by, procured by or licensed to TTL 
including computer software and cloud services. 
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INCIDENT REPORTING, INVESTIGATION, COMMUNICATION AND 
RESPONSE PROCEDURE 

(Aligned with Work Health and Safety Act 2011 (Qld) & WHS Regulation 2011) 

PURPOSE 

This procedure establishes a systematic process for the reporting, notification, investigation, and 
management of incidents to ensure compliance with the Work Health and Safety Act 2011 (Qld), 
including: 

• Section 19 – Primary Duty of Care 
• Sections 38–39 – Incident Notification 
• Section 47 – Consultation 

The objectives are to: 
• Ensure all incidents are reported, recorded, and investigated promptly by a suitably 

trained and qualified investigator 
• Identify immediate, contributing, and root causes 
• Implement corrective, preventive, and retraining actions 
• Ensure compliance with notifiable incident requirements 
• Support consultation and communication 
• Enable trend analysis and continuous improvement 
• Ensure risks are eliminated or minimised so far as is reasonably practicable (SFAIRP) 

 

SCOPE 

Applies to: 
• All workers 
• Contractors and subcontractors 
• Visitors and stakeholders 

 

DEFINITIONS (Legislatively Aligned) 

Incident 
An unplanned event that results in, or has the potential to result in, injury, illness, damage, or loss. 
Notifiable Incident (WHS Act s35–37) 
Includes: 

• Death 
• Serious injury or illness 
• Dangerous incident 
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Dangerous Incident (s37 WHS Act) 

An incident exposing a person to serious risk from immediate or imminent exposure (e.g., fire, 
explosion, structural collapse, electric shock). 
 
Serious Injury or Illness (s36 WHS Act) 
Includes: 

• Immediate hospital treatment 
• Serious injuries (e.g., amputation, burns, spinal injury) 
• Exposure requiring treatment within 48 hours 

 

INCIDENT CLASSIFICATION 
Classification   Example 
Near Miss    No injury but potential for harm 
Minor Incident    First aid only 
Medical Treatment Injury (MTI)  Treatment beyond first aid 
Lost Time Injury (LTI)   Time off work 
Notifiable Incident   As defined under WHS Act 

 

ROLES AND RESPONSIBILITIES  
PCBU 

• Ensure systems for:  
o Incident reporting 
o Investigation 
o Training, instruction and supervision (s19 WHS Act) 

Risk Team 
• Lead investigations 
• Conduct root cause analysis 
• Identify training and competency gaps 
• Monitor corrective and retraining actions 

Managers/Supervisors 
• Ensure:  

o Immediate response and reporting 
o Participation in investigations 
o Workers are retrained and deemed competent before returning to task (where 

required) 
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Workers 
• Report incidents 
• Participate in investigations 
• Attend required retraining and competency assessments 

 

PROCEDURE 
 Incident Response 
Following an incident: 

• Ensure Safety First 
o Provide first aid 
o Remove persons from danger 
o Implement immediate controls 

• Emergency Response 
o Contact emergency services (000) where required 

• Notification 
o Notify the supervisor immediately and no later than 60 minutes after becoming aware 

of the incident.  
o Risk Team notified via: risk@teamtransport.com.au 

 
Notifiable Incidents (WHS Act s38–39) 
Where an incident is notifiable: 

• The Regulator (WorkSafe QLD) must be notified immediately 
• The incident site must be preserved until:  

o An inspector attends, or 
o Direction is provided 

 
Exceptions allowed only for: 

• Assisting injured persons 
• Making site safe 
• Police investigation 

 
 
 
 

mailto:risk@teamtransport.com.au
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INCIDENT REPORTING 

All incidents must be documented using the approved Incident Report Form  
Reports must be completed:  
• By involved worker(s), or 
• Supervisor (if worker unable) 
• Submitted within 2 working days  
• Recorded in:  

o Incident Register 
o Risk Management System 

 
All reports must also identify: 

• Whether retraining is required 
• Any immediate competency concerns 

INVESTIGATION PROCESS (INCLUDING ROOT CAUSE ANALYSIS) 
All incidents must be investigated proportionate to risk and severity. 
 Investigation Objectives 

• Identify:  
o Immediate causes (unsafe acts/conditions) 
o Contributing factors (environment, systems) 
o Root causes (system failures) 

• Determine whether training, competency, or supervision failures contributed 
 

Root Cause Analysis Methodology 

Level Description 

Immediate Causes Unsafe acts or conditions directly leading to the incident 

Contributing Factors Environmental, human, or organisational influences 

Root Causes Failures in systems, training, supervision, or risk controls 
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Examples of Root Causes 
• Inadequate risk assessment 
• Poor training or competency 
• Lack of supervision 
• Ineffective procedures 
• Equipment design or maintenance failures 
• Organisational culture and communication gaps 

 

Investigation Requirements 
Investigations must include: 

• Incident description (objective & factual) 
• Photos, evidence, and site conditions 
• Witness interviews if any 
• Review of:  

o Training records 
o Procedures/SWMS 
o Maintenance records 
o Previous similar incidents 

• Assessment of:  
o Worker competency 
o Adequacy of training provided 
o Supervision effectiveness 

 
Drug & Alcohol Testing Requirements 
Post-Incident Testing 
Testing may be required following: 
 

• Vehicle accidents 

• Property damage incidents 

• Serious near misses 

• Injuries requiring medical treatment 

• As otherwise directed by management 
 
Testing is conducted in accordance with the company's Drug & Alcohol Policy. 
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Investigation Outcome 
All investigations must: 

• Identify corrective and preventive actions 
• Apply the Hierarchy of Controls: 

o Eliminate 
o Substitute 
o Engineer 
o Administrative 
o PPE 

 
All investigations must determine: 

• If retraining is required 
• The type and scope of retraining 
• Whether competency must be re-verified 

 

CORRECTIVE, PREVENTIVE AND RETRAINING ACTIONS (UPGRADED SECTION) 
General Requirements 

• Actions must address root causes, not symptoms 
• Controls must follow the Hierarchy of Controls 
• Actions must be:  

o Assigned 
o Tracked 
o Closed out 

 
Retraining Requirements  
Where investigation identifies training, competency, procedural or human factor failures, retraining 
must be implemented. 
Retraining must: 

• Be mandatory where a competency gap is identified 
• Be task-specific and risk-based 
• Be delivered by a competent person 
• Include:  

o Review of procedures / SWMS 
o Practical demonstration (where applicable) 
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Types of Retraining 
Retraining may include: 

• SOP / SWMS retraining 
• Equipment or plant operation training 
• High-risk work refresher training 
• Induction or re-induction 
• Manual handling / fatigue / safety systems training 

 
Competency Verification 
Following retraining: 

• Workers must be assessed as competent before resuming task 
• Verification methods may include:  

o Practical assessment 
o Supervisor sign-off 
o Observation in the workplace 

Retraining Records 
The following must be recorded: 

• Retraining required (Yes/No) 
• Training type 
• Trainer 
• Date completed 
• Competency verification outcome 

Effectiveness Review 
• Retraining effectiveness must be reviewed 
• This may include:  

o Monitoring repeat incidents 
o Supervisor feedback 
o Follow-up audits 

 
Return-to-Work / Fitness for Duty Requirement 
Where injury occurs: 

• Workers must provide medical clearance where required. 

• Suitable duties to be assessed. 

• Return to work managed in accordance with rehabilitation procedures. 
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COMMUNICATION AND CONSULTATION 
Consultation occurs in accordance with Sections 47–49 of the Work Health & Safety Act 2011 (Qld). 

• Workers must be consulted on:  
o Investigation findings 
o Training and competency improvements 
o Risk assessments 
o Implementation of controls 

• Stakeholder communication managed by: 
• National Sales Manager / Account Manager 
• Only approved summaries provided externally 

RECORDS MANAGEMENT 
The following records must be maintained: 

• Incident reports 
• Investigation reports 
• Root cause analysis outcomes 
• Corrective action registers 
• Training records 
• Risk assessments 
• Legal/insurance documentation 
• Supporting evidence (photos, video) 
• Retraining records 
• Competency assessments 
• Verification outcomes 

INCIDENT TRENDING AND REVIEW 
• Incident data reviewed by: 
• Risk Team 
• Management Team 
• Trends analysed to: 
• Identify systemic weaknesses 
• Drive preventative strategies 
• Improve WHS performance 
• Analysis must include:  

o Root cause trends 
o Training-related incidents 
o Effectiveness of retraining programs 
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INCIDENT REGISTER 
All incidents must be recorded in the Incident Register  
Entries must be:  

• Accurate 
• Timely 
• Continuously updated 
• Register must capture:  

o Root cause category 
o Retraining requirement status 
o Action closure status 
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IN-VEHICLE MONITORING POLICY 

APPLICATION 
Team Transport & Logistics is committed to providing a safe, healthy, and compliant workplace. 
This policy applies to all workers and management personnel engaged by Team Transport & Logistics. 
It should be read in conjunction with the following company policies: 

• Workplace Health and Safety Policy 
• Privacy Policy 
• Chain of Responsibility Policy 

DEFINITIONS 
For the purposes of this policy: 
Contractor means any person engaged by Team Transport & Logistics under a contract for services, 
either as an individual or through a company or firm, excluding direct employees of Team Transport & 
Logistics. 
In-Vehicle Monitoring System (IVMS) means any technology installed in Team Transport & Logistics 
vehicles for the purpose of monitoring vehicle operation, driver behaviour, safety, compliance, and 
fleet performance, including but not limited to: 

• Televio Vehicle Management Technology 
• GPS Tracking Devices 
• Radio Frequency Identification (RFID) Tags 
• Okoris In-Vehicle Camera System, including:  

o Forward-facing camera 
o Left-side camera 
o Right-side camera 
o Driver-facing camera 
o Digital video recording functionality 

• Emergency Response Button 
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Road Use Law means: 
a) The Heavy Vehicle National Law as enacted in any Australian State or Territory; 
b) The Transport Operations (Road Use Management) Act 1995 (Qld) and the Transport Operations 
(Road Use Management—Road Rules) Regulation 2009 (Qld); 
c) The Road Transport Act 2013 (NSW) and Road Rules 2014 (NSW); and 
d) Any equivalent legislation or regulation relating to road transport in another Australian jurisdiction. 
Team Transport, we, us, or our means Team Transport & Logistics (ABN 16 334 296 903). 
Worker means any employee, contractor, labour hire worker, volunteer, or agent of Team Transport & 
Logistics. 

PURPOSE 
An In-Vehicle Monitoring System (IVMS) is installed and operational in all Team Transport heavy 
vehicles. 
 
This policy outlines: 

• The purpose of in-vehicle monitoring; 
• The types of data collected by the IVMS; 
• How that data may be used; and 
• The requirements governing the management, operation, and use of the IVMS by Workers. 

The primary purpose of the IVMS is to promote safety and ensure compliance with applicable Road 
Use Laws and Chain of Responsibility obligations. 

Team Transport is committed to maintaining industry-leading safety and compliance standards. As 
technology evolves, Team Transport may introduce additional monitoring technologies or modify 
existing IVMS functionality. 
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SYSTEM OVERVIEW 

The IVMS consists of: 
a) Televio Vehicle Management Technology; 
b) GPS Tracking Devices; 
c) Radio Frequency Identification (RFID) Tags; 
d) Okoris In-Vehicle Camera System, including forward-facing, left-side, right-side, and driver-facing 
cameras with digital recording capability; and 
e) Emergency Response Button. 
 
The Televio telematics system records and analyses telematics and GPS data, providing reports and 
notifications to Team Transport regarding vehicle operation and driver behaviour. 

The IVMS is designed to: 
a) Support the efficient and effective transport of goods; 
b) Monitor compliance with legal requirements, company policies, and safe driving practices; 
c) Allow Team Transport to view, track, monitor, and report on vehicle usage and movements; 
d) Assist in the investigation of incidents, accidents, complaints, and near misses; and 
e) Enhance employee safety and emergency response capability. 

BENEFITS OF IVMS 
The IVMS provides significant benefits to both Workers and Team Transport, including: 

• Improved workplace health and safety outcomes; 
• Enhanced compliance with legislative requirements; 
• Better risk management and incident investigation; 
• Improved customer service and operational efficiency; 
• More effective work scheduling and resource allocation; 
• Enhanced fatigue management; 
• Improved route planning and fleet utilisation; 
• Faster emergency response capability; 
• Asset security and theft prevention; and 
• Protection against fraudulent claims and litigation. 
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DATA COLLECTION 
The IVMS generates daily reports relating to vehicle operation, usage statistics, and driver behaviour. 
Team Transport may also receive real-time alerts regarding driving events and safety-related 
behaviours. 
 
The in-cab driver-facing camera ceases recording when the vehicle ignition is switched off (ACC OFF). 
This feature is intended to provide Workers with privacy when resting, sleeping, or changing clothing in 
the vehicle cab. 
 
Data collection and recording automatically recommence when the ignition is switched on (ACC ON). 

DATA USE, SECURITY AND ACCESS 
Information collected through the IVMS will only be used for purposes associated with: 

• Providing transport services; 
• Maintaining safety and legal compliance; 
• Managing company assets and operations; or 
• Investigating suspected unlawful conduct or misuse of company vehicles or resources. 

 

Vehicle and driver data may be monitored in real time or reviewed retrospectively for operational, 
safety, compliance, and customer service purposes, including: 

• Allocating and managing work; 
• Responding to customer enquiries; 
• Locating vehicles and Workers; 
• Investigating incidents; and 
• Monitoring compliance obligations. 

Information generated by the IVMS may be used as part of performance management processes to: 
a) Assess operational efficiency and resource utilisation; and 
b) Verify compliance with Road Use Laws and Team Transport policies and procedures. 
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IVMS data may also be used during investigations involving: 

• Safety incidents; 
• Accidents or near misses; 
• Customer complaints; 
• Public complaints; 
• Misconduct allegations; or 
• Other disciplinary matters. 

Where appropriate, IVMS data may be relied upon as evidence during disciplinary processes. 
 
Team Transport will take all reasonable steps to protect collected information from unauthorised 
access, misuse, interference, modification, disclosure, or loss. 
 
Access to IVMS information will be restricted based on operational requirements and job 
responsibilities. Appropriate controls and audit trails will be maintained to detect and investigate any 
unauthorised access or use. 
 
In certain circumstances, IVMS information may be monitored or reviewed by authorised third parties 
for compliance, auditing, maintenance, or regulatory purposes. 

Emergency Response Button 
The Emergency Response Button is provided to enable Workers to quickly notify Team Transport of an 
emergency, incident, safety concern, or threat. 
When activated: 

• An alert is immediately sent to the Internal Safety Team; 
• Appropriate personnel will review the alert and contact the Worker; 
• Support and assistance will be coordinated as required to ensure the Worker’s safety and 

wellbeing. 
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DISCLOSURE OF INFORMATION 
Team Transport will not use or disclose a Worker's personal information collected through the IVMS 
for any purpose other than those outlined in this policy, unless otherwise permitted or required by law. 
 
Personal information collected through the IVMS may be disclosed where: 
a) The Worker has provided consent; 
b) The information is requested by a law enforcement agency for the detection, investigation, or 
prosecution of an actual or suspected offence; 
c) The disclosure is required or authorised by law; or 
d) The information is required for actual or anticipated civil, criminal, or regulatory proceedings. 
 
Certain IVMS information may be hosted, managed, or processed by third-party service providers 
engaged by Team Transport. Those providers may themselves be legally required to disclose 
information to law enforcement agencies or regulatory authorities where required by law. 

TRAINING AND COMMUNICATION 
Team Transport will make this policy available to all Workers through: 
a) Induction training; 
b) Toolbox talks and refresher training sessions; and 
c) The company website at www.teamtransport.com.au. 
 
All Workers will receive instruction regarding their rights, responsibilities, and obligations under this 
policy. 

DISCIPLINARY ACTION 
Failure to comply with this policy may result in disciplinary action, up to and including termination of 
employment or engagement. 
 
A Worker will be deemed to have committed a serious breach of this policy if they: 
a) Obstruct, disable, tamper with, or attempt to tamper with any IVMS equipment or component; 
b) Install or use any device that interferes with the operation of the IVMS; 
c) Alter, delete, manipulate, or attempt to manipulate IVMS data or recorded footage; or 
d) Direct or encourage another person to engage in conduct described above. 
 
 
 
 

http://www.teamtransport.com.au/


 
 

124 
 

Driven By Service 

Powered By Teamwork 
 
 
 

RELATED DOCUMENTS 
Related policies and supporting documents are available on the Team Transport & Logistics website: 
https://teamtransport.com.au/resources/  
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LANGUAGE, LITERACY AND NUMERACY (LLN) POLICY 

PURPOSE 
Team Transport & Logistics is committed to ensuring all workers possess the language, literacy and 
numeracy (LLN) skills necessary to perform their duties safely, effectively and in accordance with 
legislative, operational and customer requirements. 
This policy establishes the process for identifying and assessing LLN requirements for roles within the 
organisation and providing appropriate support where gaps are identified. 
The policy supports Team Transport & Logistics' obligations under the: 

• Work Health and Safety Act 2011 (Qld) 
• Work Health and Safety Regulation 2011 (Qld) 
• Anti-Discrimination Act 1991 (Qld) 
• Fair Work Act 2009 (Cth) 

SCOPE 
This policy applies to all: 

• Employees 
• Casual workers 
• Contractors 
• Subcontractors 
• Labour hire personnel 
• Prospective workers engaged to perform work on behalf of Team Transport & Logistics 

Language, literacy and numeracy skills include the five core skills identified in the Australian Core 
Skills Framework (ACSF): 

• Learning 
• Reading 
• Writing 
• Oral communication 
• Numeracy 

The level of LLN skills required will vary according to the responsibilities, risks and competency 
requirements of each position. 
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POLICY STATEMENT 
Team Transport & Logistics recognises that effective communication and understanding are critical to 
workplace safety, compliance and productivity. 
The organisation will: 

• Assess the LLN requirements of positions based on the duties and risks associated with the 
role. 

• Use fair, reasonable and non-discriminatory methods to evaluate LLN capability where 
relevant to job requirements. 

• Provide prospective workers with information regarding LLN requirements during recruitment 
and onboarding processes. 

• Ensure workers can understand workplace instructions, policies, procedures, safety 
information and training relevant to their role. 

• Treat all workers with dignity, fairness and respect throughout any LLN assessment process. 
• Maintain confidentiality of LLN assessment results. 
• Consider reasonable adjustments, additional training, mentoring or support where 

appropriate. 
No person will be treated less favourably on the basis of their cultural background, language, disability 
or other protected attribute under applicable anti-discrimination legislation. 

LLN ASSESSMENT PROCESS 
Where a role requires specific literacy or numeracy competencies, prospective workers may be 
requested to complete an LLN assessment prior to commencing work or undertaking competency-
based training. 
The assessment will evaluate whether the individual can: 

• Read and understand workplace documentation. 
• Complete required records and forms. 
• Communicate effectively in the workplace. 
• Understand safety instructions and emergency procedures. 
• Perform numerical calculations relevant to their duties. 

Assessment outcomes will be reviewed in conjunction with the inherent requirements of the position. 
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OUTCOMES OF ASSESSMENT 

Satisfactory Outcome 
Where a prospective worker demonstrates the LLN skills required for the position, they may proceed 
to induction and onboarding activities. 

Additional Support Required 
Where an assessment identifies areas requiring improvement, Team Transport & Logistics may: 

• Provide additional support during induction; 
• Facilitate coaching, mentoring or workplace assistance; 
• Recommend external LLN training; or 
• Assess whether reasonable adjustments can be implemented. 

A worker will not automatically be excluded from employment solely because additional LLN support 
is required, provided the inherent requirements of the role can be performed safely and effectively. 

Unsuitable Outcome 
Where LLN skills are assessed as insufficient to safely perform the inherent requirements of the role, 
and reasonable support measures are unable to address the identified gaps, the worker may be 
deemed unsuitable for the position. 
Any such decision will be documented and communicated respectfully to the individual. 

RESPONSIBILITIES 

Management 
Management is responsible for: 

• Identifying LLN requirements for positions. 
• Ensuring assessment processes are fair, consistent and relevant to the role. 
• Maintaining assessment records. 
• Providing access to appropriate support and development opportunities. 

Supervisors and Trainers 
Supervisors and trainers are responsible for: 

• Identifying potential LLN barriers during training and induction. 
• Implementing appropriate support measures where practical. 
• Escalating concerns regarding a worker's ability to safely perform tasks due to LLN limitations. 
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Workers 
Workers are responsible for: 

• Participating honestly in LLN assessments where required. 
• Seeking assistance when they do not understand workplace information, instructions or 

requirements. 
• Participating in agreed support or development activities. 

CONFIDENTIALITY 
Information obtained through LLN assessments will be treated as confidential and managed in 
accordance with Team Transport & Logistics' privacy and record management requirements. 
Assessment results will only be disclosed to personnel with a legitimate business need to know. 

DEFINITIONS 
Language 
The use of spoken, written or other forms of communication to convey meaning and information. 

Literacy 
The ability to read, write, understand and communicate information effectively in workplace and 
social contexts. 
Numeracy 
The ability to interpret, analyse and apply mathematical concepts and information in practical 
workplace situations. 
Australian Core Skills Framework (ACSF) 
The national framework used to describe performance in learning, reading, writing, oral 
communication and numeracy. 
Worker 
As defined under the Work Health and Safety Act 2011 (Qld), a person who carries out work in any 
capacity for Team Transport & Logistics, including employees, contractors, subcontractors, labour 
hire workers, apprentices, trainees and volunteers. 
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LEAVE POLICY 

Overview 
Team Transport & Logistics recognises the importance of providing employees with access to leave 
entitlements that support their health, wellbeing, family responsibilities and work-life balance. 
 
Employees may be entitled to various forms of paid and unpaid leave in accordance with the Fair 
Work Act 2009 (Cth), applicable modern awards, enterprise agreements, and this Policy. 
This Policy outlines employee entitlements and the procedures for requesting and taking leave. 

Annual Leave 
Eligibility and Entitlement 

Permanent full-time employees are entitled to four (4) weeks of paid annual leave for each year of 
service. 
Permanent part-time employees are entitled to annual leave on a pro rata basis according to their 
ordinary hours of work. 
Annual leave: 

• Accrues progressively based on ordinary hours worked; 
• Accumulates from year to year if not taken; and 
• Is paid at the employee's applicable rate in accordance with legislative requirements. 

 
Employees classified as shift workers under the Fair Work Act 2009 (Cth) or an applicable modern 
award are entitled to five (5) weeks of annual leave per year. 
Casual employees are not entitled to paid annual leave. 
Requesting Annual Leave 
Employees must obtain approval before taking annual leave. 
 
Leave requests should be submitted through the Employment Hero Work App or the Employment 
Hero HR Portal. Where employees are unable to submit their own request, assistance may be 
provided by Payroll or Human Resources. 
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Employees are encouraged to provide at least four (4) weeks' notice wherever practicable. 
When considering leave requests, management will assess: 

• Operational requirements; 
• Staffing levels; 
• Business needs; and 
• Any previously approved leave arrangements. 

Employees must have sufficient accrued annual leave available to cover the requested period of 
absence. 
Where an employee does not have sufficient accrued leave, the absence may be approved as Leave 
Without Pay (LWOP) at the Company's discretion. 
Submission of a leave request does not automatically constitute approval. Team Transport & Logistics 
reserves the right to refuse a leave request where operational requirements cannot accommodate the 
absence or insufficient notice has been provided. Leave will not be unreasonably withheld. 
Direction to Take Annual Leave 
The Company may direct employees to take annual leave in circumstances permitted by law, 
including during business shutdown periods. Appropriate notice will be provided. 
Payment of Annual Leave on Termination 
Upon termination of employment, employees will be paid any accrued but untaken annual leave in 
accordance with applicable legislation. 

Leave Without Pay (LWOP) 
Eligibility and Entitlement 
Leave Without Pay (LWOP) is an approved period of absence during which an employee is not paid. 
This section does not apply to unpaid leave entitlements provided under the National Employment 
Standards (NES), including: 

• Unpaid parental leave; 
• Unpaid carer's leave; and 
• Unpaid community service leave. 

Employees may request LWOP for personal reasons not otherwise covered by leave entitlements. 
Approval is at the discretion of Team Transport & Logistics. 
Where paid leave balances are available, employees may be required to access those entitlements 
before LWOP is approved. 
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Effect on Continuous Service 
Continuous service is generally maintained during periods of approved unpaid leave. 
However, unless otherwise specified by legislation, unpaid leave periods do not count towards the 
accumulation of certain entitlements, including paid leave accruals. 
Approved unpaid leave under the NES may count towards continuous service for purposes including: 

• Requests for flexible working arrangements; 
• Unpaid parental leave and related entitlements; and 
• Notice of termination and redundancy provisions. 

Personal and Carer's Leave 
Eligibility and Entitlement 

Personal/Carer's Leave may be used when an employee: 
• Is unable to work due to personal illness or injury; or 
• Needs to provide care or support to an immediate family member or household member 

because of illness, injury, or an unexpected emergency. 
For the purposes of this Policy, immediate family includes: 

• A spouse or former spouse; 
• A de facto partner or former de facto partner; 
• A child, parent, grandparent, grandchild or sibling; and 
• Equivalent relatives of a spouse or de facto partner. 

Immediate family also includes step-relations and adoptive relations. 
Permanent full-time employees are entitled to 10 days of paid personal/carer's leave per year. 
Permanent part-time employees receive a pro rata entitlement based on their ordinary hours of work. 
Personal/carer's leave: 

• Accrues progressively during the year; 
• Accumulates from year to year if unused; and 
• Is paid at the employee's base rate of pay in accordance with the Fair Work Act. 

Casual employees are not entitled to paid personal/carer's leave. 
Notification and Evidence Requirements 

Employees must: 
• Notify their manager as soon as reasonably practicable, preferably before the start of their 

shift; 
• Advise the expected duration of their absence; and 
• Submit a leave request through Employment Hero. 
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The Company may require satisfactory evidence of the reason for absence, including: 

• Medical certificates; 
• Statutory declarations; or 
• Other acceptable documentation. 

Evidence may be required for absences: 
• Exceeding two consecutive working days; or 
• Occurring immediately before or after a public holiday, weekend, rostered day off, annual 

leave period, or other circumstances deemed reasonable by the Company. 
Failure to provide requested evidence may result in the leave being unpaid. 
Where insufficient personal leave is available, the absence may be processed as Leave Without Pay. 

Unpaid Carer's Leave 
Employees who: 

• Are casual employees; or 
• Have exhausted their paid personal/carer's leave entitlement, 

may access up to two (2) days of unpaid carer's leave per permissible occasion to provide care or 
support to an immediate family or household member who requires assistance due to illness, injury or 
an unexpected emergency. 
Employees must comply with the same notification and evidence requirements that apply to 
personal/carer's leave. 

Paid Family and Domestic Violence Leave 
All employees, including casual employees, are entitled to 10 days of paid Family and Domestic 
Violence Leave each year. 
This entitlement: 

• Is available in full at the commencement of employment; 
• Does not accrue from year to year; and 
• May be taken as a single continuous period, separate periods of one or more days, or in 

another agreed arrangement. 
Eligibility 

An employee may access this leave where: 
• They are experiencing family and domestic violence; 
• They need to take action to address the impact of that violence; and 
• It is impractical to do so outside ordinary working hours. 
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Examples include: 

• Court appearances; 
• Police appointments; 
• Medical consultations; 
• Counselling services; and 
• Relocation or safety-related arrangements. 

Confidentiality 

Team Transport & Logistics will treat all information relating to Family and Domestic Violence Leave 
confidentially, to the extent reasonably practicable and permitted by law. 
This leave will not be identified on employee payslips. 
Evidence Requirements 

Employees should notify their manager as soon as practicable and may be required to provide 
reasonable evidence supporting the need for leave, such as: 

• Police documentation; 
• Court documents; 
• Documents from a family violence support service; or 
• A statutory declaration. 

Compassionate Leave 
Eligibility and Entitlement 

Compassionate Leave allows employees time away from work when: 
• A member of their immediate family or household sustains a life-threatening illness or injury; 
• A member of their immediate family or household dies; 
• The employee or their current spouse/de facto partner experiences a miscarriage; or 
• A stillbirth occurs in circumstances covered by the Fair Work Act. 

Permanent employees are entitled to two (2) days of paid compassionate leave per permissible 
occasion. 
Casual employees are entitled to two (2) days of unpaid compassionate leave per permissible 
occasion. 
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Notification and Evidence Requirements 

Employees should notify their manager as soon as practicable and advise: 
• The reason for their absence; and 
• The anticipated duration of leave. 

The Company may request reasonable supporting documentation, such as: 
• Medical certificates; 
• Funeral notices; 
• Death notices; or 
• Other appropriate evidence. 

Employees must submit the relevant leave request through Employment Hero upon their return to 
work. 

Community Service Leave 
Employees, including casual employees, may access Community Service Leave for eligible activities 
including: 

• Voluntary emergency management activities; and 
• Jury service, including jury selection. 

Community Service Leave is generally unpaid, except where payment is required by law, such as 
eligible jury service payments. 
Employees should notify the Company as soon as practicable and provide evidence of their 
attendance where requested. 

Long Service Leave 
Employees may become entitled to Long Service Leave following an extended period of continuous 
service with Team Transport & Logistics. 
Long Service Leave entitlements are governed by the legislation applicable in the state or territory in 
which the employee performs work. 
These laws determine: 

• Eligibility requirements; 
• Length of qualifying service; 
• Leave accrual rates; and 
• Payment arrangements. 

Employees seeking information regarding their Long Service Leave entitlement should contact Human 
Resources or Payroll. 
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LOAD RESTRAINT POLICY 

Overview 
This policy recognises the critical importance of effective load restraint to prevent injury to people and 
damage to property. 
The primary objective is to ensure that all loads carried on heavy vehicles are: 

• Positioned in a manner that maintains vehicle stability and safety; and 

• Secured so they are unlikely to move, fall, or become dislodged during transport. 

Scope 
This policy applies to all personnel within the Chain of Responsibility (CoR) involved in loading, 
unloading, or transporting goods, including: 

• Loaders and unloaders 

• Drivers 

• Yard and warehouse personnel 

• Managers and supervisors 

Note: Drivers hold primary responsibility for ensuring loads are properly restrained. This includes 
conducting a final load restraint compliance check prior to departure. 

Legislative Requirements 
Under the National Heavy Vehicle Law (NHVL), all parties in the Chain of Responsibility must ensure 
compliance with load restraint requirements. 
Loads must: 

• Be secured using an appropriate restraint system 

• Not adversely affect the stability of the vehicle (e.g. risk of rollover or loss of control) 

• Remain secured under normal driving conditions, including:  

o Heavy braking 

o Sudden steering manoeuvres 

o Minor collisions 
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• Not protrude in a way that could:  

o Injure persons 

o Damage property 

o Obstruct road users 

• Be safely retrieved if dislodged, or arrangements made for recovery 

Loading Requirements 
Before loading: 

• A loading plan must be developed and implemented by: 

o The driver 

o Loaders/unloaders 

o Consignor/consignee 

o Any person responsible for container packing 

• Loads must not be carried if they cannot be restrained in accordance with: 

o The Load Restraint Guide (NRSP / NTC); and 

o Approved load restraint systems 

Before departure: 
• All loads must be inspected to confirm compliance with the Load Restraint Guide 

• Any deficiencies must be rectified prior to travel 

Load Restraint Management 
All parties in the Chain of Responsibility must ensure: 

• Load restraint procedures are implemented and followed 

• Compliance is regularly monitored 
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• Non-conformances are:  

o Investigated 

o Corrected 

o Recorded where required 

An annual review must be conducted to: 
• Assess risks of non-compliance 

• Evaluate effectiveness of control measures 

• Improve load restraint practices 

Load Restraint Methods 
Appropriate restraint methods will vary depending on load type and configuration. Approved 
equipment may include: 

• Certified load restraint curtains 

• Gates and barriers 

• Angles 

• Corflute 

• Plywood (ply) 

• Rated webbing straps 

• Chains 

All equipment must be: 
• Fit for purpose 

• In good condition 

• Rated appropriately for the load 
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Performance Standards 
Load restraint systems must be capable of withstanding the following minimum forces: 

• Forward: 80% of the load weight 

• Sideways/Rearward: 50% of the load weight 

• Vertical: 20% of the load weight 

• Lateral: 50% of the load weight 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(Refer to Diagram A – Performance Standards for Load Restraint, based on the NTC Load Restraint 
Guide 2025) 
Compliance with these standards ensures loads: 

• Will not dislodge under expected driving conditions 

• Will not compromise vehicle stability 

• Remain secure during emergency braking and minor collisions 

 

Key Elements of a Load Restraint 
System  

1. Understand your load.  
2. Choose suitable vehicle for 

load/size.  
3. Use restraint system suitable for 

load.  
4. Position load to maintain vehicle 

stability, steering and braking.  
5. Check vehicle structures and 

restraint equipment in good 
working order & strong enough to 
restrain load.  

6. Make sure load is stabilized.  
7. Understand safe work practices 

when loading and unloading.  
8. Make sure enough restraint is used 

to keep yourself & others safe.  
9. Allow for changes in vehicle 

stability, steering & braking when 
driving a loaded vehicle. 

10. Check the load and restraints 
regularly during the journey. 
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Documentation 
Further guidance is available in: 

• Load Restraint Guide 2025 (NHVR) 

• Mass and Dimension Guidelines 2022 

Further Information 
For additional guidance or clarification regarding this policy, contact the: Risk and Compliance Team 
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MASS & DIMENSION POLICY 

Purpose 
Team Transport & Logistics is committed to ensuring all heavy vehicles are operated within legal mass 
and dimension limits and that loads are safely loaded, restrained, and transported in accordance with 
the Heavy Vehicle National Law (HVNL) and Chain of Responsibility (CoR) requirements. 
 
Effective mass and dimension management supports road safety, protects public infrastructure, 
reduces operational risk, and ensures compliance with legislative obligations. Loads must never 
project or be positioned in a manner that creates a danger to persons, property, or public 
infrastructure, regardless of any warning devices or signage used. 

Background 
The Chain of Responsibility (CoR) framework ensures that all parties involved in the transport supply 
chain share responsibility for preventing breaches of the Heavy Vehicle National Law. 
 
Any person or organisation that exercises control, influence, or has the capacity to influence a 
transport activity may be held accountable under CoR legislation. 
 
Parties within the transport chain include, but are not limited to: 

• Directors and company officers. 
• Employers. 
• Vehicle operators. 
• Prime contractors. 
• Schedulers and dispatch personnel. 
• Consignors and consignees. 
• Receivers of goods. 
• Loaders and unloaders. 
• Loading managers. 
• Partnerships, corporations, and other business entities. 

All parties must take reasonable steps to ensure heavy vehicle operations comply with applicable 
mass, dimension, loading, and load restraint requirements. 
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Scope 
This policy applies to: 

• All Team Transport & Logistics employees. 
• Contractors and subcontractors engaged by Team Transport & Logistics. 
• Any heavy vehicle operated on behalf of Team Transport & Logistics. 
• Activities involving:  

o Vehicle scheduling. 
o Loading and unloading. 
o Load restraint. 
o Vehicle operation. 
o Vehicle maintenance. 
o Transport planning. 
o Container transport operations. 

Objectives 
The objectives of this policy are to: 

• Ensure all vehicles operate within legal mass limits. 
• Ensure axle group mass limits are not exceeded. 
• Ensure regulation Gross Vehicle Mass (GVM) and Gross Combination Mass (GCM) ratings are 

maintained. 
• Ensure loads are restrained in accordance with the National Transport Commission (NTC) 

Load Restraint Guide. 
• Provide accurate mass and dimension information to all relevant parties. 
• Ensure drivers and loaders can stop loading activities where a safety risk exists. 
• Ensure vehicle dimensions comply with legislative requirements. 
• Prevent any vehicle from departing a site where there is a known risk of:  

o Overloading. 
o Excess dimensions. 
o Inadequate load restraint. 
o Non-compliance with transport legislation. 
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Policy Requirements 

Mass Management 
Heavy vehicles must not exceed: 

• Regulation GVM or GCM ratings. 
• Manufacturer component ratings, including:  

o Axles. 
o Suspension. 
o Tyres. 
o Wheels. 

• Statutory mass limits prescribed under legislation. 
When determining vehicle mass, consideration must be given to: 

• Payload. 
• Fuel. 
• Drivers and passengers. 
• Load restraint equipment. 
• Tools and ancillary equipment. 
• Any other items carried on the vehicle. 

Personnel responsible for scheduling transport must ensure that load information accurately reflects: 
• Container Weight Declarations (CWDs). 
• Consignor-supplied mass information. 
• Plant and equipment weights. 
• Trailer and vehicle tare weights. 
• Fuel requirements. 
• Load dimensions, including:  

o Height. 
o Width. 
o Length. 

Where uncertainty exists regarding load mass or dimensions, assistance must be obtained from a 
suitably qualified and competent person. 
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Dimension Management 
All heavy vehicles and loads must comply with applicable statutory dimension limits. 
Drivers, schedulers, loaders, and managers must ensure: 

• Vehicle length does not exceed approved limits. 
• Vehicle width, including load, does not exceed 2.5 metres unless operating under an 

approved permit. 
• Vehicle height remains within permitted limits. 
• Rear overhang complies with legislative requirements. 

Excess Dimension Loads 
Where a load exceeds approved mass or dimension limits: 

• Appropriate permits or approvals must be obtained before transport. 
• Conditions contained within permits must be complied with at all times. 
• Permit documentation must accompany the vehicle during transport. 

Rear Projection and Warning Devices 
Warning devices must be fitted where a load: 

• Projects more than 1.2 metres beyond the rear of the vehicle. 
• Obscures the rear of the load from normal view. 
• Is transported on a pole-type trailer. 

Daytime Requirements 

A warning signal must consist of a brightly coloured flag or material measuring at least 300 mm x 300 
mm. 
Night-Time Requirements 

A warning signal must consist of a red light visible from at least 200 metres. 
Regardless of warning devices used, no load may create a hazard to: 

• Road users. 
• Pedestrians. 
• Property. 
• Public infrastructure. 
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Height Limits 
Unless operating under an approved permit, vehicle heights must not exceed: 

Vehicle Type Maximum Height 

General Heavy Vehicles 4.3 metres 

Livestock Carriers 4.6 metres 

Multi-deck Vehicle Carriers 4.6 metres 

Double-Decker Buses 4.4 metres 

Trip Planning 
Prior to transport activities, drivers and schedulers must ensure: 

• Routes accommodate vehicle height and dimensions. 
• Roads are approved for the vehicle type and combination. 
• Road restrictions and curfews are identified. 
• Exposure to roadworks is minimised where practicable. 
• Vehicle lighting is used where visibility is reduced due to weather or environmental 

conditions. 

Transportation of Containers 
All containers must: 

• Be loaded to distribute mass evenly. 
• Have contents appropriately secured. 
• Be accompanied by a valid Container Weight Declaration (CWD). 
• Be secured to the vehicle in accordance with OEM specifications and relevant load restraint 

requirements. 
Drivers must retain required documentation throughout transport operations. 
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Container Load Weight Assessment 
Prior to loading, drivers and loaders must verify that vehicle and axle mass limits will not be exceeded. 
Verification may include: 

• Weighing individual pallets and dunnage. 
• Weighing the loaded container. 
• Reviewing consignor documentation. 
• Using approved load calculation methods. 

No vehicle may be loaded or dispatched if mass compliance cannot be reasonably verified. 

Responsibilities 
Director 

The Director is responsible for: 
• Overall management of the Mass and Dimension Management System. 
• Ensuring compliance with policies and procedures. 
• Reviewing system performance at least annually. 
• Ensuring corrective actions are implemented. 
• Providing training and resources. 
• Maintaining current vehicle and employee records. 
• Overseeing audits and system reviews. 

Managers and Supervisors 

Managers and Supervisors are responsible for: 
• Monitoring compliance with this policy. 
• Managing non-conformances. 
• Supporting driver and loader training. 
• Ensuring accurate operational documentation is maintained. 

Drivers and Subcontractors 

Drivers and subcontractors must: 
• Ensure axle and gross mass limits are not exceeded. 
• Verify load mass before departure. 
• Ensure loads are appropriately restrained. 
• Supervise loading where practical. 
• Comply with permit conditions. 
• Complete all required records and transport documentation. 
• Report any actual or potential non-conformance immediately. 
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No vehicle is to be operated while overloaded under any circumstances. 
Loading Managers and Loaders 

Loading personnel must: 
• Ensure loads are distributed correctly. 
• Verify available mass information. 
• Prevent loading practices that may result in overloading. 
• Stop loading where a safety risk exists. 
• Comply with Team Transport & Logistics mass management requirements. 

All Parties 

All parties participating in transport activities are accountable under Chain of Responsibility 
legislation and must take reasonable steps to prevent breaches of mass, dimension, and load 
restraint requirements. 

Vehicle Control 
A Vehicle Register must be maintained containing: 

• Registration number. 
• Chassis/VIN. 
• Registered owner. 
• GVM and GCM ratings. 
• Tare weight. 
• Accreditation details. 
• Date entered into service. 
• Date removed from service. 

Vehicle Maintenance Requirements 
All vehicles and trailers must be maintained in accordance with: 

• Manufacturer specifications. 
• Qualified engineering requirements. 
• ARTSA suspension requirements. 
• Applicable vehicle standards and regulations. 

Where fitted, road-friendly suspensions must be inspected and maintained in accordance with 
manufacturer requirements and relevant certification standards. 
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Records and Documentation 
The company shall maintain: 

• Vehicle registers. 
• Mass management records. 
• Incident and accident records. 
• Training records. 
• Audit and review reports. 
• Non-conformance and corrective action records. 
• Vehicle weight verification records. 

Records must be retained and readily available for compliance verification. 

Verification 
All vehicles operating under this system must undergo mass verification at least annually through a 
certified weighbridge. 
Verification records must include: 

• Vehicle identification. 
• Axle group weights. 
• Gross vehicle weights. 
• Driver details. 
• Date of verification. 
• Weighbridge documentation. 

Where airbag mass monitoring systems are installed, calibration and verification shall occur in 
accordance with manufacturer requirements. 

Training and Competency 
All employees, contractors, and subcontractors involved in transport activities shall receive training 
relevant to their responsibilities under this policy. 
Training shall include: 

• Chain of Responsibility obligations. 
• Vehicle mass limits. 
• Axle group limits. 
• Vehicle dimension requirements. 
• Load restraint requirements. 
• Documentation requirements 
• Non-conformance reporting. 
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Refresher training shall be conducted: 

• At least every 12 months; or 
• Following legislative changes, incidents, audits, or identified non-conformances. 

Benefits of Compliance 
Effective implementation of this policy supports: 

• Improved road safety. 
• Compliance with legislative requirements. 
• Reduced operational risk. 
• Improved vehicle utilisation. 
• Reduced maintenance costs. 
• Enhanced driver confidence and morale. 
• Improved customer and regulatory relationships. 
• Protection of public infrastructure and company reputation. 
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MANUAL HANDLING (HAZARDOUS MANUAL TASKS) POLICY 

PURPOSE 
Team Transport & Logistics is committed to providing a safe and healthy workplace by eliminating or 
minimising the risks associated with hazardous manual tasks. Manual handling injuries remain one of 
the most significant causes of workplace injuries within the transport and logistics industry. 
 
This policy establishes the requirements for identifying, assessing, controlling, and reviewing 
hazardous manual task risks to prevent musculoskeletal disorders (MSDs) and other injuries 
associated with freight handling activities.  

SCOPE 
This policy applies to all Team Transport & Logistics workers, including employees, contractors, labour 
hire workers, visitors, and any other persons engaged in activities involving manual handling or freight 
handling tasks. 

OUR COMMITMENT 
Team Transport & Logistics will, so far as is reasonably practicable: 

• Provide and maintain a work environment that is safe and without risks to health and safety. 
• Eliminate hazardous manual task risks wherever practicable. 
• Minimise risks through the application of the hierarchy of controls where elimination is not 

reasonably practicable. 
• Consult with workers regarding hazardous manual task risks and control measures. 
• Provide suitable information, instruction, training, supervision, and resources to ensure safe 

work practices. 
• Regularly review manual handling hazards, risk assessments, and control measures to 

ensure ongoing effectiveness.  

DEFINITIONS 

Manual Handling 
Manual handling means any activity requiring a person to use force to lift, lower, push, pull, carry, 
move, hold, restrain, or otherwise handle a person, animal, or object. 
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Hazardous Manual Task 
A hazardous manual task is a task requiring a person to lift, lower, push, pull, carry, move, hold, or 
restrain any person, animal, or thing where one or more of the following risk factors are present: 

• Repetitive or sustained force. 
• High or sudden force. 
• Repetitive movement. 
• Sustained or awkward postures. 
• Exposure to vibration. 

Hazardous manual tasks can result in musculoskeletal disorders and other injuries if not properly 
managed.  

MUSCULOSKELETAL DISORDERS (MSDs) 
Musculoskeletal disorders include injuries, illnesses, or diseases affecting muscles, joints, tendons, 
ligaments, nerves, spinal discs, or supporting structures arising from workplace activities. 
Examples include: 

• Sprains and strains. 
• Back injuries. 
• Tendon injuries. 
• Soft tissue injuries. 
• Joint injuries. 
• Chronic musculoskeletal conditions aggravated by work activities. 

MSDs may develop gradually over time or occur suddenly due to exposure to hazardous manual tasks.  

RESPONSIBILITIES 

Management 
Management shall: 

• Identify hazardous manual tasks. 
• Ensure risk assessments are completed. 
• Implement and maintain effective control measures. 
• Provide suitable mechanical aids and equipment where required. 
• Ensure workers receive appropriate training and supervision. 
• Monitor workplace activities to ensure compliance with this policy. 
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Workers 
Workers shall: 

• Follow safe work procedures and training. 
• Use mechanical aids and equipment provided. 
• Participate in consultation and training activities. 
• Report hazardous manual tasks, injuries, incidents, and near misses. 
• Take reasonable care for their own health and safety and that of others. 

RISK MANAGEMENT 
Team Transport & Logistics will manage hazardous manual task risks through the following process: 

Hazard Identification 
Hazardous manual tasks shall be identified through: 

• Workplace inspections. 
• Risk assessments. 
• Incident investigations. 
• Consultation with workers. 
• Workplace observations. 
• Review of injury and workers compensation data. 

Risk factors may include: 
Task Factors 

• Long duration tasks. 
• High-frequency tasks. 
• Repetitive movements. 
• Awkward postures. 
• High-force requirements. 

Load Factors 
• Heavy loads. 
• Bulky loads. 
• Unstable or shifting loads. 
• Difficult-to-grasp loads. 
• Live loads such as animals. 
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Environmental Factors 

• Restricted workspaces. 
• Uneven or slippery surfaces. 
• Poor lighting. 
• Heat, cold, or adverse weather. 
• Stairs, ramps, or confined work areas. 

Individual Factors 
• Inadequate training. 
• Inexperience. 
• Physical limitations. 
• Fatigue.  

Risk Assessment 
Where hazardous manual tasks are identified, a risk assessment shall be undertaken to determine: 

• The level of risk. 
• The likelihood of injury occurring. 
• The severity of potential injury. 
• Existing controls and their effectiveness. 
• Additional controls required. 

Risk Control 
Hazardous manual task risks will be controlled using the hierarchy of controls: 
Elimination 

• Eliminate manual handling where practicable. 
Substitution 

• Replace manual handling activities with safer alternatives. 
Engineering Controls 
Examples include: 

• Forklifts. 
• Pallet jacks. 
• Tailgate loaders. 
• Conveyors. 
• Trolleys. 
• Hoists and lifting devices. 
• Adjustable workstations. 
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Administrative Controls 
Examples include: 

• Safe work procedures. 
• Task rotation. 
• Scheduling adequate breaks. 
• Workplace signage. 
• Fatigue management. 
• Traffic and freight flow planning. 

Personal Protective Equipment (PPE) 
PPE may be used as a supplementary control measure but must not be relied upon as the primary 
means of risk control.  

SAFE MANUAL HANDLING REQUIREMENTS 
At Team Transport & Logistics: 

• Workers must assess loads and the work environment before undertaking any manual 
handling task. 

• Workers must use mechanical aids wherever reasonably practicable. 
• Team lifting shall be used where mechanical assistance is unavailable and the risk 

assessment determines it is appropriate. 
• Workers must not undertake manual handling activities beyond their physical capability. 
• Loads that are unstable, awkward, difficult to grip, or obstruct visibility must be reassessed 

before handling. 
• Prolonged bending, twisting, reaching, over-shoulder work, and sustained awkward postures 

should be avoided wherever practicable. 
• Freight should be stored and positioned to minimise lifting, carrying, reaching, and bending. 
• Any manual handling activity identified as presenting a significant risk must be reported to 

supervision for review and implementation of additional controls.  
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TRAINING 
Team Transport & Logistics will provide training covering: 

• Hazardous manual task awareness. 
• Risk assessment processes. 
• Use of mechanical aids. 
• Safe work procedures. 
• Reporting hazards and incidents. 
• Practical freight handling techniques relevant to the task being performed. 

 
Training records shall be maintained. 

INCIDENT REPORTING 
All manual handling injuries, hazards, near misses, and incidents must be reported immediately in 
accordance with the Incident Reporting Procedure. 
Investigations shall be conducted to identify root causes and implement corrective actions. 

REFERENCES 
• Work Health and Safety Act 2011 (Qld). [worksafe.qld.gov.au] 

• Work Health and Safety Regulation 2011 (Qld), Chapter 4 – Hazardous Manual Tasks. 
[worksafe.qld.gov.au] 

• Hazardous Manual Tasks Code of Practice 2021 (Qld). [worksafe.qld.gov.au] 

 

 

 

 

 

 

 

 

 

 

 

https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-manual-tasks/hazardous-manual-task-laws
https://www.worksafe.qld.gov.au/safety-and-prevention/hazards/hazardous-manual-tasks/hazardous-manual-task-laws
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0020/72632/hazardous-manual-tasks-cop-2021.pdf


 
 

155 
 

Driven By Service 

Powered By Teamwork 
 

 

MANAGEMENT OF SPILLS POLICY 

Policy Statement 
Team Transport & Logistics is committed to providing and maintaining a safe and healthy workplace 
for workers, contractors, visitors, and members of the public. We recognise that the uncontrolled 
release of hazardous chemicals, fuels, oils, and other contaminants may present risks to health, 
safety, property, and the environment. 
In accordance with the Work Health and Safety Act 2011 (Qld) and the Work Health and Safety 
Regulation 2011 (Qld), Team Transport & Logistics will identify, assess, control, and monitor risks 
associated with chemical storage, handling, transport, and spill response activities. 
All workers are responsible for complying with this policy and participating in procedures that 
minimise the risk of injury, illness, environmental harm, and property damage resulting from spills. 

Purpose 
The purpose of this policy is to establish a consistent approach for managing chemical, fuel, oil, and 
hazardous substance spills by: 

• Protecting workers, contractors, visitors, and the public from exposure to hazardous 
substances. 

• Preventing environmental contamination. 
• Ensuring compliance with applicable Queensland WHS and environmental legislation. 
• Providing clear procedures for responding to minor and major spills. 
• Minimising disruption to business operations. 
• Supporting continuous improvement in safety and environmental performance. 

Scope 
This policy applies to all Team Transport & Logistics workplaces, warehouses, yards, depots, vehicles, 
and operational activities where hazardous chemicals, fuels, oils, or other potentially harmful 
substances are stored, handled, transported, or used. 
It applies to all workers, contractors, labour hire personnel, visitors, and any other persons 
undertaking work on behalf of Team Transport & Logistics. 
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Definitions 

Major Spill 
A major spill is the uncontrolled release of a hazardous chemical, fuel, or contaminant that: 

• Presents an immediate risk to health, safety, property, or the environment; 
• Has the potential to cause fire, explosion, toxic exposure, or significant environmental harm; 
• Requires emergency services attendance; 
• Requires evacuation of part or all of the workplace; or 
• Exceeds the response capability of available personnel and spill response equipment. 

Examples include: 
• More than 100 mL or 10 g of a highly hazardous substance. 
• More than 1 litre or 100 g of a volatile, flammable, reactive, corrosive, or toxic substance. 
• Uncontrolled gas leaks. 
• Any spill entering a stormwater drain, waterway, or environmentally sensitive area. 

Reference must always be made to the Safety Data Sheet (SDS) for the substance involved. 

Minor Spill 
A minor spill is the release of a substance that: 

• Does not present an immediate threat to health, safety, or the environment; 
• Can be safely managed by trained personnel; 
• Is within the capability of available spill response equipment; and 
• Does not require external emergency assistance. 

Examples include small, contained spills that can be safely cleaned using the designated spill kit and 
appropriate PPE. 

Major Spill Response Procedure 
Where a spill poses an immediate risk to people, property, or the environment: 

1. Stop work immediately and raise the alarm. 
2. Evacuate all affected persons from the area. 
3. Isolate the spill area and prevent unauthorised access. 
4. If safe to do so, eliminate ignition sources. 
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5. Contact emergency services by calling 000 and provide:  

• Exact location; 

• Substance involved; 

• Approximate quantity released; 

• Any injuries sustained; and 

• Environmental impacts identified. 
6. If a person has been contaminated or injured:  

• Remove them from danger if safe to do so; 

• Remove contaminated clothing; 

• Flush affected areas using an emergency shower or eyewash station for at least 20 
minutes; 

• Administer first aid in accordance with the SDS; and 

• Seek medical treatment immediately. 
7. Notify the relevant Manager or Supervisor. 
8. Preserve the scene where required under WHS legislation. 
9. Complete an incident report as soon as practicable. 
10. Where required, notify regulatory authorities in accordance with legislative obligations. 

Minor Spill Response Procedure 
Where the spill does not present an immediate risk to health, safety, or the environment: 

1. Notify affected personnel in the immediate area. 
2. Assess the spill and review the relevant SDS. 
3. Isolate the area as required. 
4. Remove ignition sources and secure nearby equipment. 
5. Ensure adequate ventilation. 
6. Obtain the appropriate spill kit. 
7. Wear suitable PPE specified in the SDS. 
8. Contain the spill to prevent further spread. 
9. Prevent entry into drains, waterways, or soil. 
10. Neutralise acids or alkalis where appropriate and safe to do so. 
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11. Apply suitable absorbent materials. 
12. Collect contaminated absorbent and waste into approved containers. 
13. Clean and decontaminate equipment used during the response. 
14. Dispose of waste in accordance with environmental and waste management requirements. 
15. Restock and inspect the spill kit after use. 
16. Report the incident to the relevant Manager or Supervisor. 
17. Complete an incident report as soon as practicable. 

Spill Kit Requirements 

Appropriate spill kits must be readily accessible in all areas where hazardous substances, fuels, or 
chemicals are stored or handled. 
Spill kits should contain, as a minimum: 

Absorbents and Containment Materials 
• Universal absorbent materials. 
• Absorbent pads and mats. 
• Absorbent socks and booms. 
• Chemical neutralising agents where required. 
• Drain covers where appropriate. 

Personal Protective Equipment (PPE) 
• Safety goggles. 
• Face shield. 
• Chemical-resistant gloves. 
• Disposable coveralls. 
• Chemical-resistant footwear covers. 
• Respiratory protection as identified in the SDS. 

Clean-Up Equipment 
• Plastic dustpan and scoop. 
• Heavy-duty waste bags. 
• Sealed disposal containers. 
• Mop and bucket. 
• Warning signage and barricade tape. 
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Manager and Supervisor Responsibilities 
Managers and Supervisors must: 

• Exercise due diligence in accordance with the Work Health and Safety Act 2011 (Qld). 
• Ensure spill risks are identified and controlled. 
• Provide appropriate spill response equipment and resources. 
• Ensure workers receive suitable information, instruction, training, and supervision. 
• Monitor compliance with spill management procedures. 
• Investigate spill incidents and implement corrective actions. 
• Ensure incident reporting and regulatory notification obligations are met. 

Worker Responsibilities 
Workers must: 

• Take reasonable care for their own health and safety and that of others. 
• Follow spill response procedures and reasonable instructions. 
• Use provided PPE and spill response equipment correctly. 
• Immediately report spills, leaks, damaged containers, or defective equipment. 
• Participate in spill response training and emergency drills. 
• Assist in maintaining spill kits and spill control measures. 

Legislative References 
This policy is to be read in conjunction with: 

• Work Health and Safety Act 2011 (Qld) 
• Work Health and Safety Regulation 2011 (Qld) 
• Managing Risks of Hazardous Chemicals in the Workplace Code of Practice 2021 (Qld) 
• First Aid in the Workplace Code of Practice 2021 (Qld) 
• Relevant Safety Data Sheets (SDS) 
• Applicable environmental protection legislation and local authority requirements. 
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MODERN SLAVERY POLICY 

PURPOSE 
This Policy outlines Team Transport and Logistics (TTL)’s commitment to respecting human rights and 
preventing modern slavery in all its forms within our operations and supply chains. 
TTL is committed to conducting business ethically and transparently, consistent with: 

• The Modern Slavery Act 2018 (Cth) 
• The United Nations Guiding Principles on Business and Human Rights 
• The International Labour Organization (ILO) Conventions 
• The UN Universal Declaration of Human Rights 

We aim to identify, assess, and address risks of modern slavery, and continuously improve our 
systems and processes to support the elimination of exploitation. 

PRINCIPLES 
TTL is committed to the following principles: 

• Zero tolerance for modern slavery, including human trafficking, forced labour, debt bondage, 
servitude, forced marriage, and the worst forms of child labour. 

• Commitment to human rights, ensuring fair, ethical, and lawful labour practices. 
• Risk-based due diligence, including identifying, assessing, and mitigating modern slavery 

risks across operations and supply chains. 
• Supplier accountability, requiring suppliers and contractors to comply with modern slavery 

obligations and demonstrate responsible practices. 
• Stakeholder engagement, using our influence to drive positive change where risks are 

identified. 
• Continuous improvement, including collaboration with industry peers, NGOs, and regulators. 
• Training and awareness, ensuring employees and suppliers understand modern slavery risks 

and responsibilities. 
• Access to grievance mechanisms, enabling safe reporting and remediation of concerns. 
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APPROACH 
TTL takes a proactive, risk-based approach to modern slavery by: 

• Identifying and assessing modern slavery risks 
• Implementing controls to manage and mitigate risks 
• Monitoring and reviewing supplier performance 
• Taking corrective action where risks or breaches are identified 
• Reporting on actions and effectiveness as required under the Modern Slavery Act 

We expect similar standards from all suppliers, contractors, and business partners. 

SCOPE 
This Policy applies to: 

• All employees (permanent, temporary, casual) 
• Contractors, consultants, and agency workers 
• Volunteers and students 
• All business operations and supply chains 

ROLES AND RESPONSIBILITIES 
Senior Management Team 

• Ensure compliance with legal and ethical obligations 
• Approve and oversee implementation of this Policy 
• Promote a culture of ethical conduct and accountability 

Risk Team 
• Implement and maintain the Policy 
• Conduct risk assessments and due diligence 
• Monitor effectiveness and compliance 
• Provide advice and training 
• Manage investigations and reporting 

Managers 
• Ensure team awareness and compliance 
• Facilitate training and support 
• Escalate risks and concerns 

All Workers 
• Comply with this Policy 
• Avoid activities that could contribute to modern slavery 
• Report concerns promptly 
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COMPLIANCE AND REPORTING 
TTL encourages a speak-up culture and supports individuals who report concerns in good faith. 

• No retaliation will occur against anyone raising genuine concerns 
• Concerns can be reported to Managers or the Risk Team 
• All reports will be treated confidentially and investigated appropriately 

 
Workers must report: 

• Suspected or actual modern slavery 
• Unsafe or exploitative working conditions 
• Supplier behaviours that may breach this policy 

 

TRAINING AND COMMUNICATION 
TTL will: 

• Provide training on modern slavery risks and obligations 
• Communicate this policy to employees and stakeholders 
• Require suppliers to acknowledge and adhere to our standards 
• Reinforce expectations throughout business relationships 

BREACHES 
Breaches of this Policy may result in: 

• Disciplinary action (including termination of employment) 
• Termination of contracts with suppliers or partners 
• Referral to authorities where required 

DEFINITIONS 

Modern Slavery 
As defined under the Modern Slavery Act 2018 (Cth), includes eight serious forms of exploitation: 

1. Trafficking in persons: the recruitment, harbouring and movement of a person for the 
purposes of exploitation through modern slavery. Exploitation also includes the prostitution of 
others or other forms of sexual exploitation, forced labour or services, slavery, or practices 
similar to slavery, servitude, or the removal of organs.  

2. Slavery: when a person exercises powers of ownership over another.  
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3. Servitude: situations where the victim’s personal freedom is significantly restricted, and they 
are not free to stop working or leave their place of work  

4. Forced marriage: situations where coercion, threats or deception are used to make a victim 
marry or where the victim does not understand or is incapable of understanding the nature and 
effect of the marriage ceremony.  

5. Forced labour: situations in which persons are coerced to work through the use of violence or 
intimidation, or by more subtle means such as accumulated debt, retention of identity papers 
or threats of denunciation to immigration authorities.  

6. Debt bondage: situations where the victim’s services are pledged as security for a debt and 
the debt is manifestly excessive or the victim’s services are not applied to liquidate the debt, or 
the length and nature of the services are not limited and defined.  

7. Deceptive recruiting for labour or services: situations where the victim is deceived about 
whether they will be exploited through a type of modern slavery.  

8. Worst forms of child labour: situations where children are subjected to slavery or similar 
practices, including for sexual exploitation, or engaged in hazardous work which may harm 
their health, safety, or morals, or used to produce or traffic drugs.  

Grievance 
Any concern or complaint regarding treatment or conditions, whether actual or perceived. 

Grievance Mechanism 
A formal process for raising and resolving concerns. 

Supplier 
Any entity providing goods or services, including contractors and consultants. 

Supply Chains 
The full range of activities and relationships involved in providing TTL services, including indirect 
suppliers. 

Operations 
All activities undertaken by TTL. 
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NON-SMOKING AND VAPE-FREE WORKPLACE POLICY 

Policy Statement 
Team Transport and Logistics is committed to providing a safe, healthy, and smoke-free workplace for 
all employees, contractors, visitors, and customers. This policy supports compliance with 
Queensland smoking and vaping legislation and aims to eliminate exposure to environmental tobacco 
smoke (ETS) and aerosol emissions from electronic cigarettes (vapes). Smoking and vaping are only 
permitted in designated smoking areas approved by the Company.  

Scope 
This policy applies to: 

• All Team Transport and Logistics employees. 
• Contractors and subcontractors. 
• Labour hire personnel. 
• Visitors and customers while on Company premises. 
• All Team Transport and Logistics workplaces, facilities, and vehicles. 

Definitions 
For the purposes of this policy, smoking includes the use of: 

• Cigarettes 
• Cigars 
• Pipes 
• Electronic cigarettes (e-cigarettes) 
• Vapes and personal vaporisers 
• Any other smoking or tobacco-related product 

Queensland legislation applies the same smoke-free restrictions to vaping products as it does to 
tobacco smoking in many public and workplace settings.  

Workplace Requirements 
Team Transport and Logistics premises are designated as smoke-free and vape-free workplaces. 
Smoking or vaping is only permitted in authorised designated smoking areas and must not occur: 

• Within 5 metres of the entrance to any non-residential building, including offices, 
warehouses, amenities, and customer facilities.  

• In any enclosed workplace. 
• In shared work areas. 
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• In Company vehicles. 
• In customer vehicles unless specifically authorised by the customer and permitted by law. 
• In any location where smoke or vapour may enter a building through doors, windows, 

ventilation systems, or air-conditioning intakes. 
Designated smoking areas must be located and managed to minimise exposure of non-smokers to 
environmental tobacco smoke and vapour drift. 

Access to Smoking Areas 
Employees accessing designated smoking areas must do so by routes that prevent smoke or vapour 
from entering the workplace. 
For example, where a smoking area is located outside the Iris Place Conference Room, employees 
must access the area via the front entrance or rear external exit and not through the conference room 
doorway. 

Customer Sites 
Employees must comply with all smoking and vaping requirements at customer premises. 
Smoking or vaping at a customer site is prohibited unless: 

• The customer has provided a designated smoking area; and 
• Smoking or vaping is permitted under the customer's site rules and applicable legislation. 

Company Vehicles 
The cabin of any Team Transport and Logistics vehicle is considered a workplace. 
Accordingly: 

• Smoking and vaping are prohibited in all Company-owned, leased, hired, or controlled 
vehicles. 

• Employees must not smoke or vape in a Company vehicle at any time while undertaking 
Company business. 

• Drivers are responsible for enforcing this requirement within their vehicle. 
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OPERATOR LICENSING, TRAINING & VERIFICATION OF COMPETENCY 
POLICY 

(Aligned with Work Health and Safety Act 2011 (Qld) & WHS Regulation 2011) 

OUR COMMITMENT 

Team Transport and Logistics is committed to ensuring the health, safety, competency, and 
professionalism of all workers and subcontractors. 
In accordance with Section 19 of the Work Health and Safety Act 2011 (Qld), the organisation will 
ensure, so far as is reasonably practicable, the provision of: 

• Safe systems of work 
• Adequate information, training, instruction, and supervision 
• Verification that workers are competent and appropriately licensed 

This policy establishes a framework for: 
• Licensing verification 
• Induction and training 
• Verification of Competency (VOC) 
• Ongoing competency assurance and retraining 

SCOPE 
This policy applies to: 

• All employees 
• Subcontractors 
• Labour hire personnel 
• Any person operating:  

o Heavy vehicles 
o Mobile plant 
o Lifting equipment 

 

INDUCTION AND TRAINING 
General Induction 
All workers and subcontractors must complete: 

• Team Transport & Logistics General Induction 
• Relevant Workplace Health and Safety training 
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Prior to commencing work 
Site-Specific Induction 
Workers must complete: 

• Customer/site-specific inductions 
• Task-specific briefings 

Before undertaking work at that location 
 
Vehicle and Equipment Familiarisation 
All operators must undergo: 

• A documented vehicle inspection and familiarisation process 
• Instruction on:  

o Load restraint systems 
o Safety features 
o Equipment operation 

 

Training Needs Analysis 
Training requirements will be identified through: 

• Induction processes 
• Supervisor feedback 
• Incident investigations 
• VOC assessments 
• Performance reviews 

 

Where gaps are identified: 
• Training will be delivered internally or 
• Referred to an approved external training provider 

 
Driver Trainee Program 
Participants must: 

• Undertake structured training plans 
• Maintain ongoing competency development 
• Complete periodic competency assessments 

 
 
 
 
 



 
 

168 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 

LICENCE VERIFICATION 
Licensing Requirements 
All operators must hold current and valid licences/tickets relevant to their role prior to operating any 
vehicle or equipment. 
 
Verification Process 
The organisation will: 

• Sight and verify all licences prior to commencement 
• Record details in:  

o Personnel files 
o Training/competency registers 

 
Ongoing Monitoring 

• Licences must be reverified upon renewal 
• Workers must provide updated copies immediately upon expiry 
• Management may request:  

o TMR Driver History Reports at any time 
 
Non-Compliance 
Failure to provide valid licences will result in: 

• Immediate stand down from operational duties 
• Removal from tasks involving plant or vehicles 
• Reinstatement only upon verification 

 
Applicable Licences and Certificates 
May include (but not limited to): 

• Construction Industry White Card 
• High Risk Work Licences:  

o Forklift (LF) 
o Crane (various classes) 

• Heavy Vehicle Licence (HR/HC/MC) 
• Reach stacker / container handling equipment 
• Any site-specific or specialised certification 
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VERIFICATION OF COMPETENCY (VOC) 
Pre-Employment / Engagement VOC 
All operators must complete a VOC assessment: 

• Prior to commencement, or 
• As part of recruitment 

This must be conducted by a qualified Trainer and Assessor 
 
Scope of VOC 
VOC assessments must cover: 

• All vehicles and plant the operator is expected to use 
• Safe operating procedures 
• Risk awareness 
• Practical demonstration of competency 

 
Probationary VOC 
A follow-up VOC must be completed: 

• At the end of the 6-month probation period 
 
Ongoing VOC Requirements 
VOC reassessments must occur: 

• At a maximum interval of 2 years, or 
• More frequently based on risk 

This assessment must: 
• Be conducted by a qualified Trainer and Assessor 
• Include:  

o Review of procedures (SOPs/SWMS) 
o Practical skills assessment 
o Hazard awareness and risk control 
o This also includes Formal Risk Assessment Training. 

• Be documented and recorded in the Training and Competency Register 
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REASSESSMENT AND TRIGGER EVENTS (CRITICAL CONTROL) 
Competency reassessment and retraining must occur immediately where any of the following arise: 
Incident-Triggered Reassessment 

• Property damage 
• Injury or illness 
• Near miss 
• Dangerous incident 

Performance Concerns 
• Unsafe behaviours observed 
• Non-compliance with procedures 
• Customer complaints 

Operational Changes 
• Introduction of new plant or equipment 
• Changes in task or environment 

Lapsed Operation 
• Extended period without operating plant/equipment 

New Qualifications 
• Within 6 months of obtaining new licence or VOC 

RETRAINING AND COMPETENCY ASSURANCE  
Mandatory Retraining 
Retraining is required where: 

• A root cause analysis identifies competency or training deficiencies 
• VOC identifies gaps 
• Following incidents or unsafe behaviours 

Retraining Requirements 
Retraining must: 

• Be task-specific and risk-based 
• Be delivered by a competent trainer/assessor 
• Include:  

o Theoretical understanding 
o Practical demonstration 
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Competency Verification 
Following retraining: 

• Workers must not resume high-risk tasks until:  
o Competency is verified 
o Supervisor/trainer sign-off is completed 

 
Training Records 
The following must be recorded: 

• Retraining requirement  
• Training type 
• Date completed 
• Trainer/Assessor 
• Competency outcome  

 
Effectiveness Monitoring 
Retraining effectiveness will be monitored through: 

• Repeat incident analysis 
• Supervisor observations 
• Follow-up VOCs 
• WHS audits 

RECORDS MANAGEMENT 
The organisation will maintain: 

• Licence and qualification records 
• VOC assessments 
• Training and retraining records 
• Competency verification documentation 
• Incident-linked training outcomes 

All records must be: 
• Accurate 
• Up to date 
• Readily accessible for audit/inspection 
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MONITORING AND CONTINUOUS IMPROVEMENT 
• Training and competency data will be reviewed by: 

o Risk Team 
o Management Team 

• Analysis will include: 
o Competency trends 
o Training-related incidents 
o Retraining effectiveness 

 

Breaks and Productivity 
Employees who smoke or vape must do so during authorised breaks only. 
Employees are expected to: 

• Minimise time away from work duties. 
• Return promptly from designated breaks. 
• Comply with supervisor instructions regarding break times. 

Unauthorised smoking or vaping breaks may be managed through normal performance and 
disciplinary processes. 

Environmental Responsibilities 
Smoking-related waste must be disposed of responsibly. 
Employees must: 

• Use designated bins or ashtrays. 
• Fully extinguish cigarettes, cigars, and smoking materials before disposal. 
• Remove any litter associated with smoking or vaping products. 
• Leave designated smoking areas clean and tidy. 

Support for Employees 
Team Transport and Logistics recognises the health risks associated with smoking and vaping and 
encourages employees who wish to quit. 
Employees seeking assistance may access information regarding smoking cessation services, 
including Queensland Quitline and other recognised support programs.  

Non-Compliance 
Failure to comply with this policy may result in disciplinary action, up to and including termination of 
employment or removal from site. 
Visitors, contractors, and subcontractors who breach this policy may be directed to leave the 
premises or may be denied future site access. 
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Legislative References 
This policy should be read in conjunction with: 

• Tobacco and Other Smoking Products Act 1998 (Qld). 
• Work Health and Safety Act 2011 (Qld). 
• Relevant Queensland Health smoke-free workplace and public place requirements. 
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PARENTAL LEAVE POLICY 

POLICY STATEMENT 
Team Transport & Logistics is committed to supporting employees during pregnancy, childbirth, 
adoption, and the transition to parenthood. Eligible employees may access unpaid parental leave and 
related entitlements in accordance with the Fair Work Act 2009 (Cth) and applicable workplace 
legislation. 
This policy outlines employee entitlements, notice requirements, and the procedures for taking 
parental leave. 

UNPAID PARENTAL LEAVE 
Eligibility 
Employees are entitled to unpaid parental leave if they: 

• Have completed at least 12 months of continuous service immediately before the expected 
date of birth or adoption placement; or 

• Are casual employees who:  
o Have been employed on a regular and systematic basis for at least 12 months; and 
o Have a reasonable expectation of continuing employment had the birth or adoption had 

not occurred. 
Either parent may access unpaid parental leave if they have responsibility for the care of the child. 
Entitlement 
Eligible employees may take: 

• Up to 12 months' unpaid parental leave; and 
• Request an additional 12 months' extension, for a total period of up to 24 months. 

Requests for an extension will be considered by Team Transport & Logistics and may only be refused 
on reasonable business grounds. 
Parental leave may be taken: 

• As one continuous period; 
• As flexible unpaid parental leave of up to 100 days; or 
• As a combination of continuous and flexible leave. 

WHEN PARENTAL LEAVE MAY COMMENCE 
For a pregnant employee, parental leave may begin: 

• Up to six weeks before the expected birth date; or 
• Earlier if agreed by Team Transport & Logistics. 
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Either parent may commence parental leave at any time within 24 months of the birth or placement of 
a child, provided the leave both starts and finishes within that period. 
Parental leave may also be affected by provisions relating to: 

• Premature birth; 
• Birth-related complications; 
• Stillbirth; or 
• Infant death. 

FLEXIBLE UNPAID PARENTAL LEAVE 
Eligible employees may take up to 100 days of their parental leave entitlement flexibly. 
Flexible parental leave may be taken: 

• In single days; 
• In blocks of days; or 
• As multiple separate periods. 

Flexible leave must be taken before: 
• The child's second birthday; or 
• The second anniversary of an adopted child's placement. 

A pregnant employee may access flexible parental leave up to six weeks before the expected birth 
date. 
The combined total of continuous and flexible parental leave cannot exceed the employee's 
entitlement unless an approved extension is granted. 

NOTICE REQUIREMENTS 
Employees intending to take unpaid parental leave must: 
Initial Notice 
Provide written notice at least 10 weeks before the intended start date, including: 

• Intended commencement date; 
• Intended return-to-work date; and 
• Number of flexible parental leave days intended to be taken (if applicable). 

If 10 weeks' notice is not practicable, employees must provide notice as soon as possible. 
Supporting Evidence 
Employees must provide documentation confirming: 

• The expected birth date, such as a medical certificate; or 
• The expected adoption placement date. 
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Confirmation Notice 

At least four weeks before leave commences, employees must confirm: 
• The start date; 
• The end date; and 
• Any changes to the original notice. 

Flexible parental leave periods must also be confirmed at least four weeks before each period is 
taken, or as soon as practicable. 

REQUESTING AN EXTENSION OF PARENTAL LEAVE 
Employees seeking to extend parental leave beyond the initial 12 months must submit a written 
request at least four weeks before the scheduled end date. 
Team Transport & Logistics will provide a written response within 21 days. 
Before refusing a request, the Company will: 

• Discuss the request with the employee; 
• Consider alternatives; and 
• Attempt to reach agreement. 

Reasonable Business Grounds 
Examples of reasonable business grounds for refusal include: 

• Excessive cost to the business; 
• Inability to reorganise work among existing staff; 
• Impracticality of recruiting replacement staff; 
• Significant loss of efficiency or productivity; or 
• Significant negative impact on customer service. 

Employees may have rights under the Fair Work Act to challenge a refusal through the Fair Work 
Commission. 

DISPUTE RESOLUTION 
If a dispute arises regarding: 

• A refusal to extend parental leave; or 
• Failure to respond within the required timeframe, 

the parties will first attempt to resolve the matter internally. 
If unresolved, either party may refer the matter to the Fair Work Commission for conciliation, 
mediation, or arbitration as permitted under the Fair Work Act 2009. 
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ADOPTION LEAVE 
Employees adopting a child under 16 years of age are entitled to the same unpaid parental leave 
provisions as biological parents. 
Notice Requirements 
At least 10 weeks before leave is to commence, employees must provide: 

• Written notice of intended leave dates; and 
• Evidence of the expected placement date. 

At least four weeks before commencement, employees must confirm leave dates in writing. 
Adoption leave generally begins on the date the child is placed in the employee's care. 
Eligible employees may also access flexible parental leave and leave extensions under the same 
conditions as other parents. 

PRE-ADOPTION LEAVE 
Employees may access up to two days of unpaid pre-adoption leave to attend interviews, 
examinations, or appointments required to obtain approval for adoption. 
This entitlement does not apply where: 

• Another paid leave entitlement is available; and 
• The Company directs the employee to use that paid leave. 

Employees must provide notice as soon as practicable. 

STILLBIRTH, INFANT DEATH AND PREMATURE BIRTH 
Stillbirth or Infant Death 
Employees who experience a stillbirth or the death of a child within the first 24 months may still 
access up to 12 months of unpaid parental leave. 
After a stillbirth or infant death: 

• Existing parental leave cannot be cancelled by the employer. 
• Employees cannot be directed to return to work. 
• Employees may choose to return to work by providing at least four weeks' written notice, 

unless another arrangement is agreed. 
Compassionate Leave 
Eligible employees may also access compassionate leave in accordance with workplace legislation. 
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Premature Birth and Hospitalisation 
Where a newborn remains in hospital immediately after birth due to premature birth or complications, 
the employee and Team Transport & Logistics may agree to pause parental leave. 
The employee may return to work during this period and resume leave when: 

• Agreed by both parties; 
• The child is discharged; or 
• The child dies. 

SPECIAL MATERNITY LEAVE 
Eligible pregnant employees may access unpaid Special Maternity Leave where: 

• They experience a pregnancy-related illness; or 
• They suffer a miscarriage. 

Special Maternity Leave: 
• Ends when the illness or pregnancy ends, whichever occurs first; 
• May continue until the employee is fit for work following a miscarriage; 
• Does not reduce parental leave entitlements. 

Notice must be provided as soon as practicable. 
The Company may require medical evidence. 

TRANSFER TO A SAFE JOB 
All pregnant employees, including casual employees, may request transfer to a safe job if it is unsafe 
to continue performing their usual duties because of pregnancy. 
Employees transferred to a safe job will retain: 

• Their ordinary rate of pay; 
• Hours of work; and 
• Employment conditions, 

unless an alternative arrangement is mutually agreed. 
Medical evidence may be required. 
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NO SAFE JOB LEAVE 
Where no suitable safe job is available: 
Employees Eligible for Parental Leave 
No Safe Job Leave will be paid. 
Employees Not Eligible for Parental Leave 
No Safe Job Leave will be unpaid. 
Payment will be made in accordance with the employee's ordinary base rate of pay and applicable 
Fair Work requirements. 

KEEPING IN TOUCH DAYS 
Employees on unpaid parental leave may perform work for up to: 

• 10 Keeping in Touch days during each 12 months of parental leave; and 
• An additional 10 days if parental leave is extended beyond 12 months. 

Keeping in Touch days: 
• Must be mutually agreed; 
• Are voluntary; 
• Are paid at the employee's normal rate of pay. 

Generally, these days may occur from 42 days after birth or adoption, or from 14 days if requested by 
the employee. 

TAKING OTHER LEAVE DURING PARENTAL LEAVE 
During a period of unpaid parental leave, employees may access: 

• Accrued annual leave; 
• Long service leave, subject to applicable legislation; and 
• Compassionate leave where eligible. 

Parental leave does not break continuity of service. However, it generally does not count towards 
service accrual, except where state legislation provides otherwise. 
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GOVERNMENT-FUNDED PAID PARENTAL LEAVE 

Eligible employees may receive Parental Leave Pay (PLP) through the Australian Government while 
on parental leave. 
Current family entitlements are: 

Child Born or Adopted From Maximum Entitlement 

1 July 2024 110 days (22 weeks) 

1 July 2025 120 days (24 weeks) 

1 July 2026 130 days (26 weeks) 

Eligibility and payment conditions are determined by Services Australia and may change from time to 
time. 
Employees should refer to the Services Australia website for the latest eligibility requirements and 
claim procedures. 

CONSULTATION DURING PARENTAL LEAVE 
Where a business decision may significantly affect an employee's: 

• Position; 
• Pay; 
• Employment status; or 
• Work location, 

while they are on parental leave, Team Transport & Logistics will take all reasonable steps to consult 
with the employee regarding the proposed changes. 

RETURN TO WORK GUARANTEE 
Employees returning from unpaid parental leave are entitled to return to: 

1. Their pre-parental leave position; or 
2. If that position no longer exists, an available position for which they are qualified and suited 

that is nearest in status and remuneration to their former role. 
Team Transport & Logistics is committed to supporting employees returning to work following parental 
leave and ensuring compliance with all applicable workplace laws. 
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PERFORMANCE MANAGEMENT POLICY 

Purpose 
Team Transport and Logistics is committed to supporting employees to perform their roles effectively 
and to achieve both individual and organisational objectives. Performance management is intended 
to provide employees with clear expectations, regular feedback, coaching, and development 
opportunities to promote continuous improvement and workplace success. 
This policy establishes a fair, transparent, and consistent process for managing employee 
performance and addressing performance concerns where they arise. 

Scope 
This policy applies to all employees of Team Transport and Logistics. 

Policy Statement 
Team Transport and Logistics will implement performance management processes that: 

• Clearly communicate performance expectations. 
• Support employees to achieve required standards. 
• Provide regular feedback and coaching. 
• Recognise and reward satisfactory performance and achievements. 
• Address performance concerns promptly and fairly. 
• Comply with applicable workplace legislation, modern awards, enterprise agreements, and 

company policies. 
Performance management is intended to be a supportive and developmental process and will be 
conducted in accordance with principles of procedural fairness and natural justice. 

Performance Planning 
Performance expectations will be established through consultation between managers and 
employees and will be documented in performance plans, position descriptions, performance review 
records, or other relevant documentation. 
Performance plans may include: 

• Role responsibilities and accountabilities. 
• Behavioural expectations and company values. 
• Individual goals and objectives. 
• Key Performance Indicators (KPIs). 
• Training and development requirements. 
• Safety, environmental, and compliance obligations. 
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Performance Reviews 
Managers will conduct regular performance discussions with employees to: 

• Review progress against agreed objectives and KPIs. 
• Provide constructive feedback. 
• Identify achievements and areas for improvement. 
• Discuss training, development, and support requirements. 
• Address any concerns or barriers to performance. 

Employees are encouraged to actively participate in performance discussions and raise any concerns, 
questions, or support needs. 

Key Performance Indicators (KPIs) 
Depending on the position, KPIs may include: 

• Operational performance and productivity. 
• Safety and compliance performance. 
• Environmental performance and obligations. 
• Project delivery and continuous improvement initiatives. 
• Budget and financial performance. 
• Quality of work and service delivery. 
• Client and stakeholder satisfaction. 
• Attendance, reliability, and workplace conduct. 
• Compliance with company policies and procedures. 

Managing Performance Concerns 
Where performance does not meet required standards, Team Transport and Logistics will, where 
appropriate: 

1. Identify and clearly communicate the performance issue. 
2. Discuss the concerns with the employee. 
3. Provide the employee with an opportunity to respond. 
4. Identify any contributing factors. 
5. Establish reasonable improvement expectations and timeframes. 
6. Provide appropriate support, coaching, supervision, mentoring, or training. 
7. Monitor progress through follow-up meetings. 

All performance management discussions and actions will be documented and retained in 
accordance with company record-keeping requirements. 
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Follow-Up and Support 
Managers may schedule regular follow-up meetings to review progress and provide ongoing support. 
These meetings may be used to: 

• Monitor progress against improvement objectives. 
• Identify additional training or development needs. 
• Clarify expectations. 
• Recognise and acknowledge improvements in performance. 

Where performance improves to an acceptable standard, this improvement will be formally 
acknowledged, and normal performance management processes will resume. 

Disciplinary Action 
Where performance concerns remain unresolved despite reasonable support, guidance, and 
opportunities to improve, disciplinary action may be considered. 
Before disciplinary action is taken, Team Transport and Logistics will ensure that: 

• There is a valid and substantiated reason for the action. 
• A fair and reasonable process has been followed. 
• The employee has been informed of the concerns and given an opportunity to respond. 
• Relevant facts and circumstances have been considered. 
• Procedural fairness has been applied. 

Disciplinary action may include: 
• Formal counselling. 
• Verbal warning. 
• Written warning. 
• Final written warning. 
• Other reasonable management action consistent with applicable legislation and employment 

obligations. 

Written Warnings 
Where a written warning is issued, it will: 

• Clearly identify the performance concerns. 
• Outline the expected improvements. 
• Specify the support available to the employee. 
• Include reasonable review periods and performance expectations. 
• Explain the potential consequences of failing to achieve the required improvements. 
• Be documented and retained on the employee's personnel file. 
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Continued Unsatisfactory Performance 
If satisfactory improvement is not achieved, Team Transport and Logistics may consider additional 
action, including: 

• Further performance review meetings. 
• Additional warnings. 
• Further training, coaching, or supervision. 
• Modification of duties where appropriate and lawful. 
• Other reasonable management actions. 
• Termination of employment where justified and lawful. 

Termination of Employment 
Termination of employment will only be considered after reasonable efforts have been made to 
address performance concerns and where continued employment is no longer appropriate. 
Any decision to terminate employment will be made in accordance with: 

• The Fair Work Act 2009 (Cth). 
• Applicable modern awards or enterprise agreements. 
• Employment contracts. 
• Principles of procedural fairness. 
• Any relevant Queensland and Commonwealth legislative requirements. 

Employees will be provided with applicable notice of termination or payment in lieu of notice, accrued 
entitlements, and any other statutory entitlements. 

Responsibilities 

Managers 
Managers are responsible for: 

• Communicating performance expectations. 
• Providing regular feedback and support. 
• Addressing performance concerns promptly and fairly. 
• Maintaining appropriate records. 
• Applying this policy consistently and objectively. 
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Employees 
Employees are responsible for: 

• Performing their duties to the required standard. 
• Participating in performance discussions. 
• Seeking clarification where expectations are unclear. 
• Engaging constructively in improvement processes. 
• Complying with company policies, procedures, and lawful directions. 
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PERSONAL PROTECTIVE EQUIPMENT (PPE) POLICY 

Purpose 
The purpose of this policy is to establish the requirements for the selection, provision, use, 
maintenance, storage, replacement, inspection, and training associated with Personal Protective 
Equipment (PPE) to ensure the health, safety and welfare of workers and other persons engaged in 
Team Transport and Logistics operations. 

Scope 
This policy applies to all: 

• Employees 
• Drivers 
• Contractors 
• Labour hire workers 
• Visitors 
• Subcontractors 
• Any other persons undertaking work or entering workplaces under the control of Team 

Transport and Logistics 

Legislative Requirements 
This policy has been developed in accordance with: 

• Work Health and Safety Act 2011 (Qld) 
• Work Health and Safety Regulation 2011 (Qld) 
• Relevant Queensland Codes of Practice 
• Applicable Australian Standards for PPE 

Team Transport and Logistics recognises that PPE is the lowest level of protection within the 
hierarchy of controls and must only be used where risks cannot be eliminated or adequately 
controlled through higher-order control measures.  

Policy Statement 
Team Transport and Logistics will ensure, so far as is reasonably practicable, that workers and other 
persons are not exposed to health and safety risks arising from work activities. 
Personal Protective Equipment (PPE) shall be: 

• Selected based on identified hazards and risk assessments. 
• Suitable for the nature of the work being undertaken. 
• Appropriately fitted and comfortable for the wearer. 
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• Maintained in a clean, hygienic, and serviceable condition. 
• Repaired or replaced when damaged or no longer effective. 
• Used in conjunction with other control measures where required. 
• Supported by appropriate training, information and instruction.  

Selection of PPE 
PPE shall be selected based on: 

• Hazard identification and risk assessments. 
• Safe Work Method Statements (SWMS). 
• Site-specific requirements. 
• Relevant Codes of Practice. 
• Manufacturer specifications. 
• Relevant Australian Standards. 
• Environmental and operational conditions. 
• Compatibility with other PPE being worn. 

All PPE must be suitable for the task, provide effective protection against identified hazards, and be 
appropriately sized and fitted for the worker.  

Provision of PPE 
Team Transport and Logistics will provide PPE to workers where it is required to minimise risks arising 
from work activities. 
PPE may include, but is not limited to: 

• Hard hats 
• Safety glasses 
• Gloves 
• Hearing protection (ear plugs) 
• Respiratory protection (dust masks or respirators) 
• High-visibility long-sleeve shirts 
• High-visibility vests 
• Weather protection clothing on request 
• Any additional PPE specified by customer sites or risk assessments 

Workers will not be charged for mandatory PPE provided by the company.  
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Contractor and Labour Hire PPE 
Contractors, subcontractors and labour hire workers must ensure they are supplied with appropriate 
PPE by their employer or the Person Conducting a Business or Undertaking (PCBU) responsible for 
directing the work. 
Where Team Transport and Logistics directs work activities, verification may be undertaken to ensure 
workers have suitable PPE available and are complying with site requirements.  

Information, Training and Instruction 
All persons required to wear PPE shall receive information, training and instruction regarding: 

• The hazards and risks requiring PPE. 
• Why PPE is necessary. 
• Correct fitting, adjustment and use. 
• Limitations of the PPE. 
• Inspection requirements. 
• Cleaning and maintenance requirements. 
• Storage requirements. 
• Reporting defects or damage. 
• Replacement procedures. 

Training shall be provided during onboarding and whenever new PPE, tasks or hazards are introduced.  

Maintenance, Inspection and Storage 
Workers must inspect PPE before each use to ensure it remains fit for purpose. 
PPE must be: 

• Maintained in accordance with manufacturer instructions. 
• Kept clean and hygienic. 
• Stored in a manner that prevents damage or deterioration. 
• Removed from service when defective or damaged. 
• Repaired or replaced as soon as reasonably practicable. 

Where PPE is shared between workers, it must be cleaned and sanitised after each use.  
 
 
 
 
 
 
 
 



 
 

189 
 

Driven By Service 

Powered By Teamwork 
 
 
 

Responsibilities 

WHS & Environmental Manager / Safety Advisor 
Responsibilities include: 

• Ensuring workplace hazards are assessed to determine PPE requirements. 
• Monitoring implementation of this policy. 
• Ensuring PPE purchased meets relevant Australian Standards. 
• Reviewing PPE requirements following incidents, risk assessments or operational changes. 
• Monitoring compliance with WHS legislation and site requirements. 
• Providing guidance regarding PPE selection and use. 

Supervisors and Managers 
Responsibilities include: 

• Ensuring workers have access to required PPE. 
• Monitoring compliance with PPE requirements. 
• Addressing non-compliance. 
• Reporting damaged or unsuitable PPE. 
• Ensuring workers receive appropriate training. 

All Workers 
Workers must: 

• Wear and use PPE as instructed. 
• Inspect PPE before use. 
• Maintain PPE in a clean and serviceable condition. 
• Report damaged, defective or missing PPE immediately. 
• Comply with all site-specific PPE requirements. 
• Not intentionally misuse, alter or damage PPE. 
• Participate in PPE training and instruction. 

Failure to comply with PPE requirements may result in disciplinary action. 
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Minimum PPE Requirements 

Depot Visitors and Office Personnel Entering Transport Yards 
At Iris Place, Radar Street and Lindum Road depots: 

• Remain within designated pedestrian walkways where practicable. 
• Wear a high-visibility vest or high-visibility clothing. 
• Wear enclosed footwear with adequate tread and slip resistance. 

Persons Entering Operational Areas 
Where persons leave designated walkways or enter transport, loading, unloading or warehousing 
areas, they must wear: 

• High-visibility clothing or vest. 
• Safety footwear complying with relevant Australian Standards. 
• Any additional PPE identified through risk assessment or site requirements. 

Drivers and Transport Workers 
As a minimum, drivers and workers engaged in transport activities must wear: 

• Long-sleeve high-visibility shirt. 
• Full-length trousers. 
• Safety footwear. 
• Any additional PPE required by customer sites, risk assessments or specific tasks. 
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PRIVACY POLICY 

INTRODUCTION 
Team Transport and Logistics Pty Ltd ("Team Transport", "we", "our", or "us") is committed to protecting 
the privacy of personal information and handling that information in a transparent, secure, and 
responsible manner. 
 
In conducting our transport, logistics, warehousing, storage, distribution, and related business 
activities throughout Australia, we collect, hold, use, and disclose personal information. This Privacy 
Policy explains how we manage personal information in accordance with the Privacy Act 1988 (Cth) 
and the Australian Privacy Principles (APPs), which regulate the collection, use, storage, disclosure, 
access, and correction of personal information.  
 
This Privacy Policy also outlines how we manage credit-related information collected in connection 
with commercial credit arrangements and customer accounts. 
 
This Policy applies to all individuals whose personal information we collect or hold, including: 

• Customers and prospective customers; 
• Employees and prospective employees; 
• Subcontractors, owner-drivers, contractors, and prospective subcontractors; 
• Agents and service providers; and 
• Users of our website and online services. 

 
For the purposes of this Policy, personal information means information or an opinion about an 
identified individual, or an individual who is reasonably identifiable, whether the information is true or 
not and whether it is recorded in a material form or not.  
 
Information that cannot reasonably identify an individual is not considered personal information. 
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HOW WE MANAGE PERSONAL INFORMATION 
We take reasonable steps to manage personal information in a manner that protects privacy and 
complies with applicable legislation. 
 
Our privacy management practices include: 

• Identifying and managing privacy risks; 
• Maintaining physical, electronic, and administrative safeguards to protect information from 

misuse, interference, loss, unauthorised access, modification, or disclosure; 
• Providing privacy awareness and compliance training to employees; 
• Supervising personnel who handle personal information; 
• Requiring contractors and service providers to comply with privacy obligations; 
• Maintaining procedures for reporting and responding to actual or suspected privacy 

breaches; 
• Managing complaints relating to privacy matters; and 
• Appointing a Privacy Officer responsible for monitoring privacy compliance. 

 
Where personal information is no longer required for the purposes for which it was collected and we 
are not required by law to retain it, we will take reasonable steps to securely destroy or de-identify that 
information. 

WHAT PERSONAL INFORMATION DO WE COLLECT? 
The type of personal information we collect depends on the nature of our relationship with you. 

Customers 
If you are a customer or customer representative, we may collect: 

• Name and contact details; 
• Business and company information; 
• Financial and credit information; 
• Date and place of birth where required for identification purposes; 
• Information contained in publicly available registers and business records; and 
• Any other information reasonably required to provide requested services. 
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Website Users 
When you visit our website, we may automatically collect certain information, including: 

• Internet Protocol (IP) address; 
• Browser type and device information; 
• Access times and dates; 
• Referring website addresses; and 
• Website usage and navigation information. 

Employees, Contractors, Agents and Subcontractors 
If you are a current or prospective employee, subcontractor, contractor, or agent, we may collect: 

• Contact details; 
• Date of birth; 
• Employment history and qualifications; 
• Licence and accreditation details; 
• Driving history and traffic records; 
• Insurance details and claims history; 
• Banking and payment details; 
• Credit information where relevant; 
• Vehicle telematics and GPS data; 
• Records obtained from in-vehicle monitoring systems, fatigue management systems, dash 

cameras, and other operational technologies; 
• Training and competency records; and 
• Other information reasonably required for employment, engagement, safety, compliance, or 

operational purposes. 

WEBSITE COOKIES 
Our website uses cookies and similar technologies to improve functionality and user experience. 
Cookies are small data files stored on your device that enable our website to recognise returning 
users and remember preferences. 
Cookies may assist us to: 

• Improve website performance; 
• Understand how visitors use our website; 
• Personalise content and user experiences; 
• Remember information provided during previous visits; and 
• Improve the delivery of our online services. 

 
 
 



 
 

194 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
Most web browsers automatically accept cookies; however, you can modify your browser settings to 
reject cookies if you prefer. 

SENSITIVE INFORMATION 
Sensitive information is a category of personal information that includes information about an 
individual's health, criminal history, union membership, and professional association memberships. 
 
We generally do not collect sensitive information from customers. 
 
However, we may collect sensitive information from employees, contractors, subcontractors, owner-
drivers, agents, and job applicants, including: 

• Pre-employment and ongoing medical assessment information; 
• Drug and alcohol testing results; 
• Fitness for work information; 
• Criminal history checks; 
• Membership of professional or trade associations; and 
• Union membership information where required for lawful employment purposes. 

 
We will only collect sensitive information with your consent or where collection is otherwise 
authorised or required by law. 

HOW WE COLLECT PERSONAL INFORMATION 
Where possible, we collect personal information directly from you. 
We may also collect information from: 

• Current and former employers; 
• Referees; 
• Medical practitioners and occupational health providers; 
• Drug and alcohol testing providers; 
• Government agencies and regulators; 
• Insurance providers and brokers; 
• Credit reporting agencies; 
• Contractors and service providers; 
• Vehicle telematics, GPS systems, dash cameras, and fatigue management systems; and 
• Publicly available sources. 
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HOW WE STORE AND PROTECT PERSONAL INFORMATION 
We may hold personal information: 

• In physical files at our business premises; 
• Electronically within secure business systems; 
• On secure servers; 
• In cloud-based storage platforms; and 
• Within transport management and fleet management systems. 

 
We take reasonable measures to protect personal information, including: 

• Secure premises and controlled physical access; 
• Password protection and multi-factor authentication; 
• Restricted access controls; 
• Network and cybersecurity protections; 
• Secure document storage and disposal procedures; and 
• Regular monitoring of information security risks. 

WHY WE COLLECT, USE AND DISCLOSE PERSONAL INFORMATION 
We collect, hold, use and disclose personal information for legitimate business purposes, including: 

Customers 

• Providing transport, logistics, warehousing and distribution services; 
• Managing customer relationships; 
• Processing payments and credit applications; 
• Responding to enquiries and service requests; and 
• Marketing our services where it is permitted by law. 

Employees, Contractors and Subcontractors 

• Recruitment and engagement; 
• Payroll and payment processing; 
• Training and competency management; 
• Compliance with workplace, transport, and safety obligations; 
• Managing insurance and claims; 
• Monitoring performance and service delivery; and 
• Ensuring the safe, lawful, and efficient operation of vehicles and equipment. 
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Safety and Compliance 

We may use personal information to: 
• Investigate incidents and complaints; 
• Meet legal, regulatory, and contractual obligations; 
• Support fatigue management, chain of responsibility, and heavy vehicle compliance 

requirements; 
• Comply with workplace health and safety obligations; and 
• Protect company assets, personnel, customers, and the public. 

DISCLOSURE OF PERSONAL INFORMATION 
We may disclose personal information to: 

• Employees, contractors, agents, and subcontractors; 
• Customers where required for operational or compliance purposes; 
• Government agencies and regulators; 
• Transport and licensing authorities; 
• Medical practitioners and testing providers; 
• Insurance providers and brokers; 
• Professional advisers, auditors, consultants, and legal representatives; 
• Technology and software providers; 
• Debt collection agencies and credit providers; and 
• Other parties where required or authorised by law. 

We do not sell, rent, or trade personal information to third parties. 

OVERSEAS DISCLOSURE 
We generally do not disclose personal information to overseas recipients. 
Where overseas disclosure is required as part of a business service or technology platform, we will 
take reasonable steps to ensure that the recipient handles personal information in accordance with 
Australian privacy requirements. 
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CREDIT INFORMATION 
Where credit facilities are requested or provided, we may collect and manage credit-related 
information, including: 

• Identification information; 
• Credit application information; 
• Credit history and repayment history; 
• Default information; 
• Publicly available insolvency or bankruptcy records; 
• Creditworthiness assessments; and 
• Information received from trade references, financial institutions, and credit reporting bodies. 

 
We use this information to: 

• Assess credit applications; 
• Manage customer accounts; 
• Process payments; 
• Recover outstanding debts; and 
• Manage commercial risk. 

ACCESS, CORRECTION AND PRIVACY COMPLAINTS 
You may request access to personal or credit information we hold about you and request corrections 
if you believe the information is inaccurate, incomplete, or out of date. 
 
Before providing access, we may require proof of identity. 
 
Access may be refused where permitted by law, including where: 

• The request is unreasonable; 
• Access would unreasonably affect another person's privacy; 
• Access would create a serious threat to health or safety; or 
• Another lawful exception applies. 
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If you believe we have breached your privacy, you may lodge a complaint in writing. 
Privacy Contact 
Privacy Officer: Kylie Wilkinson 
Postal Address: PO Box 233, Acacia Ridge QLD 4110 
Phone: 1300 138 326 
Email: privacy@teamtransport.com.au 
We will investigate complaints and respond within a reasonable timeframe. 
If you are dissatisfied with our response, you may refer your complaint to the Office of the Australian 
Information Commissioner (OAIC).  

DATA BREACHES 
In the event of an eligible data breach involving personal information, Team Transport and Logistics 
Pty Ltd will comply with the requirements of the Notifiable Data Breaches Scheme under the Privacy 
Act 1988 (Cth), including notifying affected individuals and the Office of the Australian Information 
Commissioner where required by law.  

CHANGES TO THIS PRIVACY POLICY 
We may amend this Privacy Policy from time to time to reflect changes in legislation, regulatory 
requirements, technology, or business operations. 
The current version of this Privacy Policy will always be available on our website. Continued use of our 
services following publication of an updated Privacy Policy constitutes acceptance of the revised 
Policy. 
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PSYCHOSOCIAL HAZARDS AND MENTAL HEALTH POLICY 

POLICY STATEMENT 
Team Transport and Logistics is committed to providing a workplace that is safe and without risks to 
both the physical and psychological health of workers. The organisation recognises that psychosocial 
hazards can arise from the way work is designed, managed, organised, undertaken, or from workplace 
interactions and behaviours. These hazards may cause psychological injury, physical injury, or both.  
 
Team Transport and Logistics will identify, assess, control, monitor, and review psychosocial hazards 
and risks in accordance with the requirements of the Work Health and Safety Act 2011 (Qld), the 
Work Health and Safety Regulation 2011 (Qld), and the Managing the Risk of Psychosocial 
Hazards at Work Code of Practice 2022.  
 
Psychosocial risks will be managed using the same risk management principles applied to physical 
hazards, including consultation with workers and the application of the hierarchy of controls.  

PURPOSE 
The purpose of this policy is to: 

• Protect the psychological health, safety and wellbeing of workers. 
• Ensure compliance with Queensland workplace health and safety legislation. 
• Provide a systematic process for identifying, assessing, controlling, reviewing and monitoring 

psychosocial hazards. 
• Foster a positive workplace culture that promotes respect, dignity, inclusion and psychological 

safety. 
• Reduce the likelihood of psychological injury, absenteeism, turnover, workplace conflict and 

reduced productivity.  

SCOPE 
This policy applies to: 

• All employees. 
• Contractors and labour hire workers. 
• Managers and supervisors. 
• Visitors and other persons undertaking work on behalf of Team Transport and Logistics. 

This policy applies to all work-related activities, including remote work, travel, customer interactions 
and work conducted at client sites. 
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LEGISLATIVE REQUIREMENTS 
This policy is based on: 

• Work Health and Safety Act 2011 (Qld). 
• Work Health and Safety Regulation 2011 (Qld), including psychosocial risk provisions. 
• Managing the Risk of Psychosocial Hazards at Work Code of Practice 2022. 
• Any other applicable anti-discrimination, industrial relations and workplace legislation.  

 
Under Queensland WHS legislation, Team Transport and Logistics, as a Person Conducting a Business 
or Undertaking (PCBU), must ensure, so far as is reasonably practicable, the health and safety of 
workers, including psychological health. Psychosocial risks must be identified and managed through 
the organisation's WHS management system.  
 
Workers must take reasonable care of their own health and safety and that of others and cooperate 
with any reasonable instruction, policy or procedure relating to workplace health and safety.  

PSYCHOSOCIAL HAZARDS 
Psychosocial hazards are aspects of work design, management, environment or workplace behaviour 
that may increase the risk of psychological or physical harm. Common psychosocial hazards include: 
Work Design and Demands 

• High job demands. 
• Low job demands. 
• Excessive workloads. 
• Unrealistic deadlines. 
• Fatigue and extended working hours. 
• Role overload. 

Organisation of Work 
• Low job control. 
• Poor role clarity. 
• Inadequate support. 
• Poor change management. 
• Inadequate reward and recognition. 
• Lack of organisational justice. 
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Work Environment 

• Remote or isolated work. 
• Exposure to traumatic events or material. 
• Environmental stressors. 

Workplace Behaviour 
• Bullying. 
• Harassment. 
• Sexual harassment. 
• Sex or gender-based harassment. 
• Aggressive or violent behaviour. 
• Conflict between workers or third parties. 

Customer and Public Interaction 
• Occupational violence. 
• Abusive clients, customers or members of the public. 

These hazards may occur individually or interact with one another, increasing the overall level of risk.  

RESPONSIBILITIES 
Company / PCBU 
Team Transport and Logistics will: 

• Provide a workplace that is safe and without risks to psychological health. 
• Identify psychosocial hazards and assess associated risks. 
• Implement and maintain effective control measures. 
• Consult with workers regarding psychosocial risks and controls. 
• Provide appropriate information, instruction, training and supervision. 
• Respond promptly to psychosocial hazard reports, complaints and incidents. 
• Monitor and review the effectiveness of controls. 
• Maintain confidentiality where appropriate. 
• Provide access to support services where required.  
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Managers and Supervisors 
Managers and supervisors must: 

• Promote respectful workplace behaviours. 
• Monitor workplace conditions and team wellbeing. 
• Take reports and concerns seriously. 
• Ensure psychosocial hazards are reported and managed. 
• Participate in risk assessments and implementation of controls. 
• Escalate issues requiring additional support or intervention. 

Workers 
Workers must: 

• Take reasonable care of their own health and safety and that of others. 
• Comply with WHS policies and procedures. 
• Report psychosocial hazards, incidents, injuries or concerns. 
• Participate in consultation and risk management activities. 
• Treat others with respect and professionalism. 
• Cooperate with implemented control measures.  

PSYCHOSOCIAL RISK MANAGEMENT PROCESS 
Team Transport and Logistics will apply the following four-step risk management process: 
Step 1 – Identify Hazards 
Psychosocial hazards may be identified through: 

• Worker consultation. 
• Incident and hazard reports. 
• Complaints or grievances. 
• Exit interviews. 
• Workers' compensation claims. 
• Absenteeism and turnover trends. 
• Surveys and workplace assessments. 
• WHS inspections and audits. 
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Step 2 – Assess Risks 
Where required, the organisation will assess: 

• The duration, frequency and severity of exposure. 
• The number of workers exposed. 
• The likelihood of psychological or physical harm occurring. 
• The interaction of multiple psychosocial hazards. 
• Existing control measures.  

Step 3 – Control Risks 
The hierarchy of controls will be applied wherever reasonably practicable. 
Examples include: 
Elimination 

• Removing unreasonable workloads. 
• Eliminating unsafe work practices. 

Substitution or Engineering Controls 
• Redesigning work processes. 
• Improving workplace systems and resources. 

Administrative Controls 
• Clear role descriptions. 
• Workload management. 
• Flexible work arrangements. 
• Conflict resolution processes. 
• Supervisor training. 
• Fatigue management. 
• Mental health awareness programs. 

Support Measures 
• Employee Assistance Program (EAP). 
• Peer support initiatives. 
• Critical incident support. 

Higher-order controls will be considered before relying solely on administrative controls.  
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Step 4 – Review Controls 
Control measures will be reviewed: 

• Following an incident or complaint. 
• Following significant workplace change. 
• When consultation identifies concerns. 
• Periodically as part of WHS reviews. 
• When controls are not achieving the intended outcome.  

REPORTING AND RESPONSE 
All psychosocial hazards, incidents, complaints and concerns must be reported as soon as 
practicable to: 

• A Supervisor or Manager. 
• Human Resources. 
• A Health and Safety Representative (where applicable). 
• The WHS Manager. 

Reports will be investigated promptly, impartially and confidentially, with corrective actions 
implemented where required. 
Workers who raise concerns in good faith will be protected from victimisation or retaliation. 

WORKER SUPPORT 
Workers experiencing psychosocial stressors or psychological injury are encouraged to seek support 
through: 

• Their Manager or Supervisor. 
• Human Resources. 
• Employee Assistance Program (EAP). 
• Medical practitioners. 
• Mental health professionals. 

Workers should also maintain personal wellbeing through: 
• Adequate rest and sleep. 
• Healthy lifestyle choices. 
• Stress management techniques. 
• Seeking assistance early when concerns arise. 
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CONSULTATION 
Team Transport and Logistics will consult with workers when: 

• Identifying psychosocial hazards. 
• Assessing psychosocial risks. 
• Developing and implementing controls. 
• Reviewing the effectiveness of controls. 
• Planning workplace changes that may affect psychological health.  

RECORDS 
The organisation will maintain records relating to: 

• Hazard reports. 
• Psychosocial risk assessments. 
• Incident investigations. 
• Training and awareness activities. 
• Consultation outcomes. 
• Corrective actions and reviews. 

POLICY REVIEW 
This policy will be reviewed every two years, or earlier if: 

• Legislative requirements change. 
• A psychosocial incident identifies deficiencies. 
• Organisational changes affect psychosocial risks. 
• Continuous improvement opportunities are identified. 
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RESOURCES: 

Work Health and Safety Act 2011 (legislation.qld.gov.au) 

Managing the risk of psychosocial hazards at work Code of Practice 2022 (worksafe.qld.gov.au) 

A range of counselling and support options are available, including: 

• Beyond Blue – 24/7 advice and support by phoning 1300 22 4636, chat online or by email. 

• Lifeline – provides crisis support 24/7, as well as counselling, support groups and suicide prevention 
services. Phone 13 11 14, text 0477 13 11 14 or use the online crisis chat. 

• MensLine Australia – a 24/7 professional telephone and online counselling service providing support 
to Australian men. Phone 1300 78 99 78, chat online or organise a video chat. 

• headspace – online, telephone support, and counselling for young people (12–25 years of age) and 
their families and friends. Phone 1800 650 890, 9am–1am AEDT / 7 days, or chat online or email. 

• Suicide Call Back Service – 24/7 support is available if you or someone you know is feeling suicidal. 
Phone 1300 659 467. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.legislation.qld.gov.au/view/pdf/inforce/current/act-2011-018
https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0025/104857/managing-the-risk-of-psychosocial-hazards-at-work-code-of-practice.pdf
https://www.beyondblue.org.au/
https://www.beyondblue.org.au/get-support/talk-to-a-counsellor
https://www.beyondblue.org.au/support-service/email
https://www.lifeline.org.au/
https://www.lifeline.org.au/crisis-chat/
https://mensline.org.au/
https://www.business.qld.gov.au/all-redirects/redirect-library/other/mensline-australia-phone-and-online-counselling
https://headspace.org.au/online-and-phone-support/
https://www.suicidecallbackservice.org.au/
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QUALITY POLICY 

PURPOSE 
Team Transport and Logistics is committed to delivering high-quality transport and logistics services 
that meet customer requirements, comply with applicable obligations, and ensure stakeholder 
satisfaction. 
This policy outlines the responsibilities of management, employees, and contractors in achieving our 
quality objectives and supporting continual improvement across all operations. 

SCOPE 
This policy applies to all Team Transport and Logistics employees, contractors, and other personnel 
performing work on behalf of or under the direction of Team Transport and Logistics. 
The policy applies to all activities, processes, and services that directly or indirectly support the 
delivery of transport and logistics services. 

RESPONSIBILITIES 

Quality is the responsibility of everyone at Team Transport and Logistics. 
Management demonstrates its commitment to quality by providing leadership, resources, training, 
and support necessary to achieve organisational objectives and maintain the effectiveness of the 
Integrated Management System (IMS). 
All employees and contractors are responsible for: 

• Understanding and complying with relevant policies, procedures, and work instructions. 
• Performing their duties to the required quality standards. 
• Identifying opportunities for improvement. 
• Reporting non-conformances, incidents, and customer concerns. 
• Contributing to continual improvement initiatives. 

Customers, suppliers, and other stakeholders are encouraged to provide timely and constructive 
feedback to assist Team Transport and Logistics in improving its processes, services, and overall 
performance. 
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COMMITMENT 
Team Transport and Logistics is committed to: 

• Complying with all applicable legislation, regulations, standards, and industry codes of 
practice. 

• Delivering services that meet or exceed customer expectations. 
• Performing work in accordance with documented policies, procedures, processes, and work 

instructions. 
• Establishing measurable quality objectives and monitoring performance against these 

objectives. 
• Maintaining and continually improving the effectiveness of the Integrated Management 

System. 
• Consulting with employees, customers, suppliers, and stakeholders to understand and 

address their needs and expectations. 
• Promoting a culture of quality, accountability, and continual improvement throughout the 

organisation. 
• Measuring, evaluating, and reporting improvement initiatives against organisational goals and 

objectives. 
• Demonstrating leadership and accountability for quality performance and the effectiveness of 

the Integrated Management System. 
• Reporting, investigating, and learning from non-conformances, customer complaints, 

incidents, and opportunities for improvement. 
• Providing adequate resources, training, and support to enable employees to achieve quality 

outcomes. 

PRINCIPLES 
Team Transport and Logistics is committed to engaging with customers and stakeholders to 
understand their requirements and ensure that our services remain focused on meeting their needs 
and expectations. 
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Our quality management approach is aligned with the principles of ISO 9001. While Team Transport 
and Logistics is not currently certified to ISO 9001, we operate in accordance with its key 
requirements and best-practice principles, including: 

• Customer focus. 
• Leadership and accountability. 
• Risk-based thinking. 
• Process management. 
• Evidence-based decision making. 
• Continual improvement. 

We recognise that the quality of our services depends on the commitment and competence of our 
people. Team Transport and Logistics provides training, guidance, and systems to support employees 
in achieving required quality standards. 
Where service issues or customer complaints occur, we are committed to: 

• Responding promptly and professionally. 
• Conducting a fair and thorough investigation. 
• Implementing corrective actions where necessary. 
• Learning from outcomes to prevent recurrence. 
• Seeking opportunities to improve customer satisfaction. 

 
Team Transport and Logistics is committed to providing safe, reliable and professional transport and 
logistics services that meet customer, regulatory and stakeholder requirements. 
We will: 

• Meet applicable legal, regulatory and customer requirements. 
• Maintain a strong customer focus and enhance customer satisfaction. 
• Establish and review measurable quality objectives. 
• Identify and address risks and opportunities affecting service quality. 
• Maintain and continually improve the effectiveness of our Integrated Management System. 
• Encourage employee participation, accountability and continual improvement. 
• Monitor, measure and evaluate our performance to drive improvement and achieve 

organisational objectives. 
This policy provides the framework for our quality objectives and supports our strategic direction and 
business goals. 
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REHABILITATION AND RETURN TO WORK POLICY 

Policy Statement 
Team Transport and Logistics is committed to providing a safe, healthy and supportive workplace. In 
the event of a work-related injury or illness, we are committed to facilitating the earliest safe and 
sustainable return to work consistent with medical advice and the worker's capacity. 
We recognise that remaining at work or returning to work as soon as it is safe to do so, contributes 
positively to recovery, wellbeing, independence, and long-term health outcomes. Workplace 
rehabilitation aims to support workers to recover while maintaining meaningful employment wherever 
reasonably practicable.  
 
This policy has been developed in consultation with workers and management and forms part of 
Team Transport and Logistics' commitment to injury management and rehabilitation. 

Objectives 
The objectives of this policy are to: 

• Promote a positive workplace culture that supports rehabilitation and return to work. 
• Ensure early intervention and timely rehabilitation following injury or illness. 
• Assist injured or ill workers to remain at work where safe and medically appropriate. 
• Facilitate the earliest possible safe return to pre-injury duties or suitable alternative duties. 
• Minimise the personal, social and economic impact of workplace injury and illness. 
• Ensure compliance with Queensland workers' compensation and rehabilitation legislation. 
• Provide a fair and transparent process for resolving rehabilitation-related concerns or 

disputes. 

Commitment 
Team Transport and Logistics is committed to: 

• Providing a safe and healthy work environment for all workers. 
• Initiating rehabilitation and return to work activities as soon as reasonably practicable 

following injury or illness. 
• Consulting with injured workers and involving them in decisions regarding their rehabilitation 

and return to work. 
• Providing suitable duties, wherever reasonably practicable, that align with medical 

restrictions and current work capacity. 
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• Maintaining the confidentiality of personal and medical information. 
• Supporting a person-centred approach to rehabilitation and return to work planning. 
• Working collaboratively with treating practitioners, rehabilitation providers, WorkCover 

Queensland and other stakeholders. 
• Appointing a suitably qualified Rehabilitation and Return to Work Coordinator where required 

by legislation. 
• Reviewing this policy and associated procedures at least every three years or sooner if 

legislative changes occur.  

Scope 
This policy applies to all Team Transport and Logistics workers who sustain a work-related injury or 
illness, regardless of their employment status. 

Definitions 
Worker 
A worker is a person engaged under a contract of service or otherwise recognised as a worker under 
the Workers' Compensation and Rehabilitation Act 2003 (Qld). 
 
Injury 
An injury includes any physical injury, psychological injury, illness, disease or aggravation arising out 
of, or in the course of, employment that affects a worker's ability to perform their normal duties. 
 
Rehabilitation 
Rehabilitation means measures intended to maintain, restore or improve a worker's functional 
capacity and facilitate a safe return to work. 
 
Rehabilitation and Return to Work Coordinator (RRTWC) 
The person responsible for coordinating rehabilitation and return to work activities within the 
organisation and ensuring compliance with legislative requirements. 
 
Suitable Duties 
Suitable duties are meaningful and productive duties that are safe and within the worker's medically 
certified capabilities, restrictions, skills, experience and circumstances. 
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Rehabilitation and Return to Work Plans 
A Rehabilitation and Return to Work Plan (RTW Plan) will be developed for workers requiring ongoing 
rehabilitation support. 
The RTW Plan will: 

• Be developed in consultation with the worker and relevant stakeholders. 
• Reflect current medical advice and work capacity. 
• Identify agreed return to work goals. 
• Outline suitable duties and workplace adjustments. 
• Include responsibilities of all parties. 
• Include review dates and progress measures. 
• Be regularly reviewed and updated as the worker's capacity improves. 

 
Person-Centred Approach 
Team Transport and Logistics adopts a person-centred approach by: 

• Encouraging worker participation in planning and decision-making. 
• Considering individual circumstances, strengths, goals and needs. 
• Identifying barriers and opportunities for recovery and return to work. 
• Supporting meaningful and sustainable participation in employment. 

 
Suitable Duties 
Where reasonably practicable, Team Transport and Logistics will provide suitable duties to support 
rehabilitation and recovery. 
When identifying suitable duties, consideration will be given to: 

• Current medical restrictions and work capacity. 
• The nature of the injury or illness. 
• The worker's pre-injury role. 
• Skills, experience, education and training. 
• Workplace operational requirements. 
• Availability of duties at alternate locations where reasonable. 
• Recommendations from treating practitioners and rehabilitation providers. 
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Suitable duties may include: 

• Modified duties. 
• Alternative duties. 
• Reduced hours. 
• Graduated return to work arrangements. 
• Temporary workplace modifications. 

Suitable duties will be reviewed regularly and upgraded progressively in line with the worker's 
recovery. 

Roles and Responsibilities 
Injured Worker 
The worker is responsible for: 

• Reporting injuries as soon as practicable. 
• Participating actively in rehabilitation and return to work activities. 
• Providing current Work Capacity Certificates and relevant medical information. 
• Maintaining communication with the employer regarding recovery and work capacity. 
• Attending medical and rehabilitation appointments. 

The worker has the right to: 
• Choose their treating practitioner. 
• Be consulted regarding rehabilitation and return to work planning. 
• Have their personal information treated confidentially. 
• Be treated fairly and respectfully throughout the rehabilitation process. 
• Request review of decisions affecting their rehabilitation. 

Rehabilitation and Return to Work Coordinator 
The coordinator will: 

• Coordinate rehabilitation and return to work activities. 
• Maintain communication with workers, supervisors, WorkCover Queensland and treating 

practitioners. 
• Develop and monitor return to work plans. 
• Assist managers to identify suitable duties. 
• Maintain confidential rehabilitation records. 
• Monitor progress and facilitate plan reviews. 
• Promote awareness of rehabilitation responsibilities throughout the organisation. 
• Maintain legislative compliance and policy currency. 
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Managers and Supervisors 
Managers and supervisors will: 

• Support rehabilitation and return to work activities. 
• Assist in identifying suitable duties. 
• Implement workplace adjustments and return to work plans. 
• Monitor worker progress and wellbeing. 
• Communicate regularly with the worker and the Coordinator. 

Co-Workers 
Co-workers are encouraged to: 

• Provide reasonable support to injured workers. 
• Promote an inclusive and supportive workplace environment. 
• Cooperate with workplace rehabilitation activities. 

Rehabilitation Providers 
Where engaged, rehabilitation providers may assist by: 

• Conducting workplace assessments. 
• Performing functional capacity assessments. 
• Recommending workplace modifications. 
• Assisting with return to work planning. 
• Liaising with stakeholders regarding recovery and rehabilitation progress. 

Workers' Compensation 
Workers are encouraged to lodge claims for compensation as soon as practicable following a work-
related injury or illness. 
Where a claim is accepted, compensation may include: 

• Weekly compensation payments. 
• Medical and allied health expenses. 
• Hospital costs. 
• Rehabilitation services. 
• Travel expenses. 
• Lump sum compensation where applicable. 

All compensation entitlements will be administered in accordance with Queensland workers' 
compensation legislation. 
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Confidentiality 
All medical, rehabilitation and workers' compensation information will be managed confidentially and 
in accordance with applicable privacy and employment obligations. 
Access to information will be restricted to individuals who require the information to support 
rehabilitation and return to work outcomes. 

Grievance Resolution 
Where concerns arise regarding rehabilitation or return to work arrangements, the following process 
will apply: 

1. Discuss the concern with the Rehabilitation and Return to Work Coordinator. 
2. If unresolved, escalate the matter to management. 
3. Where appropriate, seek assistance from WorkCover Queensland. 
4. Reviewable decisions may be referred to the relevant Queensland workers' compensation 

review authority in accordance with legislative requirements. 

Rehabilitation and Return to Work Process 
Team Transport and Logistics will follow the following principles: 

1. Promptly contact and support the injured worker. 
2. Obtain relevant medical information regarding work capacity. 
3. Consult with the worker and stakeholders. 
4. Identify suitable duties and workplace adjustments. 
5. Develop and agree on a Return to Work Plan. 
6. Implement the plan and provide necessary support. 
7. Monitor and review progress regularly. 
8. Upgrade duties in line with recovery. 
9. Complete rehabilitation once objectives have been achieved. 
10. Evaluate outcomes and identify opportunities for continuous improvement. 

Permanent Impairment 
A permanent impairment is an impairment resulting from a workplace injury or illness that has 
stabilised and is unlikely to improve substantially with further medical treatment or rehabilitation. 
Permanent impairment may be physical, psychological, or a combination of both and is assessed in 
accordance with the Workers' Compensation and Rehabilitation Act 2003 (Qld) and relevant 
assessment guidelines.  
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An assessment of permanent impairment does not automatically mean a worker is unable to return to 
work. Team Transport and Logistics remains committed to supporting workers to achieve the highest 
level of functional independence and participation in meaningful employment consistent with their 
medical capacity. 
Where a worker has a permanent impairment, Team Transport and Logistics will: 

• Continue to support rehabilitation and return-to-work activities where appropriate. 
• Investigate suitable duties or workplace adjustments that enable safe and productive 

employment. 
• Consult with the worker, treating practitioners, rehabilitation providers and WorkCover 

Queensland regarding ongoing work options. 
• Consider permanent workplace modifications or alternative duties where reasonably 

practicable. 
• Maintain a person-centred approach that recognises the worker's abilities, experience, skills 

and future employment goals. 

Work-Related Impairment 
A work-related impairment is the degree of permanent impairment attributable to a compensable 
work-related injury or illness and may form the basis of any statutory lump sum compensation 
entitlement available under Queensland workers' compensation legislation. 
Workers who receive a permanent impairment assessment may be provided with information by 
WorkCover Queensland regarding any entitlement to compensation and the options available to them 
under the legislation. 
The existence of a permanent impairment does not remove a worker's obligation to participate in 
reasonable rehabilitation and return-to-work activities, nor does it remove the employer's obligation 
to provide rehabilitation assistance and suitable duties where reasonably practicable. Employers and 
workers share responsibility for achieving the best possible recovery and return-to-work outcomes. 
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SUBCONTRACTOR COMPETENCY VERIFICATION AND LOAD RESTRAINT 
POLICY 

1. Purpose 
Team Transport & Logistics is committed to ensuring that all subcontractors engaged to perform 
transport and logistics services possess the necessary qualifications, licences, skills, knowledge and 
experience to undertake work safely and competently. 
This policy establishes the minimum competency and verification requirements for subcontractors 
and provides a framework for assessing and monitoring competency in accordance with: 

• Work Health and Safety Act 2011 (Qld) 
• Work Health and Safety Regulation 2011 (Qld) 
• Heavy Vehicle National Law (HVNL) 
• National Heavy Vehicle Regulator (NHVR) Load Restraint Guide 2025 
• Applicable licensing, accreditation and industry requirements.  

The objective of this policy is to ensure subcontractors: 
• Hold all required licences and qualifications relevant to the work being performed. 
• Demonstrate the competence necessary to safely operate heavy vehicles and associated 

equipment. 
• Understand and apply safe and compliant load restraint practices. 
• Meet Team Transport & Logistics' safety, compliance and operational expectations. 

2. Scope 
This policy applies to: 

• All new subcontractors seeking to engage with Team Transport & Logistics. 
• Existing subcontractors where competency concerns, incidents, audits or operational 

requirements identify a need for reassessment. 
• Any subcontractor operating heavy vehicles, load restraint systems or high-risk equipment 

while undertaking work on behalf of Team Transport & Logistics. 
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3. Minimum Requirements for New Subcontractors 
3.1 Competency Verification 
Prior to commencing the onboarding and induction process, subcontractors operating vehicles with a 
Gross Vehicle Mass (GVM) exceeding 4.5 tonnes must provide evidence of competency through: 

• A current Validation of Competency (VOC); or 
• A recognised competency assessment conducted by a Registered Training Organisation 

(RTO); or 
• Other evidence of competency accepted by Team Transport & Logistics in accordance with 

Section 7 of this policy. 
Evidence of competency must demonstrate the subcontractor's ability to safely operate the class of 
vehicle and equipment relevant to the proposed work. 
Approved training providers may include, but are not limited to: 

• JL Training (Jamey Irwin) 
• Brisbane Truck School 
• Other providers approved by Team Transport & Logistics management. 

All competency documentation must be submitted to the Team Transport & Logistics Training Team 
before induction can be scheduled. 

3.2 Licensing Requirements 

Subcontractors must: 
• Hold the appropriate class of driver's licence for the vehicle being operated. 
• Have held the relevant licence class for a minimum of six (6) months prior to engagement 

unless otherwise approved by management. 
• Provide a copy of their licence for verification and record-keeping purposes. 
• Maintain a current Construction Industry White Card where required by the nature of the 

work. 
Where a subcontractor operates high-risk plant or performs high-risk work, they must also provide 
evidence of the relevant High Risk Work Licence or qualification, including where applicable: 

• Forklift (LF) 
• Vehicle Loading Crane (CV) 
• Dogging (DG) 
• Any other licence required for the work being undertaken. 
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3.3 Language, Literacy and Numeracy (LLN) 
Subcontractors must possess sufficient language, literacy and numeracy skills to: 

• Understand safety instructions and procedures. 
• Complete transport and delivery documentation. 
• Communicate effectively with Team Transport & Logistics personnel, customers and site 

representatives. 
• Understand load restraint requirements and operational directions. 

As part of the induction process, Team Transport & Logistics may undertake an LLN assessment or 
other competency checks to determine suitability for engagement. 

3.4 Load Restraint Knowledge and Assessment 
Appropriate load restraint is a critical safety and legal requirement under HVNL and Chain of 
Responsibility obligations. Loads must be secured to prevent movement, dislodgement or loss during 
transport and to ensure vehicle stability and public safety.  
Where a subcontractor's VOC or competency assessment does not include a documented load 
restraint assessment, Team Transport & Logistics will conduct an assessment during induction, which 
may include: 

a) Load Restraint Questionnaire 
The subcontractor must complete a self-assessment questionnaire detailing: 

• Load restraint experience. 
• Types of loads previously transported. 
• Load restraint equipment utilised. 
• Understanding of restraint calculations and load security principles. 

b) Knowledge Assessment 
A written assessment may be conducted to verify the subcontractor's understanding of: 

• Load weight and distribution. 
• Load restraint selection. 
• Securing different freight types. 
• NHVR Load Restraint Guide requirements. 
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c) Practical Assessment 
A Team Transport & Logistics Driver Trainer or authorised assessor may conduct a practical 
assessment to verify the subcontractor's ability to: 

• Select appropriate restraint equipment. 
• Apply compliant restraint techniques. 
• Conduct load restraint inspections. 
• Identify unsafe restraint practices. 

d) Competency Sign-Off 
Where competency is demonstrated, the assessor will record and sign off the assessment for 
retention within subcontractor records. 

4. Unsuccessful Assessment Outcomes 

Where a subcontractor is assessed as not yet competent: 
• The matter will be escalated to the Operations Manager for review. 
• A formal notification outlining identified competency gaps and corrective actions will be 

issued. 
• The subcontractor may be required to complete additional training through an approved RTO 

at their own expense. 
• Reassessment must be successfully completed before engagement can occur. 

Team Transport & Logistics reserves the right not to engage a subcontractor where competency 
requirements are not met. 

5. Unsafe Load Restraint Practices by Engaged Subcontractors 
Where unsafe or non-compliant load restraint practices are identified through: 

• POD photo reviews; 
• Safety observations; 
• Audits; 
• Customer complaints; 
• Product damage investigations; 
• Near misses or incidents; or 
• Any other operational review, 

the matter will be investigated and reviewed by the Operations Manager. 
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Depending on the severity of the issue, Team Transport & Logistics may: 

• Require the subcontractor to undertake additional load restraint training. 
• Require formal reassessment of competency. 
• Suspend the subcontractor from work pending investigation. 
• Immediately discontinue engagement where a serious safety or compliance risk exists. 
• Recommend approved RTOs or load restraint training providers. 

6. Existing Subcontractor Competency Reviews 
Team Transport & Logistics may require an existing subcontractor to undergo a competency review, 
Validation of Competency (VOC), practical assessment or refresher training where reasonably 
necessary to verify ongoing competence. 
 
Triggers for reassessment may include: 

• Safety incidents. 
• Repeated operational concerns. 
• Customer complaints. 
• Audit findings. 
• Non-conformances. 
• Regulatory breaches. 
• Unsafe work practices. 
• Extended periods away from heavy vehicle operations. 

7. Management Discretion 
Team Transport & Logistics may exercise reasonable discretion regarding competency verification 
requirements where sufficient evidence exists to demonstrate a subcontractor's competence. 
This may include situations where: 

• The subcontractor has previously worked for Team Transport & Logistics and demonstrated 
satisfactory performance. 

• Extensive relevant industry experience can be verified. 
• References from previous employers or clients confirm competency. 
• Existing qualifications and experience provide equivalent evidence of competency. 

Any exemption from a formal VOC requirement must be documented and approved by the Hiring 
Manager. 
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8. Records Management 
Team Transport & Logistics will maintain records of: 

• Driver licences. 
• White Cards. 
• High Risk Work Licences. 
• VOC assessments. 
• Training records. 
• Load restraint assessments. 
• Competency review outcomes. 

Records will be retained in accordance with company procedures and applicable legislative 
requirements. 

9. Responsibilities 

Subcontractors 
Must: 

• Maintain all required licences and qualifications. 
• Comply with Team Transport & Logistics safety requirements. 
• Perform work safely and competently. 
• Use compliant load restraint practices at all times. 
• Participate in training, assessment and competency verification activities when required. 

Team Transport & Logistics 
Will: 

• Verify qualifications, licences and competency evidence. 
• Provide induction and relevant safety information. 
• Monitor subcontractor compliance and performance. 
• Undertake competency reviews where required. 
• Maintain assessment and verification records. 
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SEXUAL AND GENDER-BASED HARASSMENT POLICY 

Policy Statement 
Team Transport and Logistics is committed to providing a workplace that is safe, respectful, inclusive, 
and free from sexual and gender-based harassment, discrimination, intimidation, and victimisation. 
Sexual and gender-based harassment is unacceptable and will not be tolerated under any 
circumstances. All workers have the right to work in an environment where they are treated with 
dignity and respect, regardless of their sex, gender identity, gender expression, sexual orientation, or 
any other protected attribute. 
 
This policy applies to all employees, contractors, labour hire workers, volunteers, visitors, customers, 
suppliers, and any other individuals engaged with Team Transport and Logistics. 

Standards of Conduct 
All workers, regardless of their position or seniority, must: 

• Treat others with courtesy, dignity, and respect. 
• Refrain from engaging in any form of sexual or gender-based harassment or intimidation. 
• Support a workplace culture that is free from inappropriate behaviour. 
• Ensure that any person who makes, participates in, or witnesses a complaint is not subjected 

to victimisation, retaliation, or adverse treatment. 

Reporting and Investigation 
All reports or complaints of sexual or gender-based harassment or intimidation will be taken seriously 
and managed promptly, confidentially, fairly, and impartially. 
Complaints may be made verbally or in writing and should include, where possible, details of the 
behaviour, incidents, dates, locations, and any witnesses. 
Team Transport and Logistics will: 

• Take all complaints seriously. 
• Conduct investigations as quickly as reasonably practicable. 
• Maintain confidentiality to the extent possible. 
• Provide procedural fairness to all parties involved. 
• Take appropriate corrective action where allegations are substantiated. 
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Disciplinary Action 
Any employee found to have engaged in sexual or gender-based harassment, intimidation, or 
victimisation may be subject to disciplinary action, which may include: 

• Formal counselling; 
• Written warnings; 
• Transfer or reassignment of duties; 
• Demotion; 
• Suspension; or 
• Termination of employment. 

Disciplinary action will be determined based on the severity and circumstances of each incident. 
Knowingly false or malicious complaints may also result in disciplinary action. However, a complaint 
made in good faith will not result in disciplinary action simply because it is not substantiated. 

Understanding Consent 
A person's failure to object to inappropriate behaviour does not constitute consent. 
Consent must be: 

• Freely and voluntarily given; 
• Clear and unambiguous; 
• Ongoing; and 
• Capable of being withdrawn at any time. 

Assumptions should never be made about another person's consent, willingness, or comfort. 

What is Sexual and Gender-Based Harassment? 
Sexual and gender-based harassment is any unwelcome conduct of a sexual nature, or conduct 
directed at a person because of their sex, gender, gender identity, gender expression, sexual 
orientation, or related characteristics, that could reasonably be expected to make a person feel 
offended, humiliated, intimidated, threatened, or unsafe. 
Sexual and gender-based harassment may occur as a single serious incident or through repeated 
behaviour over time. 
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Examples include, but are not limited to: 

Sexual Conduct 
• Actual or attempted sexual assault or rape. 
• Unwelcome touching, hugging, kissing, or other physical contact. 
• Sexual gestures or indecent exposure. 
• Requests, pressure, or demands for sexual activity. 
• Repeated or inappropriate invitations for dates after refusal. 
• Comments about a person's sexual performance or sexual desirability. 
• Sharing, displaying, or distributing sexually explicit images, videos, cartoons, photographs, or 

messages. 
• Sharing or threatening to share intimate images without consent. 
• Spreading sexual rumours about a person. 

Gender-Based Harassment 
• Offensive or derogatory comments about a person's sex, gender identity, gender expression, 

or sexuality. 
• Sexist comments, jokes, stereotypes, or gender-based insults. 
• Deliberately misgendering a person, repeatedly using incorrect pronouns, or using a person's 

previous name ("deadnaming") in a disrespectful or demeaning manner. 
• Criticising or ridiculing a person for not conforming to traditional gender stereotypes. 
• Applying unequal standards, expectations, or consequences based on gender. 

Intimidating or Inappropriate Behaviour 
• Following, monitoring, or watching a person inappropriately, either in person or through 

technology. 
• Inappropriate staring, leering, or intrusive behaviour. 
• Intrusive questions about a person's sex life, relationships, anatomy, bodily functions, or 

private matters. 
• Threatening behaviour targeted at a person because of their sex, gender, or sexuality. 
• Excluding a person from training, development, promotion, or workplace opportunities 

because of their sex, gender, or sexuality. 
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Consensual Relationships 
Mutual attraction and consensual personal relationships between adults do not of themselves 
constitute sexual harassment. Such relationships remain private matters, provided they are genuinely 
consensual and do not adversely affect the workplace or involve abuse of power. 

Single Incidents 
Sexual and gender-based harassment does not need to be repeated to be unlawful or unacceptable. 
Some behaviours, such as sexual assault, indecent exposure, stalking, or sharing intimate images 
without consent, may constitute sexual or gender-based harassment from a single incident. 
While an isolated incident such as a compliment or invitation may not necessarily constitute 
harassment, it may become harassment where it is unwelcome, inappropriate, repeated, or creates 
an intimidating, hostile, or offensive environment. 

Individual Responsibility 
All workers are responsible for their own behaviour. 
Employees should not assume that behaviour is acceptable simply because another person does not 
openly object. If there is any doubt about whether conduct may be unwelcome or offensive, it should 
not occur. 

Workplace and Online Behaviour 
Sexual and gender-based harassment can occur in any work-related context, including: 

• Recruitment and selection processes; 
• Training and development activities; 
• Meetings and work functions; 
• Business travel; 
• Social events connected to work; 
• Performance management activities; 
• Discussions regarding employment conditions and benefits. 

Harassment can also occur through: 
• Email; 
• Text messages; 
• Telephone calls; 
• Video conferences; 
• Internal communication platforms; 
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• Social media; and 
• Other forms of electronic communication. 

Employees are required to use technology and social media responsibly and professionally. Behaviour 
occurring outside normal working hours may still constitute workplace harassment where there is a 
sufficient connection to the employment relationship. 

Higher-Risk Groups 
While anyone can experience sexual or gender-based harassment, some groups are statistically at 
greater risk, including: 

• Young workers and workers new to the workforce; 
• Women; 
• LGBTIQA+ workers; 
• Workers who do not conform to traditional gender norms; 
• Aboriginal and Torres Strait Islander workers; 
• Workers with disability; 
• Workers from culturally and linguistically diverse backgrounds; 
• Migrant workers; 
• Temporary visa holders; and 
• Workers in insecure forms of employment, including casual and labour hire arrangements. 

Seeking Assistance 
A person who experiences or witnesses sexual or gender-based harassment is encouraged to seek 
assistance as soon as possible. 
Support and reporting options include: 

• Immediate supervisor or manager; 
• WHS Manager; 
• Human Resources personnel; 
• Union representative; or 
• Any designated workplace contact person. 

Where appropriate and safe to do so, an individual may choose to tell the person engaging in the 
behaviour that it is unwelcome and must stop. However, employees are not required to confront a 
person directly before making a complaint. 
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Criminal Conduct 
Certain forms of sexual and gender-based harassment may also constitute criminal offences, 
including: 

• Sexual assault; 
• Indecent exposure; 
• Stalking; 
• Voyeurism; and 
• Distribution of intimate images without consent. 

Such matters may be reported directly to the Queensland Police Service and may proceed 
independently of any workplace investigation. 
Team Transport and Logistics is committed to maintaining a workplace culture where all people 
are treated with dignity, respect, and fairness, and where sexual and gender-based harassment 
is prevented, addressed, and eliminated. 
 

Reference: 

Model Code of Practice - sexual and gender-based harassment (safeworkaustralia.gov.au) 

model_code_of_practice_-_managing_psychosocial_hazards_at_work_25082022_0.pdf 
(safeworkaustralia.gov.au) 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.safeworkaustralia.gov.au/sites/default/files/2023-12/model_code_of_practice_-_sexual_and_gender-based_harassment.pdf
https://www.safeworkaustralia.gov.au/sites/default/files/2022-08/model_code_of_practice_-_managing_psychosocial_hazards_at_work_25082022_0.pdf
https://www.safeworkaustralia.gov.au/sites/default/files/2022-08/model_code_of_practice_-_managing_psychosocial_hazards_at_work_25082022_0.pdf
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SITE INDUCTION POLICY AND PROCEDURES 

PURPOSE 
Team Transport & Logistics is committed to providing and maintaining a safe and healthy workplace 
for all workers, contractors, visitors, and other persons at our workplaces, in accordance with the 
Work Health and Safety Act 2011 (Qld) and associated regulations. 
 
All persons entering the site are required to comply with this induction and all company safety policies 
and procedures. 

SITE WORKING HOURS 
Main Office Operating Hours Monday to Friday: 6:00am to 5:00pm 

After-Hours Operations 

• After-hours operations within the warehouse and workshop must have a minimum of two 
authorised persons present on site. 

• Any after-hours yard activities, including operation of the reach stacker or other plant in 
isolation, must be conducted in accordance with the applicable risk assessment, Safe Work 
Method Statement (SWMS), and company procedures. 

• All workers must record their attendance by clocking in and out each day. 
• Visitors must sign in and out in accordance with the Visitor Management and Identification 

Procedure. 
• Personnel must familiarise themselves with all designated entrances, exits, emergency exits, 

and assembly areas during induction. 
Site Safety Supervisor 

WHS & Environmental Manager (WHSEM) Tony Erhardt 

FIRST AID 
The company maintains trained First Aid Officers to provide initial assistance in the event of injury or 
illness. 
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Qualified First Aid Officers 

Iris Place 

• Renae Thompson 
• Wayne Murray 
• Kelly Mae Wilkinson 
• Mitchell Couchman 

Lindum Rd & Bishop Rd 

• Jaimee Reynolds 
Radar Street 

• Ella Gagel 
All First Aid Officers hold current nationally recognised First Aid qualifications. 
First Aid Equipment Locations 

Acacia Ridge Site 

• Main Office Lunchroom 
• Workshop Office 
• Warehouse Lunchroom 

All injuries, illnesses, hazards, and near misses must be reported immediately. 

FIRE AND EMERGENCY SAFETY 
Fire Wardens 

Iris Place 

• Heath Skinner 
• Wayne Murray 
• Josh Hinton 
• Paul Woodford 
• Steve Erbes 

Radar Street 

• Troy Nankervis 
• Ella Gagel 
• Wayne Gent 

 
 
 



 
 

231 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
Emergency Response Procedures 

In the event of fire or any other emergency: 
1. Raise the alarm immediately. 
2. Call 000 if safe to do so. 
3. Notify your Manager, Fire Warden, or WHSEM. 
4. Follow evacuation instructions. 
5. Proceed calmly to the designated assembly area. 
6. Remain at the assembly point until accounted for and authorised to leave. 

Fire Safety Requirements 

• Emergency exits, fire doors, fire extinguishers, hose reels, and evacuation routes must be kept 
clear at all times. 

• Never obstruct fire-fighting equipment or emergency exits. 
• Only attempt to extinguish a fire if:  

o You have been trained to do so; 
o The fire is small and contained; 
o The appropriate extinguisher is immediately available; 
o A clear escape route remains behind you. 

Internal Fire Doors 

In the event of fire activation or power failure, warehouse fire doors may close automatically. 
Workers must: 

• Keep fire door areas clear at all times. 
• Never obstruct the operation of fire doors. 
• Exercise caution as doors may close rapidly. 

INCIDENT, INJURY AND HAZARD REPORTING 
All work-related incidents, injuries, illnesses, hazards, near misses, property damage, and 
environmental incidents must be reported immediately to: 

• Your Supervisor or Manager; 
• WHS & Environmental Manager; and 
• Internal Safety Team. 

Reporting enables the company to investigate incidents and implement corrective actions to prevent 
recurrence. 
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SAFE WORK PRACTICES 
Unsafe acts, misuse of equipment, bypassing safety controls, or failure to follow company procedures 
will not be tolerated and may result in disciplinary action. 
All workers must: 

• Follow safe work procedures. 
• Use equipment only if authorised and competent. 
• Report hazards immediately. 
• Participate in consultation and workplace safety activities. 

PERSONAL PROTECTIVE EQUIPMENT (PPE) 
Appropriate PPE must be worn in designated operational areas including: 

• Workshop 
• Warehouse 
• Yard and Hardstand Areas 

Required PPE may include: 
• High-visibility clothing 
• Safety footwear 
• Safety glasses 
• Hearing protection 
• Gloves 
• Other task-specific PPE 

PPE requirements must be adhered to at all times. 
DRUGS AND ALCOHOL 

Team Transport & Logistics maintains a zero-tolerance approach to the use of illegal drugs, alcohol 
impairment, or any substance that may adversely affect workplace safety. 
Workers must: 

• Present fit for work. 
• Comply with company Drug and Alcohol Policies. 
• Notify management if prescribed medication may affect work performance or safety. 
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PARKING AND PEDESTRIAN ACCESS 
Iris Place Site 

Staff Parking 
• Sales staff are to use the visitor car park due to operational travel requirements. 
• All other staff must park in designated staff parking areas. 
• Workers must remain alert to vehicle movements when entering or leaving parking areas. 

Pedestrian Access 

Staff must: 
• Use designated pedestrian gates and walkways. 
• Follow marked pathways to and from buildings. 
• Remain clear of vehicle operating areas unless authorised. 

KITCHEN AND LUNCHROOM FACILITIES 
All workers are expected to maintain shared facilities in a clean and hygienic condition. 
Requirements include: 

• Dispose of rubbish appropriately. 
• Clean spills immediately. 
• Display a wet floor sign where necessary. 
• Use heat-resistant cups and containers when handling hot liquids. 
• Leave kitchen and lunchroom areas tidy after use. 

AMENITIES AND HYGIENE 
All employees and visitors must: 

• Maintain cleanliness of toilet facilities. 
• Dispose of waste appropriately. 
• Report damaged amenities, leaks, or hazards promptly. 

HOUSEKEEPING 
A clean workplace reduces the risk of injuries. 
Employees must: 

• Keep work areas clean and organised. 
• Remove waste regularly. 
• Store equipment safely. 
• Keep walkways, exits, and access points clear at all times. 
• Prevent slip, trip, and fall hazards. 
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RESTRICTED ACCESS AREAS 
Workshop (Iris Place) 

The workshop is a restricted operational area. 
Visitors, office staff, warehouse personnel, and drivers must: 

• Report to the Workshop Office. 
• Obtain authorisation before entering workshop operational areas. 

Warehouse 

Visitors, drivers, office staff, and workshop employees must: 
• Report to the Warehouse Office before entry. 
• Follow instructions provided by warehouse personnel. 

AFTER-HOURS SITE ACCESS 
Authorised personnel requiring after-hours access must: 

• Follow approved site access procedures. 
• Use designated lock boxes and security systems. 
• Return keys and remotes before departing. 
• Ensure access arrangements comply with site security requirements. 

Access codes and alarm details are issued by Department Managers only. 

TRAFFIC MANAGEMENT 
All personnel must comply with the Site Traffic Management Plan. 
Site Speed Limit 

Maximum speed: 8 km/h 
Vehicle Movements 
All delivery drivers must: 

• Follow designated traffic flow directions. 
• Report to the Warehouse Dispatch Office upon arrival. 
• Follow instructions from warehouse personnel. 
• Remain in designated safe zones during loading and unloading operations. 

Pedestrians must use designated walkways at all times. 
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SMOKING 
Smoking and vaping are only permitted within designated smoking areas. 
Workers must: 

• Use the provided receptacles for cigarette waste. 
• Keep smoking areas clean. 
• Comply with Queensland smoking legislation and company policy. 

Company Vehicles 

All company-owned and subcontractor vehicles operating for Team Transport & Logistics are smoke-
free workplaces. 
Smoking and vaping are prohibited inside all vehicle cabins. 

SITE SECURITY 
The last authorised person leaving an area must ensure: 

• Doors are secured. 
• Windows are closed and locked. 
• Security alarms are activated. 
• Security procedures are followed. 

Alarm codes are issued by Department Managers. 

SWIMMING POOL SAFETY (IRIS PLACE) 
The pool may be used during authorised break periods or after work hours. 

Pool Safety Requirements 

• A minimum of two persons must be present when using the pool after hours. 
• Pool gates must remain closed and secure. 
• Food and alcohol are prohibited within the pool area. 
• The area must be kept clean and free from hazards. 
• Exercise caution on wet surfaces. 
• Children must be supervised at all times. 
• Pool fence clearances must be maintained in accordance with Queensland pool safety 

requirements. 
• Refer to the CPR chart displayed within the pool area during emergencies. 
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GENERAL SITE SAFETY 
All workers, contractors, and visitors must remain aware of: 

• Forklifts 
• Reach stackers 
• Trucks 
• Heavy vehicles 
• Mobile plant 
• Loading and unloading activities 

Always: 
• Use marked pedestrian walkways. 
• Obey signage and safety instructions. 
• Maintain situational awareness in operational areas. 
• Report hazards immediately. 

COMPANY SAFETY POLICIES 
Team Transport & Logistics maintains a comprehensive Safety, Health & Environment Management 
System. 
All workers, contractors, and visitors must comply with: 

• Workplace Health and Safety Policies 
• Environmental Management Procedures 
• Safe Work Procedures 
• Traffic Management Plans 
• Emergency Response Procedures 
• Drug and Alcohol Policy 
• Incident Reporting Procedures 
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SAFE IMMOBILISATION POLICY 

SCOPE 
This policy applies to all Team Transport & Logistics employees, contractors, subcontractors, visitors, and any 

person operating, parking, loading, unloading, coupling, uncoupling, maintaining, or otherwise interacting with 

vehicles, trailers, or mobile plant under the control of Team Transport & Logistics. 

RESPONSIBILITIES 

Management 
Management must: 

• Provide information, instruction, training, and supervision regarding safe vehicle immobilisation. 

• Ensure vehicles and plant are adequately maintained and inspected. 

• Provide suitable isolation zones, and other safety equipment where required. 

• Monitor compliance with this policy and address any identified deficiencies. 

Drivers and Operators 
Drivers and operators must: 

• Follow all vehicle immobilisation procedures outlined in this policy. 

• Conduct pre-start inspections and report defects immediately. 

• Ensure vehicles are safely secured before leaving the cab or work area. 

• Use wheel chocks and other control measures where required. 

• Establish and maintain exclusion zones when there is a risk of vehicle movement. 

• Report any roll-away incidents, near misses, or equipment failures. 

Supervisors 
Supervisors must: 

• Verify compliance with this policy. 

• Investigate reported incidents and implement corrective actions. 

• Ensure workers are competent and trained in safe immobilisation procedures. 
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SAFE IMMOBILISATION PROCEDURE 
Before exiting any vehicle, operators must: 

1. Bring the vehicle to a complete stop. 

2. Park on level ground wherever reasonably practicable. 

3. Apply the park brake fully. 

4. Place the transmission in:  

o Park (P) for automatic vehicles; or 

o First gear when facing uphill; or 

o Reverse gear when facing downhill for manual vehicles. 

5. Turn off the engine. 

6. Remove the ignition key or activate vehicle isolation systems where applicable. 

7. Confirm the vehicle remains stationary before leaving the driver's position. 

8. Recommended to use wheel chocks when:  

o Parking on slopes; 

o Coupling or uncoupling trailers; 

o Loading or unloading operations; 

o Performing maintenance activities; or 

o Required by site-specific procedures. 

9. Establish exclusion zones where vehicle movement could expose workers or others to risk. 

10. Ensure all raised equipment, attachments, trailers, tailgates, and load restraint equipment are secured. 

COUPLING AND UNCOUPLING OF TRAILERS 
When coupling or uncoupling trailers, drivers must: 

• Apply the prime mover and trailer park brakes. 

• Use wheel chocks where there is any risk of trailer movement. 

• Visually inspect ground conditions. 

• Confirm all coupling devices are correctly engaged before movement. 

• Complete all required safety checks before departing. 

MAINTENANCE ACTIVITIES 
Where vehicles or mobile plant are undergoing maintenance: 

• Follow lockout/tagout and isolation procedures where applicable. 

• Ensure all sources of stored energy are controlled. 

• Do not rely solely on hydraulic, pneumatic, or air systems for immobilisation. 

• Use suitable mechanical supports where raised components are involved. 

• Confirm vehicles are effectively immobilised before commencing work. 
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TRAINING AND COMPETENCY 
All drivers, operators, employees, and subcontractors must receive training on: 

• Roll-away hazards. 

• Vehicle immobilisation requirements. 

• Use of park brakes and wheel chocks. 

• Coupling and uncoupling procedures. 

• Incident reporting requirements. 

• Site-specific immobilisation controls. 

Training records shall be maintained and reviewed periodically. 

INCIDENT REPORTING 
All roll-away incidents, near misses, equipment failures, and non-compliance events must be reported 

immediately to management. 

Incidents will be investigated to: 

• Determine root causes; 

• Identify corrective actions; 

• Prevent recurrence; and 

• Ensure compliance with legislative obligations. 

MONITORING AND COMPLIANCE 
Team Transport & Logistics will: 

• Conduct periodic audits and inspections. 

• Monitor compliance through observations and investigations. 

• Review immobilisation-related incidents and corrective actions. 

• Update this policy as legislative requirements, operational activities, or risks change. 

Failure to comply with this policy may result in disciplinary action and may constitute a breach of legal 

obligations under relevant WHS and Chain of Responsibility legislation. 
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SOCIAL MEDIA POLICY AND PROCEDURE 

Purpose 
Team Transport & Logistics recognises that social media is an important communication and 
networking tool used by employees, contractors and the wider community. This policy outlines the 
standards of conduct expected when using social media in both professional and personal capacities 
where there is a connection to Team Transport & Logistics. 

The purpose of this policy is to: 
• Protect the reputation, commercial interests and confidential information of Team Transport 

& Logistics. 
• Promote respectful, professional and lawful online behaviour. 
• Reduce the risk of workplace bullying, harassment, discrimination, and psychosocial harm 

arising from social media use. 
• Ensure compliance with applicable workplace, privacy and safety obligations. 

Scope 
This policy applies to all: 

• Employees; 
• Contractors; 
• Sub-contractors; 
• Labour hire personnel; and 
• Any individual authorised to represent Team Transport & Logistics online. 

This policy applies where individuals: 
• Create, publish, share or manage content on behalf of Team Transport & Logistics; 
• Post content on social media platforms owned, managed or controlled by Team Transport & 

Logistics; 
• Represent themselves as associated with Team Transport & Logistics; 
• Refer to Team Transport & Logistics, its employees, customers, suppliers, business partners 

or operations; or 
• Engage in online activity that could reasonably affect Team Transport & Logistics' reputation, 

workplace relationships or business operations. 
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Exclusions 
This policy does not apply to: 

• Personal social media use that has no identifiable connection to Team Transport & Logistics; 
• Private communications made solely in a personal capacity, and which do not reference or 

affect Team Transport & Logistics, its workers, customers, suppliers or business partners; or 
• Activities protected by applicable workplace laws and industrial relations legislation. 

 

Professional Use of Social Media 
Only authorised persons may create, publish, respond to or manage social media content on behalf of 
Team Transport & Logistics. 
Employees, contractors and sub-contractors must obtain written approval from management before: 

• Establishing social media accounts representing Team Transport & Logistics; 
• Posting content on behalf of Team Transport & Logistics; or 
• Acting as a spokesperson for Team Transport & Logistics through any online platform. 

When engaging in authorised social media activities, individuals must: 
• Conduct themselves professionally and respectfully at all times; 
• Ensure all content is accurate and factual; 
• Act in the best interests of Team Transport & Logistics; 
• Comply with all company policies and procedures; 
• Respect privacy and confidentiality obligations; and 
• Avoid content that may be misleading, offensive, discriminatory, harassing or unlawful. 

 

Confidential Information 
Employees, contractors and sub-contractors must not disclose, publish, discuss or share 
confidential information relating to Team Transport & Logistics or its customers, suppliers or business 
partners through social media or any online platform. 
Confidential information includes, but is not limited to: 

• Pricing structures and commercial arrangements; 
• Financial information; 
• Contracts and tenders; 
• Customer information; 
• Supplier information; 

 
 
 



 
 

242 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
 

• Business strategies and plans; 
• Internal reports and communications; 
• Employee information; 
• Intellectual property; and 
• Any information not publicly available. 

Individuals must not publish information regarding customers, suppliers or business partners without 
prior written authorisation from both Team Transport & Logistics and, where applicable, the affected 
party. 

Personal Use of Social Media 
Team Transport & Logistics recognises the right of employees, contractors and sub-contractors to 
participate in social media and online discussion platforms in a personal capacity. 
However, where there is an identifiable connection to Team Transport & Logistics, individuals must 
ensure their conduct does not adversely affect the workplace, colleagues, customers or the 
company’s reputation. 
Individuals must not: 

• Represent personal opinions as those of Team Transport & Logistics; 
• Make derogatory or disparaging comments about Team Transport & Logistics, its workers, 

customers, suppliers or business partners; 
• Engage in online bullying, harassment, discrimination, victimisation or threatening behaviour; 
• Publish false, misleading or defamatory information; 
• Share confidential information; 
• Post material that may reasonably damage Team Transport & Logistics' reputation, 

relationships or commercial interests; or 
• Use social media in a manner that breaches workplace health and safety obligations. 

Where appropriate, employees are encouraged to include a disclaimer stating that any opinions 
expressed are their own and do not represent Team Transport & Logistics. 

Respectful Online Behaviour 
All workers must maintain respectful and professional standards when interacting online. 
The following conduct is prohibited: 

• Workplace bullying; 
• Sexual harassment; 
• Gender-based harassment; 
•  

 



 
 

243 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
 

• Discrimination; 
• Intimidation; 
• Threatening or abusive behaviour; 
• Hate speech; 
• Offensive, humiliating or degrading comments; and 
• Any conduct that may create a psychosocial hazard or risk to health and safety. 

Online conduct occurring outside normal work hours may still be subject to this policy where it has a 
connection to the workplace or impacts Team Transport & Logistics or its workers. 

Reporting Concerns 
Workers who become aware of conduct that may breach this policy should report the matter to: 

• Their Manager or Supervisor; 
• Human Resources; or 
• A Company Director. 

Reports will be handled confidentially, to the extent reasonably practicable, and investigated in 
accordance with company procedures. 

Breach of Policy 
Failure to comply with this policy may result in disciplinary action. 
Depending on the seriousness of the breach, disciplinary action may include: 

• Informal counselling; 
• Formal warning; 
• Mandatory training; 
• Suspension of access to company systems; 
• Suspension from duties; 
• Termination of employment; or 
• Termination or non-renewal of contractor or subcontractor arrangements. 

Team Transport & Logistics may also refer matters to external authorities where conduct potentially 
breaches legal obligations. 
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Definitions 
Social Media 
Social media refers to internet-based applications, websites and digital technologies that enable 
users to create, share, discuss, publish or exchange information, opinions, images, videos and other 
content. 
Examples include, but are not limited to: 

• Facebook 
• LinkedIn 
• Instagram 
• TikTok 
• X (formerly Twitter) 
• YouTube 
• Snapchat 
• WhatsApp 
• WeChat 
• Blogs and personal websites 
• Online forums and discussion boards 
• Podcasts and video-sharing platforms 
• Wikis and collaboration tools 
• Email and instant messaging applications 
• Any future social networking or content-sharing platforms 

Responsibilities 
Workers 
Workers are responsible for: 

• Complying with this policy; 
• Maintaining professional online conduct; 
• Protecting confidential information; and 
• Reporting suspected breaches. 

Managers and Supervisors 
Managers and supervisors are responsible for: 

• Promoting awareness of this policy; 
• Addressing concerns promptly; 
• Managing reported breaches fairly and consistently; and 
• Supporting a respectful and psychologically healthy workplace. 
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Related Legislation and Reference Material 
This policy should be read in conjunction with: 

• Work Health and Safety Act 2011 (Qld) 
• Work Health and Safety Regulation 2011 (Qld) 
• Managing the Risk of Psychosocial Hazards at Work Code of Practice 2022 (Queensland) 
• Managing Psychosocial Hazards at Work Code of Practice 2024 (where applicable) 
• Safe Work Australia Model Code of Practice: Sexual and Gender-Based Harassment 
• Fair Work Act 2009 (Cth) 
• Privacy Act 1988 (Cth) 
• Anti-Discrimination Act 1991 (Qld) 
• Team Transport & Logistics Code of Conduct 
• Workplace Behaviour and Bullying Policy 
• Privacy and Confidentiality Policy 
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SPEED MANAGEMENT POLICY 

Purpose 
Team Transport and Logistics agrees with the National Transport Commission that more can and 
should be done to challenge, change, deter, and—where necessary—penalise speeding behaviour on 
our roads. 

No task is so important that it cannot be completed safely. Accordingly, Team Transport and Logistics 
implements and monitors policies and practices to ensure that: 

• Drivers understand that speeding is unacceptable; and 
• Speeding is not part of our business model under any circumstances. 

Commitment 

Team Transport and Logistics is committed to ensuring all drivers (employees and subcontractors) 
and responsible persons understand and comply with their legal obligations under the Chain of 
Responsibility (CoR) legislation. 
 
This commitment is achieved through: 

• Monitoring time taken to perform driving tasks 
• Ensuring vehicle speed limiters are not tampered with 
• Tracking transit times via GPS applications and in-vehicle monitoring systems (company-

owned vehicles) 
• Ensuring contracts do not encourage speeding or reward breaches of CoR legislation 
• Requiring drivers to report faults in speed limiters, GPS devices, dashboard cameras, or other 

monitoring systems 
• Ensuring no party within the CoR imposes unreasonable time constraints that could encourage 

speeding 
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Speeding Management Standards 
A speeding event occurs when: 

• A heavy vehicle exceeds the posted speed limit; or 
• A vehicle travels within the posted limit but at a speed inappropriate for conditions, including:  

o Road surface 
o Visibility 
o Weather conditions 
o Traffic volume and flow 
o Pedestrian activity 

All speeding events are assessed over a rolling 12-month period. 

Speed Classification 
Speeding events are categorised as follows: 

• Critical Breach 
o 20 km/h or more above the posted speed limit 
o Detected by an authorised enforcement authority 

• Major Breach 
o 15 km/h to less than 20 km/h above the speed limit 
o Detected by an authorised enforcement authority 

• Moderate Breach 
o 5 km/h to less than 15 km/h above the speed limit 
o Detected by an authorised enforcement authority 

Disciplinary Actions 

Offence Moderate Breach Major Breach Critical Breach 

First Formal verbal counselling 
First and final written 
warning 

Termination of 
employment 

Second 
First written warning (two further breaches 
→ termination) 

Termination of employment — 

Third Final written warning — — 

Fourth Termination of employment — — 



 
 

248 
 

Driven By Service 

Powered By Teamwork 
 

 

 

Supporting Resources 
• QRSTUV Guide to Speed Management 

• QRSTUV-Guide-to-Speed-Management.pdf 
• Heavy Vehicle National Law (Queensland) – Queensland Government 

• Heavy Vehicle National Law (Queensland) - Queensland Legislation - Queensland Government 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

file:///C:/Users/TonyErhardt/Downloads/QRSTUV-Guide-to-Speed-Management.pdf
https://www.legislation.qld.gov.au/view/whole/html/inforce/current/act-2012-hvnlq#sec.26C
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SUSTAINABILITY POLICY & MISSION STATEMENT 
At Team Transport & Logistics, we are committed to driving sustainable change in the transport and 
logistics industry by reducing our carbon footprint and adopting innovative, low-emission 
technologies. As a leading logistics provider, we recognise the environmental impact of our 
operations and are proactively working toward a cleaner, more sustainable future. 

Our Commitment to Sustainability: 

1. Emissions Reduction & Clean Energy Transition 
• Align with Australia’s net-zero by 2050 target and work toward a 43% emissions reduction 

by 2030. 
• Transition a portion of our fleet to hydrogen fuel cell vehicles (FCEVs) and other low-

emission technologies. 
• Optimise route planning, driver training, and fuel efficiency measures to reduce diesel 

consumption. 
• Support the development of hydrogen refuelling infrastructure and investigate renewable 

energy sources for operations. 

2. Energy Efficiency & Green Facilities 
• We will add further solar energy systems and energy-efficient lighting and equipment 

throughout each Team Transport & Logistics depots and offices. 
• Further reduce electricity consumption by adopting smart energy management systems. 
• Implemented low-energy warehouse and office operations to our Radar Street Depot and 

will introduce to other Team Transport & Logistics depots and offices, including sensor-based 
lighting and HVAC optimisation. 

3. Sustainable Waste Management 
• We have established a waste reduction and recycling program across all sites, including 

depots and parking facilities. 
• We have reduced reliance on single-use plastics and promote the use of recyclable and 

biodegradable materials. 
• Further optimise packaging, pallets, and cargo loading to minimise excess material waste. 
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4. Water Conservation & Pollution Prevention 
• Implement water-saving measures at our depots and washing bays. 
• We have reduced the risk of chemical runoff and contamination through proper disposal 

and containment procedures. 
• Investigate the use of rainwater harvesting systems for non-potable applications. 

5. Responsible Procurement & Supply Chain Sustainability 
• We aim to partner with suppliers and manufacturers who prioritise sustainability, 

renewable energy, and ethical sourcing. 
• Select low-impact, recyclable, or reusable materials for all our logistics operations. 
• Work with clients and industry partners to promote eco-friendly logistics solutions. 

6. Community & Industry Leadership 
• Engage with government bodies, industry associations, and sustainability organisations 

to drive positive change. 
• Support research and development in clean transport technologies. 
• Educate employees, partners, and clients on sustainable practices and encourage 

participation in green initiatives. 

Future Goals: 

• Transition a significant portion of our fleet to hydrogen and alternative fuel vehicles by 
2027. 

• Reduce diesel consumption by at least 25% over the next five years. 
• Achieve a 50% reduction in operational waste through recycling and efficiency 

improvements. 
• Implement renewable energy solutions across all depots and office locations. 
• Develop a comprehensive sustainability reporting system to track and publish progress. 

At Team Transport & Logistics, sustainability is not just a commitment—it’s a responsibility. By 
embracing clean energy, efficient operations, and responsible resource management, we will set 
the standard for a greener future in logistics. 
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THEFT AND FRAUD POLICY 

Purpose 
Team Transport and Logistics is committed to maintaining the highest standards of honesty, integrity, 
and ethical conduct across all business activities. This policy outlines the Company's expectations 
regarding theft, fraud, and dishonest conduct and establishes the process for reporting, investigating, 
and addressing suspected incidents. 
 
All employees, including permanent, temporary, casual employees, labour hire workers, contractors, 
and subcontractors, are required to comply with this policy. 

Policy Statement 
Employees are expected to conduct themselves in a manner that protects the reputation, assets, and 
interests of Team Transport and Logistics, its customers, clients, suppliers, and stakeholders. 
All employees must: 

• Comply with Company policies, procedures, and lawful directions. 
• Act honestly and ethically in all business dealings. 
• Treat colleagues, customers, clients, and stakeholders with respect. 
• Protect Company property, equipment, information, and resources. 
• Perform their duties to the required standard. 
• Report any known or suspected incidents of theft, fraud, corruption, or other dishonest 

conduct. 
Team Transport and Logistics adopts a zero-tolerance approach to theft and fraud. Any substantiated 
incident may result in disciplinary action, including termination of employment and referral to law 
enforcement authorities where appropriate. 

Definition of Fraud 
Fraud is any deliberate or dishonest act or omission intended to obtain an unauthorised benefit, 
financial advantage, or gain for an individual or entity, or to cause loss to another party. 
Examples of fraud include, but are not limited to: 

• Theft or misappropriation of Company funds, property, or assets. 
• Creating false invoices or fraudulent claims for payment. 
• Falsifying timesheets, payroll records, expense claims, or financial records. 
• Accounts receivable fraud, including diversion or misdirection of payments. 
• Unauthorised use of Company credit cards or purchasing accounts. 
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• Deliberate concealment, destruction, alteration, or falsification of business records. 
• Misuse of confidential information for personal gain. 
• Abuse of position, authority, or access to secure an improper benefit. 
• Providing false or misleading information during Company processes or investigations. 

For the purposes of this policy, theft of Company or client property by an employee, contractor, or 
other person associated with the Company will be treated as a form of fraud regardless of whether 
deception was used. 

Definition of Theft 
Theft involves the unauthorised taking, use, possession, or control of property or assets belonging to 
Team Transport and Logistics, its clients, customers, suppliers, or employees, with the intention of 
depriving the rightful owner of those assets. 
Examples of theft include, but are not limited to: 

• Stealing cash, stock, equipment, fuel, tools, vehicles, or other Company property. 
• Obtaining control of Company or client assets through dishonest means. 
• Embezzlement or unauthorised transfer of funds. 
• Personal use of Company assets where such use has not been authorised. 
• Authorising or receiving payment for goods not received or services not performed. 
• Claiming payment for hours not worked or falsifying attendance records. 
• Removing Company property from Company premises without authorisation. 

Reporting Fraud or Theft 
All employees have a responsibility to report any known or suspected incident of fraud, theft, 
misconduct, or misappropriation of Company or client assets immediately. 
Reports should be made to: 

• Human Resources; or 
• A Manager or Senior Manager where appropriate. 

Reports will be treated confidentially to the extent reasonably practicable and investigated promptly. 
An employee who knowingly fails to report suspected fraudulent or theft-related conduct may be 
subject to disciplinary action. 
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Investigation Process 
Where allegations of theft, fraud, or related misconduct arise, Team Transport and Logistics will 
conduct an investigation that is fair, impartial, and consistent with the principles of procedural 
fairness. 
The investigation process may include: 

1. Gathering relevant information and evidence. 
2. Advising the employee of the allegations and concerns. 
3. Providing the employee with a reasonable opportunity to respond. 
4. Allowing the employee to have a support person present during any formal meeting. 
5. Considering all available evidence before making a determination. 
6. Communicating the outcome to the employee. 

Where appropriate, employees may be suspended on full pay while an investigation is conducted. 
The Company may also refer matters to external agencies, including the Queensland Police Service, 
where criminal conduct is suspected. 

Disciplinary Action 
Following an investigation, Team Transport and Logistics may take disciplinary action where 
misconduct is substantiated. 
The standard disciplinary process may include: 

Step 1 – Counselling (where appropriate) 
Informal counselling to address concerns and expectations. 

Step 2 – Formal Warning 
A written warning outlining the conduct concerns and required improvements. 

Step 3 – Final Warning 
A further written warning advising that continued misconduct may result in termination. 

Step 4 – Termination of Employment 
Termination of employment where misconduct is serious, repeated, or otherwise warrants dismissal. 
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Serious Misconduct 
Certain conduct may constitute serious misconduct and may justify immediate dismissal without 
prior warnings. 
Examples include: 

• Theft of Company, client, customer, or employee property. 
• Fraudulent activity. 
• Deliberate falsification of records. 
• Embezzlement. 
• Serious breaches of trust or confidentiality. 
• Dishonest conduct resulting in financial or reputational damage to the Company. 

In cases involving serious misconduct, Team Transport and Logistics reserves the right to bypass any 
or all steps of the disciplinary process and proceed directly to termination, subject to a fair and 
reasonable investigation. 
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VISITOR IDENTIFICATION & ACCESS CONTROL POLICY 

Purpose 
Team Transport and Logistics is committed to maintaining a safe, secure, and compliant workplace for 
employees, contractors, visitors, and customers. The wearing of approved identification is a critical 
component of site security, ensuring that all persons on Team Transport and Logistics premises can be readily 
identified and authorised to access the site. 

Policy Statement 
All Team Transport and Logistics employees, contractors, labour hire personnel, and authorised visitors must 
wear a valid Team Transport and Logistics Identification Card or Authorised Visitor Badge while on company 
premises or work sites. 
 
This requirement supports the security, safety, and operational integrity of Team Transport and Logistics and 
our customers, particularly at locations where access is not controlled by physical barriers or gate systems. 
 
Access to buildings, warehouses, operational areas, and other restricted facilities will be monitored and 
controlled. Any person who cannot present a valid Team Transport and Logistics Identification Card or 
Authorised Visitor Badge may be required to provide proof of identity before access is granted. 
 
Acceptable forms of identification may include: 

• Driver's Licence 
• Company-issued identification card 
• Passport 
• Other government-issued photo identification 

Once identity has been verified, visitors must be issued and wear an Authorised Visitor Badge for the duration 
of their visit. 

Employee and Visitor Requirements 
All employees and authorised visitors are responsible for: 

• Wearing their identification card or visitor badge at all times while on Team Transport and Logistics 
premises. 

• Displaying identification above waist level and ensuring it remains clearly visible. 
• Ensuring identification cards are legible and not obscured, altered, or covered by stickers or other 

attachments. 
• Using company-issued identification only for authorised business purposes. 
• Protecting identification cards from loss, theft, damage, or misuse. 
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• Returning company-issued identification cards and lanyards upon termination of employment or 
when a replacement card is issued. 

• Presenting appropriate identification when collecting a new or replacement card. 
• Requesting a replacement identification card through their Department Manager if the card is expired, 

lost, stolen, damaged, or if a change in position requires updated identification. 
Identification cards and lanyards remain the property of Team Transport and Logistics at all times. 

Visitor Management Procedure 

Visitors 
All visitors must: 

1. Register through the WOL Visitor Management System upon arrival. 
2. Present identification if requested. 
3. Receive and wear an Authorised Visitor Badge at all times while on site. 
4. Remain under the supervision or escort of an authorised Team Transport and Logistics employee 

unless otherwise approved. 
5. Return visitor identification upon departure where applicable. 

Labour Hire Personnel 
All labour hire workers engaged by Team Transport and Logistics must: 

• Sign in through the WOL system before commencing each shift. 
• Wear approved identification while on site. 
• Comply with all Team Transport and Logistics site access and visitor management requirements. 

Unauthorised Persons 
Any individual found on Team Transport and Logistics premises without visible identification and not 
accompanied by an authorised employee may be considered an unauthorised person. 
Where an unauthorised person is identified: 

1. The individual should be approached safely and asked to provide identification and the reason for 
their presence on site. 

2. If the individual has a legitimate business purpose, they must be escorted to reception to complete 
the required sign-in process and obtain visitor identification. 

3. If the individual cannot demonstrate a legitimate reason for being on site, they must be escorted from 
the premises immediately. 

4. Where appropriate, law enforcement or relevant authorities may be contacted to address trespassing 
or security concerns. 

All cases involving unauthorised persons must be reported immediately to: 
internalsafetyteam@teamtransport.com.au or a Senior Manager 
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Responsibilities 

Employees 
All Team Transport and Logistics employees must: 

• Wear their identification card in plain view while on company premises. 
• Take reasonable care to protect their identification card when off site. 
• Report lost, stolen, or damaged identification cards to the Risk Team as soon as possible and arrange 

for a replacement. 
• Escort visitors where required and ensure visitor identification procedures are followed. 
• Report any unauthorised persons or suspicious activity to a supervisor or manager immediately. 
• Return company-issued identification cards to the Compliance Team upon termination of 

employment. 

Managers and Supervisors 
Managers and Supervisors must: 

• Ensure employees within their area of responsibility comply with identification and access control 
requirements. 

• Ensure visitors are appropriately registered, identified, and supervised while on site. 
• Verify that authorised visitor badges are clearly visible and valid. 
• Investigate and challenge unidentified persons within their area of responsibility. 
• Escort legitimate visitors to reception to complete sign-in requirements where necessary. 
• Take appropriate action when unauthorised access occurs, including contacting relevant authorities 

where required. 
• Promote compliance with this policy and address any breaches promptly. 

Non-Compliance 
Failure to comply with this policy may result in corrective action, including removal from site, disciplinary 
action, or termination of access privileges, depending on the severity of the breach. 
Team Transport and Logistics reserves the right to deny access to any person who fails to comply with 
identification and visitor management requirements. 
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TRUCK AND LOAD SECURITY POLICY 

Purpose 
Team Transport and Logistics is committed to the safe, secure, and compliant transportation and 
storage of all customer goods and property under our care. This commitment applies to products 
transported in vehicles, containers, trailers, and goods stored within company facilities. 
 
This policy establishes the minimum-security requirements that must be followed by all workers to 
prevent theft, loss, damage, tampering, and unauthorized access to customer property during 
transport and warehousing operations. 

Scope 
This policy applies to all Team Transport and Logistics employees, contractors, drivers, warehouse 
personnel, labour hire workers, and any other persons undertaking transport, loading, unloading, or 
storage activities on behalf of the company. 

Policy Requirements 
All workers are responsible for maintaining the security of vehicles, loads, containers, and customer 
property. The following requirements must be always adhered to: 

Vehicle Security 
• Loaded vehicles must not be left unattended unless appropriate security measures are in 

place. 
• Vehicle cabins must be locked whenever the driver leaves the vehicle unattended. 
• Vehicles should be parked only in safe and secure locations whenever possible, including:  

o Gated and lockable facilities; 
o Areas covered by CCTV surveillance; and 
o Well-lit locations with restricted public access. 

• Drivers must avoid extended absences from vehicles unless approved security controls have 
been implemented. 
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Load Security 
Where a vehicle is left unattended for any period, workers must ensure that: 

• The vehicle is stored in a location with restricted or no public access. 
• All doors, cabins, trailers, and containers are secured and locked where practicable. 
• Pre-loaded vehicles containing customer goods are stored in a locked and secure area. 
• Any signs of tampering, theft, or unauthorized access are immediately reported to 

management. 

Container Security 
• Container seals must be inspected and verified at each collection and delivery point. 
• Any broken, missing, or damaged seals must be reported immediately. 
• Containers must be inspected for damage, defects, tampering, or security concerns before 

transport. 
• Any issues identified during inspection must be documented and reported before the container 

is moved. 

Depot and Warehouse Security 
• All Team Transport and Logistics depots, warehouses, and storage facilities must be secured at 

the end of each working day. 
• Alarm and security systems must be activated whenever premises are unattended. 
• CCTV systems must remain operational and recording 24 hours a day, 7 days a week. 
• Unauthorized persons are not permitted access to secure storage areas. 

Responsibilities 

Workers 
Workers must: 

• Follow all requirements contained within this policy. 
• Take reasonable steps to protect customer goods and company assets. 
• Report security breaches, suspicious activity, theft, damage, or loss immediately to 

management. 
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Management 
Management will: 

• Provide suitable security systems and controls. 
• Ensure workers are informed of their security responsibilities. 
• Investigate any reported security incidents. 
• Monitor compliance with this policy and implement corrective actions where required. 

Non-Compliance 
Failure to comply with this policy may result in theft, loss, damage, or compromise of customer 
property and company assets. 
Any worker found to be in breach of this policy may be subject to disciplinary action, up to and 
including termination of employment or engagement, in accordance with company procedures. 
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TRUCK AND LOAD SECURITY POLICY 

Purpose 
Team Transport and Logistics is committed to the safe, secure, and compliant transportation and 
storage of all customer goods and property under our care. This commitment applies to products 
transported in vehicles, containers, trailers, and goods stored within company facilities. 
 
This policy establishes the minimum-security requirements that must be followed by all workers to 
prevent theft, loss, damage, tampering, and unauthorized access to customer property during 
transport and warehousing operations. 

Scope 
This policy applies to all Team Transport and Logistics employees, contractors, drivers, warehouse 
personnel, labour hire workers, and any other persons undertaking transport, loading, unloading, or 
storage activities on behalf of the company. 

Policy Requirements 
All workers are responsible for maintaining the security of vehicles, loads, containers, and customer 
property. The following requirements must be always adhered to: 

Vehicle Security 
• Loaded vehicles must not be left unattended unless appropriate security measures are in 

place. 
• Vehicle cabins must be locked whenever the driver leaves the vehicle unattended. 
• Vehicles should be parked only in safe and secure locations whenever possible, including:  

o Gated and lockable facilities; 
o Areas covered by CCTV surveillance; and 
o Well-lit locations with restricted public access. 

• Drivers must avoid extended absences from vehicles unless approved security controls have 
been implemented. 
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Load Security 
Where a vehicle is left unattended for any period, workers must ensure that: 

• The vehicle is stored in a location with restricted or no public access. 
• All doors, cabins, trailers, and containers are secured and locked where practicable. 
• Pre-loaded vehicles containing customer goods are stored in a locked and secure area. 
• Any signs of tampering, theft, or unauthorized access are immediately reported to 

management. 

Container Security 
• Container seals must be inspected and verified at each collection and delivery point. 
• Any broken, missing, or damaged seals must be reported immediately. 
• Containers must be inspected for damage, defects, tampering, or security concerns before 

transport. 
• Any issues identified during inspection must be documented and reported before the container 

is moved. 

Depot and Warehouse Security 
• All Team Transport and Logistics depots, warehouses, and storage facilities must be secured at 

the end of each working day. 
• Alarm and security systems must be activated whenever premises are unattended. 
• CCTV systems must remain operational and recording 24 hours a day, 7 days a week. 
• Unauthorized persons are not permitted access to secure storage areas. 

Responsibilities 

Workers 
Workers must: 

• Follow all requirements contained within this policy. 
• Take reasonable steps to protect customer goods and company assets. 
• Report security breaches, suspicious activity, theft, damage, or loss immediately to 

management. 
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Management 
Management will: 

• Provide suitable security systems and controls. 
• Ensure workers are informed of their security responsibilities. 
• Investigate any reported security incidents. 
• Monitor compliance with this policy and implement corrective actions where required. 

Non-Compliance 
Failure to comply with this policy may result in theft, loss, damage, or compromise of customer 
property and company assets. 
Any worker found to be in breach of this policy may be subject to disciplinary action, up to and 
including termination of employment or engagement, in accordance with company procedures. 
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WASTE MANAGEMENT POLICY 

Purpose 
Team Transport and Logistics is committed to managing waste in an environmentally responsible 
manner and in compliance with all applicable Queensland and Australian environmental legislation, 
regulations, codes of practice, and industry standards. The company aims to minimise waste 
generation, maximise recycling opportunities, and ensure that all waste is managed, transported, and 
disposed of through appropriately licensed and accredited contractors. 

Policy Statement 
Team Transport and Logistics will: 

• Comply with all relevant environmental, waste management, and dangerous goods 
legislation. 

• Minimise the generation of waste through efficient operations and responsible resource use. 
• Reuse and recycle materials wherever reasonably practicable. 
• Ensure waste is segregated, stored, transported, and disposed of safely and lawfully. 
• Engage reputable and appropriately licensed waste and recycling contractors. 
• Maintain accurate records relating to waste management activities where required by 

legislation or company procedures. 
• Promote environmental awareness and responsible waste management practices among all 

workers and contractors. 

Waste Management Requirements 

General Waste 
• Waste shall be separated at the source where practicable to maximise recycling 

opportunities. 
• Clearly identified bins will be provided for general waste and recyclable materials. 
• Employees are expected to dispose of waste in the appropriate containers and follow site 

recycling procedures. 
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Recyclable Materials 
Where practical, the following materials shall be recycled through approved recycling providers: 

• Aluminium cans 
• Plastic bottles and containers 
• PET cartons 
• Paper and cardboard 
• Scrap metal 
• Tyres 
• Batteries 
• Waste oil 
• Other recyclable materials generated through operational activities 

Regulated and Hazardous Waste 

The following waste streams require special handling and disposal arrangements: 

Refrigerants (Freon and Similar Gases) 
• Refrigerants must only be recovered, handled, and recycled by appropriately licensed and 

accredited technicians. 
• Refrigerant gases must not be released into the atmosphere due to their environmental 

impacts. 

Waste Antifreeze 
• Waste antifreeze shall be collected and removed by an approved recycling contractor. 

Scrap Metal 
• Scrap metal shall be segregated and delivered to approved metal recycling facilities. 

Tyres 
• Used tyres shall be sent to approved tyre recyclers or retreads wherever practicable rather 

than disposed of in landfill. 
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Batteries 
• Wet cell, lead-acid, lithium, and other vehicle batteries shall be managed as regulated waste 

and sent to approved recycling facilities. 

Asbestos-Containing Components 
• Brake, clutch, or other components suspected of containing asbestos must only be handled in 

accordance with applicable asbestos management requirements by competent and 
authorised personnel. 

• Appropriate controls, including de-dusting procedures and personal protective equipment, 
must be used where applicable. 

Waste Oil 
• Waste oil shall be collected in designated storage containers and removed for recycling by an 

approved contractor, such as Cleanaway or an equivalent licensed provider. 

Record Keeping 
Where required, records relating to waste generation, storage, transport, recycling, and disposal shall 
be maintained and retained in accordance with legal and business requirements. Records may 
include: 

• Waste tracking documentation 
• Disposal certificates 
• Recycling receipts 
• Contractor licences and approvals 
• Incident and corrective action records 

Responsibilities 

Management 
Management is responsible for: 

• Providing adequate waste disposal and recycling facilities. 
• Ensuring compliance with legislative requirements. 
• Engaging approved waste contractors. 
• Monitoring waste management performance and implementing improvements. 
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Employees and Contractors 
Employees and contractors are responsible for: 

• Following waste management procedures. 
• Segregating waste correctly. 
• Reporting any environmental incidents, spills, or waste management issues. 
• Using designated disposal and recycling facilities. 
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MECHANICAL / MAINTENANCE PROCEDURES POLICY 
NHVAS Maintenance Management System 

Team Transport and Logistics 

PURPOSE 
Industry and government agencies recognise that transport operators can meet and exceed legislative 
requirements through effective internal management systems. To demonstrate compliance, operators 
must maintain records that can be audited by regulatory authorities and approved auditors. 
 
The National Heavy Vehicle Accreditation Scheme (NHVAS) Maintenance Management Module 
provides a structured framework for heavy vehicle operators to manage vehicle maintenance and 
roadworthiness through documented systems, procedures, responsibilities, training and records. 
 
Maintenance Management Accreditation encourages Team Transport and Logistics to take 
responsibility for ensuring vehicles are regularly serviced, maintained in a roadworthy condition and 
are safe to operate at all times. 
The Maintenance Management System supports: 

• Improved fleet reliability; 
• Reduced vehicle downtime; 
• Increased road safety; 
• Compliance with Heavy Vehicle National Law (HVNL); 
• Improved operational efficiency; 
• Enhanced Chain of Responsibility (CoR) compliance; and 
• Continuous improvement of maintenance performance. 

BENEFITS 
Benefits of the Maintenance Management System include: 

• Improved productivity and efficiency; 
• Improved accountability of drivers and maintenance personnel; 
• Reduced vehicle downtime and breakdowns; 
• Increased confidence in vehicle condition; 
• Extended vehicle life; 
• Reduced maintenance costs; 
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• Compliance with duty of care obligations; 
• Improved driver morale; 
• Improved relationships with regulatory agencies; 
• Reduced enforcement intervention; and 
• Improved safety outcomes. 

OBJECTIVES 
The primary objectives of the Maintenance Management System are to: 

• Ensure all vehicles operated by Team Transport and Logistics are maintained in a safe and 
roadworthy condition. 

• Protect the health and safety of drivers, employees, contractors and other road users. 

• Ensure compliance with NHVAS Maintenance Management standards and Heavy Vehicle 
National Law. 

• Ensure all vehicle defects are identified, reported, assessed and rectified appropriately. 

• Establish and maintain documented maintenance records and evidence of compliance. 

CHAIN OF RESPONSIBILITY (CoR) MAINTENANCE STATEMENT 
Chain of Responsibility 
All parties involved in vehicle maintenance, scheduling, operation, repair and management shall 
exercise due diligence and take reasonable steps to ensure that vehicles are maintained in a safe and 
roadworthy condition in accordance with Heavy Vehicle National Law. 
 

POLICY STATEMENT 
Team Transport and Logistics is committed to providing and maintaining vehicles that are safe, 
roadworthy, reliable and compliant with all applicable legislation. 
Vehicle roadworthiness is maintained through: 

• Daily Pre-Start Inspections; 
• Defect and fault reporting systems; 
• Fault assessment and repair processes; 
• Scheduled preventative maintenance; 
• Annual inspections; 
• Internal compliance reviews; 
• External audits; and 
• Ongoing training and competency verification. 
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Team Transport and Logistics is committed to: 
• Using only quality parts suitable for their intended purpose; 
• Maintaining vehicle emission control systems; 
• Purchasing fuel from reputable suppliers; 
• Preventing fuel contamination through proper storage and handling practices; 
• Ensuring maintenance is only undertaken by competent and qualified personnel; and 
• Continually improving maintenance performance through review and corrective action. 

All employees, subcontractors, approved repairers and service providers are required to operate in 
accordance with this policy. 
 

DOCUMENT CONTROL AND AMENDMENTS 
The Operations Manager is responsible for document control and ensuring the Maintenance Manual 
remains current. 
Amendments shall be controlled as follows: 

• Each revision shall contain a new issue date. 

• All changes shall be recorded in the Amendment Register. 

• The Contents Page shall be updated following amendments. 

• Superseded documents shall be retained until the next audit cycle. 

• Consecutive revision numbers shall be allocated. 

• Controlled copies shall be updated immediately following revision. 

• A Distribution Register shall identify all issued controlled copies. 

EMPLOYEE REGISTER 
Team Transport and Logistics shall maintain an Employee Register containing: 

• Employee name; 
• Position; 
• Licence details; 
• Competencies; 
• Training records; 
• Induction records; and 
• Relevant qualifications. 
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All employees shall: 

• Receive induction training; 
• Receive Maintenance Management training; 
• Sign acknowledgment records confirming understanding of company procedures; and 
• Participate in refresher training when required. 

VEHICLE CONTROL 
All vehicles operating under the Maintenance Management System shall be listed on the Maintenance 
Management Vehicle Register. 
The Vehicle Register shall include: 

• Registration Number; 
• VIN/Chassis Number; 
• Registered Owner; 
• Vehicle Type; 
• Manufacturer; 
• Year of Manufacture; 
• Fleet Number; 
• NHVAS Accreditation Label Number (where applicable); 
• Date Entered into NHVAS; and 
• Date Removed from NHVAS. 

Annual Inspection Requirement 
Each vehicle shall undergo an annual inspection at least every 12 months by an authorised person 
experienced in heavy vehicle inspections. 
Vehicles entering the NHVAS Maintenance Management Scheme must have evidence of 
roadworthiness not older than six months. 
Subcontractor vehicles must provide a current roadworthiness inspection certificate prior to 
approval. 
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RESPONSIBILITIES 

Operations Manager 
The Operations Manager is responsible for: 

• Overall operation of the Maintenance Management System. 
• Ensuring compliance with all procedures. 
• Ensuring vehicles are maintained in a roadworthy condition. 
• Approving maintenance schedules. 
• Managing approved repairers. 
• Ensuring staff are properly trained. 
• Maintaining records. 
• Conducting management reviews. 
• Ensuring non-conformances are corrected. 
• Ensuring unroadworthy vehicles are removed from service immediately. 
• Maintaining approved repairer qualifications. 
• Managing audit requirements. 

Maintenance Provider / Mechanic 
Responsible for: 

• Conducting maintenance and repairs. 
• Maintaining suitable qualifications and licences. 
• Assessing defects and repair priorities. 
• Testing vehicles after repairs where required. 
• Maintaining service and repair records. 
• Monitoring deferred faults. 
• Inspecting emission control systems. 
• Reporting major defects immediately. 

Drivers and Subcontractors 
Responsible for: 

• Completing Daily Pre-Start Inspections. 
• Reporting defects immediately. 
• Completing Fault Repair Requests. 
• Operating vehicles safely. 
• Presenting inspection reports to authorised officers when required. 
• Not operating vehicles deemed unsafe or unroadworthy. 
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Approved Repairers 
Approved Repairers must: 

• Hold appropriate trade qualifications. 
• Maintain relevant licences and insurances. 
• Complete repairs to industry standards. 
• Provide detailed invoices and service reports. 
• Certify repairs where required. 

DAILY PRE-START INSPECTIONS 
A Daily Pre-Start Inspection shall be completed before the vehicle enters service each day. Where 
multiple vehicles are operated, a separate inspection shall be completed for each vehicle. Inspection 
records shall be retained as evidence of compliance. 

Inspection Items 
Wheels and Tyres 

• Inflation pressures. 
• Tread depth. 
• Tyre damage. 
• Wheel security. 

Lights and Reflectors 
• Headlights. 
• Indicators. 
• Brake lights. 
• Clearance lights. 
• Reflectors. 

Windscreen, Mirrors and Wipers 
• Cleanliness. 
• Visibility. 
• Damage. 
• Washer operation. 

Structure and Body 
• Body condition. 
• Chassis condition. 
• Trailer integrity. 
• Couplings. 
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Fluid Leaks 

• Oil. 
• Fuel. 
• Coolant. 
• Hydraulic fluid. 
• Brake fluid. 
• Air leaks. 

Brakes 
• Air pressure. 
• Warning alarms. 
• Brake operation. 
• Air tank drainage. 

Engine and Emissions 
• Fuel consumption abnormalities. 
• Oil consumption abnormalities. 
• Engine power loss. 
• Visible smoke emissions. 
• AdBlue/DEF systems. 
• Emission warning lights. 

Load Restraint 
• Compliance with Load Restraint Guide requirements. 
• Condition of restraints. 
• Load security. 

 

FAULT REPORTING, RECORDING AND REPAIR 
All defects identified during inspections or operation shall be recorded immediately. 
The defect management process shall ensure: 

• Reporting of faults. 
• Assessment of fault severity. 
• Assignment of repair priority. 
• Repair completion. 
• Verification of repair effectiveness. 
• Record retention. 
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Fault Priority Classification 
Priority 1 – Critical (Unsafe to Operate) 

• Vehicle immediately grounded. 
• No operation permitted. 
• Repair before use. 

Priority 2 – Major 
• Safe operation may be affected. 
• Repair before next scheduled dispatch. 

Priority 3 – Minor 
• Monitor and schedule repair. 
• Repair within approved maintenance timeframe. 

Fault Categories 
Critical Defect 
Examples: 

• Brake failure. 
• Steering faults. 
• Major tyre damage. 
• Structural failure. 
• Coupling defects. 

Action: Immediate removal from service until repaired. 
Major Defect 
Examples: 

• Significant oil leaks. 
• Suspension faults. 
• Lighting failures affecting safety. 

Action: Repair before next dispatch. 
Minor Defect 
Examples: 

• Non-critical damage. 
• Cosmetic defects. 

Action: Monitor and repair within approved timeframe. 
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FAULT REPAIR REQUEST PROCESS 
Fault reports shall include: 

• Vehicle Registration; 
• Trailer Registration; 
• Odometer Reading; 
• Date; 
• Driver Name; 
• Contact Number; 
• Fault Description; 
• Driver Signature. 

Repair records shall include: 
• Action Taken; 
• Repair Classification; 
• Repair Date; 
• Repairer Details; 
• Verification of Repair; 
• Deferral Approval (if applicable); 
• Monitoring Requirements. 

URGENT REPAIRS 
Urgent defects shall be: 

• Reported immediately; 
• Assessed by the Operations Manager or Maintenance Provider; 
• Prioritised above routine work; and 
• Repaired before return to service. 

MAJOR REPAIRS 
Major repairs shall: 

• Be coordinated by the Operations Manager or Fleet Manager. 
• Be completed by approved repairers. 
• Include testing where applicable. 
• Be supported by invoices and repair documentation. 
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DEFERRED REPAIRS  
Where a defect does not affect vehicle safety or roadworthiness: 

• The defect may be deferred by the Operations Manager or authorised Maintenance Provider. 
• The reason for deferral shall be documented. 
• A target repair date shall be assigned. 
• The defect shall be monitored until rectified. 
• Open deferred defects shall be reviewed during quarterly compliance reviews. 

CHANGES IN VEHICLE CONFIGURATION 
Where vehicle configurations are altered: 

• Drivers shall be advised of existing defects. 
• A new Daily Pre-Start Inspection shall be completed unless a valid inspection has already been 

completed and verified. 

MAINTENANCE SCHEDULES 
Maintenance schedules are based on: 

• Manufacturer recommendations; 
• Operational experience; 
• Maintenance history; 
• Approved repairer recommendations. 
• Vehicles are serviced within approved maintenance intervals. 
• Odometer and hour-meter readings are monitored. 
• Upcoming services are tracked. 
• Overdue services are investigated and recorded. 
• Any variation from manufacturer recommendations is justified and documented. 

Standard Heavy Vehicle Schedule 

Service Interval 

A Service 15,000km – 18,000 km 

B Service 28,000km – 32,000 km 

C Service 100,000km – 110,000 km 

 
 
 
 
 
 
 



 
 

278 
 

Driven By Service 

Powered By Teamwork 
 
 
 
 
Mitsubishi Fuso Vehicles Maintenance Schedules are: 

A Service 15,000 - 18,000 kilometres 
B Service 28,000 – 32,000 kilometres 
C Service 60,000 kilometres  

 
 
Trailer Schedule 

Service Interval 

A Service 90 Days 

B Service 180 Days 

 
Forklifts 

Service Interval 

A Service  50 Hours 

B Service 250 Hours 

C Service 1000 Hours 

Maintenance schedules shall be reviewed annually. 

ANNUAL INSPECTIONS 
All vehicles shall undergo annual roadworthiness inspections every 12 months. 
The Workshop Manager shall maintain a roadworthiness register including: 

• Inspection date; 
• Authorised Person; 
• Inspection outcomes; 
• Corrective actions. 

EMISSIONS MANAGEMENT 
Team Transport and Logistics is committed to minimising vehicle emissions through: 

• Scheduled engine maintenance; 
• Inspection of emission control systems; 
• Monitoring smoke emissions; 
• Monitoring fuel efficiency trends 
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• Maintaining DPF systems; 
• Maintaining AdBlue/DEF systems; 
• Investigating fault codes relating to emissions; 
• Using quality fuels from reputable suppliers. 

Manufacturer Recalls 
The Operations Manager shall ensure: 

• Manufacturer safety recalls are monitored. 
• Recall notices are recorded. 
• Required corrective actions are completed. 
• Evidence of completion is retained. 

RECORDS AND DOCUMENTATION 
Records shall be: 

• Legible; 
• Traceable; 
• Auditable; 
• Secured; and 
• Retained for a minimum of three years. 

Records shall include: 
• Vehicle Register; 
• Service Records; 
• Repair Records; 
• Daily Inspections; 
• Fault Reports; 
• Roadworthiness Certificates; 
• Training Records; 
• Audit Reports; 
• Corrective Actions; 
• Approved Repairer Register. 

Vehicle Maintenance File 
A maintenance file shall be maintained for each vehicle and trailer including: 

• Registration details; 
• Vehicle specifications; 
• Service history; 
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• Repair history; 
• Defect reports; 
• Roadworthiness inspections; 
• Recall notices and actions; 
• Modification approvals; 
• Maintenance schedules. 

VERIFICATION 
The Operations Manager shall verify: 

• Employee qualifications; 
• Mechanic trade qualifications; 
• Contractor competencies; 
• Approved repairer licences; 
• Training records. 

Evidence shall be maintained within personnel files. 

INTERNAL REVIEWS 
An independent annual review shall be conducted. 
The review shall assess: 

• Compliance with NHVAS requirements; 
• Daily inspection compliance; 
• Defect reporting effectiveness; 
• Repair completion; 
• Service schedule compliance; 
• Roadworthiness inspections; 
• Training records; 
• Training effectiveness; 
• Corrective action implementation; 
• Effectiveness of maintenance controls; 
• Recordkeeping. 

Corrective actions shall be assigned and monitored to close-out. 
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NON-CONFORMANCE AND CORRECTIVE ACTION 
All non-conformances shall be recorded. 
Examples include: 

• Missed services; 
• Missed Daily Checks; 
• Incomplete records; 
• Unauthorised repairs; 
• Safety breaches; 
• Audit findings; 
• Customer complaints. 

Corrective actions shall: 
• Identify root causes; 
• Assign responsibilities; 
• Establish deadlines; 
• Verify effectiveness. 

QUARTERLY COMPLIANCE REVIEWS 
Quarterly reviews shall measure: 

• Number of prime movers; 
• Number of trailers; 
• Daily inspections completed; 
• Daily inspections missed; 
• Services completed; 
• Services overdue; 
• Open defects; 
• Closed defects; 
• Roadworthiness inspections completed; 
• Corrective actions outstanding. 

Results shall be used to identify trends and opportunities for continual improvement. 
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TRAINING AND EDUCATION 
All personnel involved in the Maintenance Management System shall receive: 

• Initial induction; 
• NHVAS awareness training; 
• Daily inspection training; 
• Defect reporting training; 
• CoR awareness training; 
• Refresher training every 12 months or as required. 

Training records shall be retained in employee files. 

MINIMUM TRAINING REQUIREMENTS 
Operations Manager 

• NHVAS Maintenance Management requirements. 
• Chain of Responsibility obligations. 
• Internal auditing and compliance management. 

Managers and Supervisors 
• Maintenance Management procedures. 
• Defect management. 
• Compliance responsibilities. 

Drivers and Subcontractors 
• Daily Pre-Start Inspections. 
• Defect reporting. 
• Load restraint. 
• Vehicle safety. 
• Chain of Responsibility. 

Administration Personnel 
• Recordkeeping requirements. 
• Compliance reporting. 
• Document control. 

Approved Repairers 
• NHVAS Maintenance Management requirements. 
• Company maintenance standards. 
• Tolerance and wear limit requirements. 
• Repair documentation requirements. 
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AUDIT MANAGEMENT 
Team Transport and Logistics shall: 

• Cooperate with NHVR auditors and authorised officers. 
• Provide access to records when requested. 
• Address all audit findings. 
• Maintain evidence of corrective actions. 
• Retain audit reports for a minimum of three years. 
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FORM 18D INCIDENT FORM 
A copy of the incident and investigation report must be forwarded via the supervisor to the Compliance Team for review and 
filing within 24 hours of the incident occurring. Contractors must also use this form for investigation and reporting of 
incidents. 

Details of Incident 

Person Involved: 

 

Compliance Person: 

 

Signature  Signature:  

Incident Type: 

 Medical treatment injury 

 Near miss 

 Traffic infringement 

 First aid 

 Hazard report 

 Motor Vehicle  

 Lost time injury 

 Property damage 

 Health observation 

 Environmental 

 Other (specify): 

 
 

Section 1: 
 This section MUST BE completed in full by the Driver / Staff / Worker Involved to complete: 

ALL QUESTIONS in this section complete in full by the Driver / Staff / Worker Involved to complete 

Driver Number  Date of Incident  Time of incident AM/PM 

Name: Surname  Other name (s):  

Private Address  

Suburb  Postcode  Date of Birth  

License Details: Last 3 Digits of 
License 

 Date of Issue  Expiry Date  

Class of License  No. of Years Held at That Class of License  

Have you (or had you) consumed any alcohol or taken any drugs within the 12 Hours 
prior to the incident 

Yes  No  

VEHICLE DETAILS                  Tick either Company or Contractor 

 Company Vehicle  Contractor Vehicle    

Vehicle Make & Model  Trailer Make & Model  

Towing Unit Registration 
Number 

 Trailer(s) Registration No.(s)  

 Fleet Number    

Was the vehicle on hire at time 
of incident 

Yes  No  ON ROUTE  FINISHED JOB  

If YES, what Company were you 
working for? 

 Job Number  

DETAILS ON INCIDENT/ACCIDENT   

Suburb  Street Name and No.  

Do you consider yourself at 
fault 

Yes  No   Will there be costs/charges awarded 
against us 

Yes  No  
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Section 2. 

This section MUST be completed by the Driver/Staff/Worker involved – ONLY if the Police were required to 
attend. If not, proceed to the next relevant section. 

Driver / Staff / Worker Involved to complete 

Employment Status (tick) F/T Employee  Sub-Contractor  Casual Employee  Hire Driver*  

Did the Police attend the incident scene? Yes  No   

 If No Proceed to next applicable Section 

If yes, which Police station  Police report No.  

Were you charged by police at the scene of the accident/ incident?                            Yes       No   

If No, do you expect you will receive charges in relation to the incident Yes  No   

Was a drug and alcohol test administered after this incident? Yes  No   

If yes, By Whom QPS  TTL  OTHER  What were the results  PASS  FAIL   

Section 3:   

Only complete this section (3) if another vehicle has been involved, if not, proceed to next section 

This section is to be completed if there is any damage to vehicles involved in the accident/incident 

 Is there any damage to your vehicle because of the incident? 
 

     
Yes 

 

 
 

        
No 

  

 

What speed were you doing at time of incident? Your Vehicle  Other Vehicle    

Details of damage to your vehicle  
   

   

Details of damage to the other vehicle  

   

   

   

 Details of other vehicle(s) involved  

Driver’s Full Name  

Driver’s Address  

  

Is the driver the owner of the 
vehicle 

Y
e
s 

 N
o 

  

If No, Name and Address of owner  

Owner’s name  

Owner’s Address  

Vehicle Make  Model  Colour  

Registration Number  Insurance company  

Phone contact(s) Home / 
Work 

 Mobile   
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Section 4.  

Details of Injured Person 

Surname: Other name(s): 

 

Time reported        am/pm     /     / Time left work    am/pm     /     / Days lost= 

Details of injury (if applicable) 

 

Assessed by:  First aid Attendant  Medical Centre  Own doctor  Other (specify) 

Witnesses (attach copies of statements) 

1 
 

2 
 

Section 5:  

This section is to be completed if there is damage to property and/or product as the result of the accident/ incident 
– if no property and/or product damage - DO NOT COMPLETE. Go to the next section. 

Damage to property (Buildings, fences, driveways etc) / Damage to product (cross out N/A) 
       

Type of property / product 
damaged 

 

  

Description of damage done to 
property or product 

 

 

Owner of property / product  

Address  

  

Phone contact(s) Home / Work  Mobile   

If applicable, was the 
owner available 

Yes  No   

If owner not available, who did you 
inform 

 

 Home / 
Work 

 Mobile   

Name of company or other  
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Section 6: 

Incident Details 

Description of incident (what happened?) 

 

 

 

 

 

 

 

 

 

 

 
What factors may have contributed to the incident? 
 

Equipment-related? Environment-related? Individual/team-related? 

 Maintenance 
 Design/Layout 
 Operating instructions 
 Electrical failure 
 Mechanical failure 
 Tools 
 Materials 
 Not available/suitable 
 Other (specify): 
 

 Housekeeping 
 Access 
 Weather conditions 
 Lighting 
 Abnormal operating conditions 
 Noise 
 Ventilation/air quality   
 Chemical 
 Other (specify):  

 Instructions/supervision 
 PPE use 
 Equipment used. 
 Planning/procedure failure 
 Fatigue/speed/hurrying 
 Drugs/alcohol 
 Human factors 
 Employee negligence (own duty of 
care) 
 Other (specify):  

Absent/Failed defences? Task- related? Organisation-related? 

 Detection system 
 Protection system 
 Warning system 
 Control system 
 Escape/rescue 
 Other (specify): 
 

 Risk assessment/JSEA 
 Permit 
 Routine/Non-routine 
 Standard operating procedure 
 Other (specify): 
 

 Planning 
 Training 
 Communication 
 Process/procedure 
 Suppliers/contractors 
 Supervision 
 Other (specify): 

 Corrective Actions 

Due Date  Completed 
  

  

Investigation Sign Off 
I am satisfied that all reasonable steps have been taken to: 

• Thoroughly investigate this incident 

• Identify and assign appropriate corrective actions. 

• Communicate the lessons learnt to all relevant workers and provide feedback to the originator. 
 

Compliance Team Member: 
 

Title: Signature: Date: 
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FORM 41 DRUG & ALCOHOL TEST 

Consent for Drug & Alcohol Testing  

 
I consent to undergo a drug/alcohol test, which I acknowledge is for the purpose of determining whether I 
have a level of drugs or alcohol in my system. 
 
Results of the test will only be used for the purposes for which it was obtained, as set out in Team 
Transport & Logistics’ Drugs and Alcohol Policy. 
 
I understand that a positive test result is likely to lead to disciplinary action which also may include 
dismissal. 
 
I understand that a refusal to sign this form and undergo a drug & alcohol test will be regarded as a 
serious offence and is likely to result in disciplinary action which may include dismissal. 
 
I hereby authorise the collection and testing and the release of the test results to the authorised 
representative of Team Transport & Logistics.  Results are confidential and only viewed by the assessor 
and management of Team Transport & Logistics. 
 
I have read and understood the terms of this consent form. 
 
 
Signature of Employee/Contractor:      Date:    
 
Employee/Contractor Name:          
 
 
 
Signature Witnessed:        Date:    
 

Witness Name:            

 
 
Test administered at (time and date)          
 
By (name and signature)           
 
 
Result (circle the one that applies): 
 
Negative Positive        Unknown (further testing required) 
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Date: ........................................................................................... …………………………………… 
 
Employee/Contractor Name…………………………………………………………….. ......................  
 
Company Authorised Assessor Name: .........................................................................................  
 

Type of Test 
Performed 

Alcohol  Drugs  Both  

Instrument Utilised Type/Name   

Comments/Notes: 

 

 Fleet# Rego # T-No# 

Vehicle Details (if applicable)    

 
ASSESSOR’S DECLARATION 

 YES NO 

Was this test conducted in accordance with the manufacturer’s instrument 
specifications? 

  

Was the test an Unsatisfactory result?  
  

If ‘YES’ have you advised the employee they are to immediately undertake a further 
drug and or alcohol test at an Accredited Medical Centre? 

  

Accredited Medical Centre for further testing: 

Date of further testing:                                                  Time of further testing: 
 

 
 
 ..........................................................................   
Name of Assessor   
 
 ..........................................................................   
Signature of Assessor  Date 

 
 
 ..........................................................................   
Name of Employee   
 
 ..........................................................................   
Signature of Employee  Date 
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FORM 47 DRIVERS DECLARATION FITNESS TO WORK 
Driver’s Declaration of Fitness to Work 

General Health & Fitness for Role Y N Comments 

I am in a fit state of health to commence work    
I have taken action to maintain my own health and 
wellbeing in preparation for my shift 

   

I have arranged medical checks for any health 
concerns that have arisen 

   

Do you have any medical condition that may affect 
your ability to safely operate a heavy vehicle? 
 

   

Are you currently under the care of a doctor or 
specialist? 

   

Are you taking any medications that could affect 
alertness, coordination, or reaction time? 

   

I am aware of the effects or prescribed medication 
on sleep and rest 

   

I manage any prescribed safely and responsibly    

I have/will report to my supervisor any prescribed 
medication that may impact my fitness for duty 

   

Driving Fitness & Fatigue Management    

Do you have any conditions that may cause    
• Drowsiness or fatigue?    
• Sudden loss of consciousness (e.g., sleep 

disorders, epilepsy)? 
   

Have you ever been diagnosed with sleep apnoea or 
other sleep disorders? 
 

   

Are you able to comply with fatigue management 
requirements (e.g., long shifts, shift work, night 
driving)? 
 

   

I am aware of my own signs of fatigue and confirm 
my readiness for work 

   

I am aware of the causes of fatigue    

I use strategies to reduce fatigue    

I monitor my own fatigue levels prior to starting 
work and during work. 

   

Sleep    

I know how much sleep I need     
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I will have had sufficient, restorative sleep and I 
am/will be well-rested for my shift 

   

I will take preventative naps (if necessary) before a 
shift to reduce drowsiness 

   

I will prepare for any night shifts by scheduling the 
most suitable time for sleep prior to starting the 
shift 

   

Vision & Hearing (Critical for Driving)    

Do you meet legal vision requirements for holding a 
heavy vehicle licence? 

   

Do you wear corrective lenses while driving?    

Do you have any difficulty with:     
General Health & Fitness for Role Y N Comments 

• Night vision?    
• Depth perception?    

Do you have any hearing impairment that may 
affect your ability to detect alarms, horns, or verbal 
instructions? 

   

Cardiovascular Health    

Do you have a history of:     
• Heart disease?    
• High blood pressure?    
• Chest pain or irregular heartbeat?    

Have you ever experienced fainting, dizziness, or 
blackouts? 

   

Musculoskeletal Fitness    

Do you have any injuries or conditions affecting:     
• Back or spine?    
• Knees, shoulders, or joints?    

Are you able to perform tasks such as:     
• Climbing in/out of the truck cabin?    
• Securing loads (e.g., tarping, strapping)?    
• Manual handling where required?    

Respiratory Health    

Do you suffer from asthma or breathing conditions?    
Are you affected by exposure to dust, fumes, or 
diesel exhaust? 

   

Mental Health & Cognitive Function    

Do you have any condition that may impact:     
• Concentration over long driving periods?    
• Decision-making under pressure?    
• Stress or fatigue tolerance?    
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Substance Use & Testing    

I confirm that while on duty I will not be under the 
influence of drugs or alcohol 

   

Are you willing to undergo drug and alcohol testing in line 
with company policy? 

   

Have you used any substances that may impair driving 
ability? 

   

Medical History Relevant to Licensing    

Have you ever had your driver’s licence suspended, 
restricted, or cancelled for medical reasons? 

   

Are you aware of any medical condition that must be 
declared to transport authorities? 

   

Injury History    
Do you have any pre-existing injury, illness, medical 
condition or physical restriction that could reasonably be 
aggravated by, or impact your ability to safely perform, the 
duties of the role? If yes, please provide any restrictions or 
adjustments required. 

   

Heat, Remote Work & Environmental Exposure    
Are you able to work in:     
General Health & Fitness for Role Y N Comments 

• Hot conditions?    
• Remote locations?    
• Extended periods alone?    

Lifestyle    
I am aware of the impact of leisure activities on my fitness 
for duty 

   

I ensure my lifestyle does not impact negatively on my 
fitness for duty 

   

I manage other commitments, such as a second job, 
social activities, family responsibilities, etc. to reduce 
their impact on my wellbeing. 

   

Fitness Declaration 
I confirm the above responses are accurate and complete, and I am fit for duty. 
I also confirm that any changes to these responses or other factors that may be affected will be reported to my 
supervisor immediately.  
I confirm that I can safely perform the inherent requirements of a truck driver role. 
I agree to notify the employer of any changes to my medical condition that may affect my driving or safety. 
I am currently taking the following medication (if Nil please write NIL) 
 

 

 

 
Employee/Contractor Name: _____________________________________________________________ 
Employee/Contractor 
Signature:______________________________________________________________ 

Date:  _____________________ 



 
 

294 
 

Driven By Service 

Powered By Teamwork 
 

 

 

FORM 85D-A&B  A & B DOUBLE VOC 
VOC Details: A double and Super B Driver Competency  

Drivers Details Date  

Driver’s Name  Driver #  

Licence Class & Conditions  Licence Expiry    

 

ASSESSMENT SUMMARY 

Assessment Vehicle Details 

Prime-mover Class  Trailer Fleet #  

Prime-mover Model  Trailer fleet #  

Prime-mover fleet #  Trailer fleet #  

 
 

Scoring Explanation – Practical and Oral Questioning 

Competent C Not Applicable/Assessed NA 

Not Yet Competent NYC Oral Questioning Result YES/NO 

Assessment Result (Circle) Competent     Not Yet Competent     

Revision of Policies 
COR  Go Desta  Iris Pl  

Code of Conduct  PPE  Radar St  

Drug and Alcohol  Prestart  Sherbrooke Rd  

Fatigue Management  Injuries and Accidents  Lindum Rd  

 
 

Driver Acknowledgement 

Driver’s Name    

Driver’s Signature  Date  

 

 
Please note that this VOC is an independent assessment for the purpose of Team Transport & Logistics’ 
Induction, Assessment and Training Program only and is not to be considered the VOC of a Registered 

Training Organisation. 

 
 

Assessor Details 

 Name  

Licence Class  Driver Trainer Industry Authority  

Signature  Date  
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In-Cabin Pre-start Yes No Comments 

Driver enters and exits from the vehicle whilst 
maintaining 3 points of contact. 

☐ ☐  

locate, identify, describe the function of all cabin controls ☐ ☐  

Adjust seat and steering to suit operator (maintains 
flexible posture) 

☒ ☐  

Seat belt applied and adjusted (If applicable) ☐ ☐  

Ensures Park brake is engaged, and gearbox is in neutral 
before ignition 

☐ ☐  

Checks functionality of UHF ☐ ☐  

Checks and monitor gauges ☐ ☐  

Lights on (If applicable) ☐ ☐  

Route Selection: Yes No Comments 

Plans route prior to departure (this may be with aid of 
street (directory/road map or GPS). 

☐ ☐  

Navigate planned route (this may be with aid of street 
director /road map or GPS). 

☐ ☐  

 

 

 

Practical Assessment 

External Pre-start Checks Yes No Comments 

Complete a visual walk around check (Load security, 
body and leaks) 
 
 
 

☐ ☐  

Engine checks performed  ☐ ☐  

Checks wheels, tyres & nuts (inflation, secure, 
present) 

☐ ☐  

Mirrors for security and damage (clean, adjusted for 
effective vision) 

☐ ☐  

Check load security, load restraint and stowage ☐ ☐  

Understand the reporting process to report vehicle 
Faults 

☐ ☐  

Stowage of personal items in cabin (should be no 
angles or straps in cabin) 

☐ ☐  

Checks all external lighting (indicators, lights, 
flashing lights) 

☐ ☐  
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Vehicle Operation Skills Yes No Comments 

Clutch use: - smooth release – not full depression – 
not riding or hovering over clutch – using the clutch 
for gear shift 

☐ ☐  

Gear Selection: Able to readily find correct gear – 
gear selection smooth transition up and down 
selection 

☐ ☐  

Skip Shifting: Able to demonstrate ability to skip 
gears when vehicle is not under load – up and down 
shift 

☐ ☐  

Signalling: adequate signalling to other road users – 
minimum of 3 seconds or 30 metres prior to course 
change, intersection, etc. 

☐ ☐  

Rev – range: Engine revs kept within torque range – 
no over revving and run on 

☐ ☐  

Engine Brake: demonstration of correct use – 
turned on and off as appropriate for residential 
areas 

☐ ☐  

Brakes: smooth application – management of 
vehicle speed – not used in cornering/turning 
movements 

☐ ☐  

Road Position: vehicle kept within lanes – vehicle 
position for cornering and intersections 

☐ ☐  

Cornering: Speed of approach allows for 
acceleration through corner – gear selection allows 
power to ground (engine torque range) – vehicle 
positioning through corner 

☐ ☐  

Round-a-bouts and Intersections demonstrates 
correct vehicle position and approach – signaling - 
monitoring inbound vehicles 

☐ ☐  

Mirrors: use of mirrors on a regular basis – checks 
performed 4-10 seconds both sides – management 
of blind spots by moving in seat to change view 
angles 

☐ ☐  

Scanning: looking up and well ahead for hazard 
recognition and vehicle control planning (12 
seconds) 

☐ ☐  

Observation and Planning: Hazard recognition and 
vehicle adjustment – speed, brake cover, road 
position, traffic flow, etc. 

☐ ☐  

Speed Control: Speed to conditions – control of 
speed overrun – cornering speed (speed advisory 
signs) 

☐ ☐  

Separation: tailgate distances – time lapse 
formula – minimum time. 

☐ ☐  
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Visibility: Signalling intentions – vehicle positioning 
– lights on 

☐ ☐  

Seatbelt: fitted and worn at all times ☐ ☐  

Maintaining and Out: parking hang back allows for 
vehicle to turn out – able to identify evasive 
options when travelling 

☐ ☐  

Other Vehicles: Eye contact with driver – 
observation of other vehicles position and wheel 
directions 

☐ ☐  

Law: obey road signage, speed limits – discuss 
road law and requirements, challenge test 
questions. 

☐ ☐  

On Road Skills Yes No Comments 

Road Courtesy: interaction with other road users – 
space and separation – lane changing and merging 

☐ ☐  

Smoothness of vehicle: general operation, gear 
changes, acceleration and braking, cornering, etc. 

☐ ☐  

Overtaking: sufficient signaling – system of vehicle 
control 

☐ ☐  

Maintain Headway: Driving to conditions and 
traffic – minimising constant braking and 
acceleration 

☐ ☐  

Hills: Use of skip shifting to maintain road speed 
and engine torque range – manage run on speed – 
ensure engine engaged on hill approach 

☐ ☐  

Hill Start: Control of vehicle rollback, smooth 
departure (limits vehicle shudder and jerking) – gear 
transitions and clutch use to disengage gears 

☐ ☐  

Reversing: Checks for hazards, wide range of mirror 
use (both sides) – Vehicle swing managed and 
movement direction understood (multi hitch) – Gear 
and clutch use 

☐ ☐  

Attitude: General observation of driving attitude 
(other road users, customers, etc.) and treatment of 
equipment 

☐ ☐  

Confidence: Demonstration of a good level of 
confidence in the vehicle control and interactions 

☐ ☐  

Traffic Management Plans: understand ROTC site 
traffic management requirements and customer site 
requirements 

☐ ☐  
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Couple and Un-couple Procedure  

Couple Yes No Un-couple Yes No 

1.  
Align prime mover and trailer. Reverse 
slowly stopping just forward of the skid 
plate 

☐ ☐ 1.  
Selects appropriate area and road 
surface (hard, level, not on mud, loose 
gravel or sand) to un-couple 

☐ ☐ 

2.  
Check king pin and skid plate condition 
and alignment 

☐ ☐ 2.  
Lower landing legs using gearing 
correctly and stow correctly 

☐ ☐ 

3.  Check jaws are open ☐ ☐ 3.  
Disconnect air lines and electrical plug 
(Turn of airline taps if applicable) 

☐ ☐ 

4.  Check fifth wheel and skid plate height ☐ ☐ 4.  
Secure airlines and NATO plug to towing 
vehicle (if applicable) 

☐ ☐ 

5.  
Deflate airbags – Reverse slowly – Once 
fifth wheel is below skid plate, re-inflate 
airbags 

☐ ☐ 5.  
Open locking jaws to turntable using 
hold-open latch correctly 

☐ ☐ 

6.  
Reverses slowly checking both mirrors – 
until jaws lock around kingpin. 

☐ ☐ 6.  
Slowly drive forward with lowering air 
bag suspension to prevent skid-plate 
damage 

☐ ☐ 

7.  
Connect air hoses and electrical lines 
correctly 

☐ ☐ 7.  Drives forward slowly ☐ ☐ 

8.  
Checks electrical system (indicators), 
tyres and load security 

☐ ☐  
Comments:  

9.  Raises support legs and stows correctly ☐ ☐  

10.  
Complete a walk around and visually 
check jaws are closed, there is no gap 
between the skid plate and fifth wheel   

☐ ☐  

11.  
Perform tug test with trailer brakes 
applied 

☐ ☐  

Reversing Manoeuvres  Yes No Comments  

Checks road / area is clear ☐ ☐  

Uses mirrors ☐ ☐  

Does NOT strike any fixed object ☐ ☐  

Uses hazards/beacon lights or indicators (If applicable) ☐ ☐  

Maintains no more than a 1m gap between the curb (If 
performing a curb-side manoeuvre) 

☐ ☐  

Follows instructions ☐ ☐  
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Loading / Unloading Yes No Comments  

Understands how to calculate maximum payload 
applicable to vehicle or combination 

☐ ☐  

Checks loading area is clear of obstructions, level and 
positions vehicle to provides adequate room for loading 
equipment 

☐ ☐  

While loading vehicle, operator checks clearances 
(Height, width, depth and for hazards e.g., powerlines 
or gutters) 

☐ ☐  

Uses appropriate PPE (As per site requirements or 
company SOP’s) 

☐ ☐  

Understands and identifies customer delivery 
instructions or requirements (E.g., placement of load) 

☐ ☐  

IAP Yes No Comments  

Ensure that driver understands the use and purpose of IAP 
equipment and systems. 

☐ ☐  

Ensure driver can operate all IAP related equipment in the 
vehicle – verify understanding of how-to login/out of the IAP 
system and input necessary data. 

☐ ☐  

Confirm the driver understands weight and dimension limits 
as per permits – verify the ability to check vehicle loading and 
ensure compliance. 

☐ ☐  

Ensure the driver understands designated IAP routes and any 
restrictions – verify the ability to plan and follow approved 
routes using IAP system information. 

☐ ☐  

Ensure the driver is knowledgeable about IAP-specific 
regulations and requirements - Verify understanding of 
penalties and consequences for non-compliance. 

☐ ☐  

Confirm the driver can accurately complete and submit all 
required IAP documentation – verify knowledge of reporting 
procedures for incidents, defects, or violations. 

☐ ☐  

Driver Knowledge 

1. People Skills 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

 

 

2. Load Restraint knowledge and ability 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  
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3. Fatigue Management and Knowledge of Rest breaks 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

4. Adherence to company policy and procedures 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

5. Knowledge of CoR 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

Overall Risk 
Score: 

 /50 Very Low Low Moderate High 
Very 
High 

Suitable For 
Work 

YES No  

 

Core driver abilities Result 

Observation C 

Judgement C 

Anticipation C 

Decision making C 
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FORM 85D-CV CRANE TRUCK VOC 

VOC Details: Drivers Ability inc. Vehicle loading Crane.  

Drivers Details Date  

Driver’s Name  Driver #  

Licence Class & Conditions  Licence Expiry    

HRWL Class  Licence Expiry    

ASSESSMENT SUMMARY 

Assessment Vehicle Details 

Vehicle Class  Fleet #  

Vehicle Model    

Crane Details 

Make  Capacity @  

Model  

 

Scoring Explanation – Practical and Oral Questioning 

Competent C Not Applicable/Assessed NA 

Not Yet Competent NYC Oral Questioning Result YES/NO 

Assessment Result (Circle) Competent     Not Yet Competent     

Revision of Policies 
COR  Go Desta  Iris Pl  

Code of Conduct  PPE  Radar St  

Drug and Alcohol  Prestart  Sherbrooke Rd  

Fatigue Management  Injuries and Accidents  Lindum Rd  

 

Driver Acknowledgement 

Driver’s Name    

Driver’s Signature  Date  

 

 

Assessor Details 

 Name  

Licence Class  Driver Trainer Industry Authority  

HRWL Class  Expiry Date  

Signature  Date  
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Please note that this VOC is an independent assessment for the purpose of Team Transport & Logistics’ 
Induction, Assessment and Training Program only and is not to be considered the VOC of a Registered 

Training Organisation. 
 

External Pre-start Checks Yes No In-Cabin Pre-start Yes No 

Complete a visual walk around check (Load 
security, body and leaks) 
 
 
 

  
Driver enters and exits from the vehicle 
whilst maintaining 3 points of contact.   

Engine checks performed    
Locate, identify, describe the function of 

all cabin controls   

Checks wheels, tyres & nuts (inflation, secure, 
present) 

  
Adjust seat and steering to suit operator 

(maintains flexible posture)   

Mirrors for security and damage (clean, adjusted 
for effective vision) 

  
Seat belt applied and adjusted (If 

applicable)   

Check load security, load restraint and stowage   
Ensures Park brake is engaged, and 
gearbox is in neutral before ignition   

Understand the reporting process to report 
vehicle Faults 

  
Checks functionality of UHF 

  

Stowage of personal items in cabin (should be no 
angles or straps in cabin) 

  
Checks and monitor gauges 

  

Checks all external lighting (indicators, lights, 
flashing lights) 

  
Lights on (If applicable) 

  

 
Route Selection: Yes No Comments: 

Plans route prior to departure (this may be with 
aid of street directory/road map or GPS).   

 
Navigate planned route. (this may be with aid of 
street directory/road map or GPS).   

 

Vehicle Operation Skills Yes No On Road Skills Yes No 

Clutch use: - smooth release – not full depression 
– not riding or hovering over clutch – using the 
clutch for gear shift 

  
Road Courtesy: interaction with other 

road users – space and separation – lane 
changing and merging 

  

Gear Selection: Able to readily find correct gear – 
gear selection smooth transition up and down 
selection 

  

Smoothness of vehicle: general 
operation, gear changes, acceleration and 

braking, cornering, etc. 

  

Skip Shifting: Able to demonstrate ability to skip 
gears when vehicle is not under load – up and 
down shift 

  
Overtaking: sufficient signaling – system 

of vehicle control 
  

Signalling: adequate signaling to other road 
users – minimum of 3 seconds or 30 metres prior 
to course change, intersection, etc. 

  

Maintain Headway: Driving to conditions 
and traffic – minimising constant braking 

and acceleration 

  

Rev – range: Engine revs kept within torque 
range – no over revving and run on 

  

Hills: Use of skip shifting to maintain road 
speed and engine torque range – manage 
run on speed – ensure engine engaged on 

hill approach 
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Engine Brake: demonstration of correct use – 
turned on and off as appropriate for residential 
areas   

Hill Start: Control of vehicle rollback, 
smooth departure (limits vehicle shudder 
and jerking) – gear transitions and clutch 

use to disengage gears 

  

Brakes: smooth application – management of 
vehicle speed – not used in cornering/turning 
movements   

Reversing: Checks for hazards, wide 
range of mirror use (both sides) – Vehicle 
swing managed and movement direction 
understood (multi hitch) – Gear and clutch 
use 

  

Road Position: vehicle kept within lanes – vehicle 
position for cornering and intersections   

Attitude: General observation of driving 
attitude (other road users, customers, 
etc.) and treatment of equipment 

  

Cornering: Speed of approach allows for 
acceleration through corner – gear selection 
allows power to ground (engine torque range) – 
vehicle positioning through corner 

  

Confidence: Demonstration of a good 
level of confidence in the vehicle control 
and interactions 

  

Round-a-bouts and Intersections: Demonstrates 
correct vehicle position and approach – signaling 
- monitoring inbound vehicles 

  

Traffic Management Plans: understand 
ROTC site traffic management 
requirements and customer site 
requirements 

  

Mirrors: use of mirrors on a regular basis – 
checks performed 4-10 seconds both sides – 
management of blind spots by moving in seat to 
change view angles 

  

 
Reversing Maneuvers 
 

 
Yes 
 

No 

Checks road / area is clear   

Scanning: looking up and well ahead for hazard 
recognition and vehicle control planning (12 
seconds) 

  Uses mirrors 
  

Observation and Planning: Hazard recognition 
and vehicle adjustment – speed, brake cover, 
road position, traffic flow, etc. 

  Does NOT strike any fixed object 
  

Speed Control: Speed to conditions – control of 
speed overrun – cornering speed (speed advisory 
signs) 

  
Uses hazards/beacon lights or indicators 
(If applicable) 

  

Separation: tailgate distances – time lapse 
formula – minimum time.   

Maintains no more than a 1m gap 
between the curb (If performing a curb-
side manoeuvre) 

  

Visibility: Signalling intentions – vehicle 
positioning – lights on 

  Follows instructions 
  

Seatbelt: fitted and worn at all times      

Maintaining and Out: parking hang back 
allows for vehicle to turn out – able to 

identify evasive options when travelling 

   
  

Other Vehicles: Eye contact with driver – 

observation of other vehicles position and 

wheel directions 

   
  

Law: obey road signage, speed limits – 

discuss road law and requirements, 

challenge test questions. 
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Comments: 

Couple and Un-couple Procedure  

Couple Yes No Un-couple Yes No 

1.  
Align prime mover and trailer. Reverse 
slowly stopping just forward of the skid 
plate 

  1. 
Selects appropriate area and road 
surface (hard, level, not on mud, loose 
gravel, or sand) to un-couple 

  

2.  
Check king pin and skid plate condition 
and alignment 

  2. 
Lower landing legs using gearing 
correctly and stow correctly 

  

3.  Check jaws are open   3. 
Disconnect air lines and electrical plug 
(Turn of airline taps if applicable) 

  

4.  Check fifth wheel and skid plate height   4. 
Secure airlines and NATO plug to towing 
vehicle (if applicable) 

  

5.  
Deflate airbags – Reverse slowly – Once 
fifth wheel is below skid plate, re-inflate 
airbags 

  5. 
Open locking jaws to turntable using 
hold-open latch correctly 

  

6.  
Reverses slowly checking both mirrors – 
until jaws lock around kingpin. 

  6. 
Slowly drive forward with lowering air 
bag suspension to prevent skid-plate 
damage 

  

7.  
Connect air hoses and electrical lines 
correctly 

  7. Drives forward slowly   

8.  
Checks electrical system (indicators), 
tyres and load security 

   
Comments:  

9.  Raises support legs and stows correctly    

10.  
Complete a walk around and visually 
check jaws are closed, there is no gap 
between the skid plate and fifth wheel   

   

11.  
Perform tug test with trailer brakes 
applied 

   

Pre-start Checks - Crane Yes No Pre-start Checks – Lifting Gear Yes No 

Check for cracks, stresses and fractures in 
welds, joins, pins, and body of the crane. 

  
Check lifting slings - tagged, in good condition 
& correct grade. 

  

Check hydraulic rams for damage, bends, 
rust, stress etc. 

  
Check lifting chains - tagged, in good 
condition & correct grade. 

  

Check for hydraulic fluid leaks   
Check lifting oblong master link - tagged, in 
good condition & correct grade. 

  

Check electrical system – cables, leads, 
connectors, main control board etc. 

  
Check lifting equipment – hooks, grabs, 
clutches etc. 
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Check hydraulic radiator and radiator fan.   
Ensure support leg pads and timbers are 
present and in good condition. 

  

Check hydraulic tank – fill level, security, level 
of fluid. 

  
Comments: 

Check the crane hook for damage.   

Check warning lights (if applicable).   

Check lifting capacity chart – ensure it is 
legible. 

  
Comments: 

Check support legs are locked/stowed and 
the locking mechanism is functional. 

  

Check rope drums (if applicable).   

Check paintwork and signage.   

Planning Work Yes No 

Assesses the area for hazards such as (but not limited to) 

• Overhead wires – power and telecom 

• Overhead obstructions such as buildings, gutters, trees, roofs, awnings 

• Ground condition 

• Underground services 

• Pedestrians and traffic 

• Other plant equipment and vehicles in the vicinity 

• The crane capacity is suitable for the load 

  

Operating Yes No Shut down Yes No 

Correctly positions the stabiliser legs.   
Unhooks and stows all lifting gear 
safely 

  

Positions stabiliser leg pads and timbers 
correctly. 

  

Folds away the crane safely without 
striking any part of the tray, control 
box or hoses. 

  

Unlocks the crane stow pins and locks 
correctly 

  
Secures the crane frame to the tele 
stow frame correctly. 

  

Unfolds the crane correctly, not putting 
undue stress on the tele stow pin/frame. 

  Re-attaches all crane locking pins   

Assesses the weight of the load.   Correctly stows the stabilizer legs   

Assess and applies the correct slinging 
method for the load. 

  Stows legs pegs and timbers    

Performs a test lift on the load and adjusts 
chains/slings if required. 

  Switches off the machine correctly   

Maintains safe, smooth control of the crane 
and load. 

  
Completes a visual inspection for 
damage 
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Maintains safe working distances from 
power lines (3m low voltage – 6m high 
voltage). 

  

Comments: 

Maintains vision of the load at all times.   

Positions the loads safely without damaging 
the load. 

  

Removes slings safely without damaging the 
load. 

  

 
Driver Knowledge 

 

 

2. Load Restraint knowledge and ability 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

 

4. Adherence to company policy and procedures 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

 

Overall Risk 
Score: 

 /50 Very Low Low Moderate High 
Very 
High 

Suitable For 
Work 

YES No  

 

 

 

1. People Skills 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

3. Fatigue Management and Knowledge of Rest breaks 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

5. Knowledge of CoR 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  
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FORM 85D-DA DRIVER ABILITY VOC 
VOC Details: Driver Competency  

Drivers Details Date  

Driver’s Name  Driver #  

Licence Class & Conditions  Licence Expiry    

 

ASSESSMENT SUMMARY 

Assessment Vehicle Details 

Vehicle Class  Fleet #  

Vehicle Model    

 
 

Scoring Explanation – Practical and Oral Questioning 

Competent C Not Applicable/Assessed NA 

Not Yet Competent NYC Oral Questioning Result YES/NO 

Assessment Result (Circle) Competent     Not Yet Competent     

Revision of Policies 
COR  Go Desta  Iris Pl  

Code of Conduct  PPE  Radar St  

Drug and Alcohol  Prestart  Sherbrooke Rd  

Fatigue Management  Injuries and Accidents  Lindum Rd  

 

 

 
 
 

Please note that this VOC is an independent assessment for the purpose of Team Transport & Logistics’ 
Induction, Assessment and Training Program only and is not to be considered the VOC of a Registered 

Training Organisation. 
 

Driver Acknowledgement 

Driver’s Name    

Driver’s Signature  Date  

Assessor Details 

 Name  

Licence Class  Driver Trainer Industry Authority  

Signature  Date  
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In-Cabin Pre-start Yes No Comments 

Driver enters and exits from the vehicle whilst 
maintaining 3 points of contact. 

☐ ☐  

locate, identify, describe the function of all cabin 
controls 

☐ ☐  

Adjust seat and steering to suit operator (maintains 
flexible posture) 

☐ ☐  

Seat belt applied and adjusted (If applicable) ☐ ☐  

Ensures Park brake is engaged, and gearbox is in 
neutral before ignition 

☐ ☐  

Checks functionality of UHF ☐ ☐  

Checks and monitor gauges ☐ ☐  

Lights on (If applicable) ☐ ☐  

Practical Assessment 

External Pre-start Checks Yes No Comments 

Complete a visual walk around check (Load security, 
body and leaks) 
 
 
 

☐ ☐  

Engine checks performed  ☐ ☐  

Checks wheels, tyres & nuts (inflation, secure, 
present) 

☐ ☐  

Mirrors for security and damage (clean, adjusted for 
effective vision) 

☐ ☐  

Check load security, load restraint and stowage ☐ ☐  

Understand the reporting process to report vehicle 
Faults 

☐ ☐  

Stowage of personal items in cabin (should be no 
angles or straps in cabin) 

☐ ☐  

Checks all external lighting (indicators, lights, 
flashing lights) 

☐ ☐  

Route Selection: Yes No Comments 

Plans route prior to departure (this may be with aid 
of street (directory/road map or GPS). 

☐ ☐  

Navigate planned route (this may be with aid of 
street director /road map or GPS). 

☐ ☐  

Vehicle Operation Skills Yes No Comments 

Clutch use: - smooth release – not full depression – 
not riding or hovering over clutch – using the clutch 
for gear shift 

☐ ☐  
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Gear Selection: Able to readily find correct gear – gear 
selection smooth transition up and down selection 

☐ ☐  

Skip Shifting: Able to demonstrate ability to skip 
gears when vehicle is not under load – up and down 
shift 

☐ ☐  

Signalling: adequate signalling to other road users – 
minimum of 3 seconds or 30 metres prior to course 
change, intersection, etc. 

☐ ☐  

Rev – range: Engine revs kept within torque range – 
no over revving and run on 

☐ ☐  

Engine Brake: demonstration of correct use – turned 
on and off as appropriate for residential areas 

☐ ☐  

Brakes: smooth application – management of vehicle 
speed – not used in cornering/turning movements 

☐ ☐  

Road Position: vehicle kept within lanes – vehicle 
position for cornering and intersections 

☐ ☐  

Cornering: Speed of approach allows for acceleration 
through corner – gear selection allows power to 
ground (engine torque range) – vehicle positioning 
through corner 

☐ ☐  

Round-a-bouts and Intersections: demonstrates 
correct vehicle position and approach – signalling - 
monitoring inbound vehicles 

☐ ☐  

Mirrors: use of mirrors on a regular basis – checks 
performed 4-10 seconds both sides – management of 
blind spots by moving in seat to change view angles 

☐ ☐  

Scanning: looking up and well ahead for hazard 
recognition and vehicle control planning (12 seconds) 

☐ ☐  

Observation and Planning: Hazard recognition and 
vehicle adjustment – speed, brake cover, road 
position, traffic flow, etc. 

☐ ☐  

Speed Control: Speed to conditions – control of speed 
overrun – cornering speed (speed advisory signs) 

☐ ☐  

Separation: tailgate distances – time lapse 
formula – minimum time. 

☐ ☐  

Visibility: Signalling intentions – vehicle 
positioning – lights on 

☐ ☐  

Seatbelt: fitted and worn at all times ☐ ☐  

Maintaining and Out: parking hang back allows 
for vehicle to turn out – able to identify evasive 
options when travelling 

☐ ☐  
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Other Vehicles: Eye contact with driver – 
observation of other vehicles position and 
wheel directions 

☐ ☐  

Law: obey road signage, speed limits – discuss 
road law and requirements, challenge test 
questions. 

☐ ☒  

 

On Road Skills Yes No Comments 

Road Courtesy: interaction with other road users – 
space and separation – lane changing and merging 

☐ ☐  

Smoothness of vehicle: general operation, gear 
changes, acceleration and braking, cornering, etc. 

☐ ☐  

Overtaking: sufficient signalling – system of vehicle 
control 

☐ ☐  

Maintain Headway: Driving to conditions and 
traffic – minimising constant braking and 
acceleration 

☐ ☐  

Hills: Use of skip shifting to maintain road speed 
and engine torque range – manage run on speed – 
ensure engine engaged on hill approach 

☐ ☐  

Hill Start: Control of vehicle rollback, smooth 
departure (limits vehicle shudder and jerking) – gear 
transitions and clutch use to disengage gears 

☐ ☐  

Reversing: Checks for hazards, wide range of mirror 
use (both sides) – Vehicle swing managed and 
movement direction understood (multi hitch) – Gear 
and clutch use 

☐ ☐  

Attitude: General observation of driving attitude 
(other road users, customers, etc.) and treatment of 
equipment 

☐ ☐  

Confidence: Demonstration of a good level of 
confidence in the vehicle control and interactions 

☐ ☐  

Traffic Management Plans: understand ROTC site 
traffic management requirements and customer site 
requirements 

☐ ☐  

 

Couple and Un-couple Procedure  

Couple Yes No Un-couple Yes No 

1.  
Align prime mover and trailer. Reverse 
slowly stopping just forward of the skid 
plate 

☐ ☐ 1.  
Selects appropriate area and road 
surface (hard, level, not on mud, loose 
gravel or sand) to un-couple 

☐ ☐ 
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2.  
Check king pin and skid plate condition 
and alignment 

☐ ☐ 2. 
Lower landing legs using gearing 
correctly and stow correctly 

☐ ☐ 

3.  Check jaws are open ☐ ☐ 3. 
Disconnect air lines and electrical plug 
(Turn of airline taps if applicable) 

☐ ☐ 

4.  Check fifth wheel and skid plate height ☐ ☐ 4. 
Secure airlines and NATO plug to towing 
vehicle (if applicable) 

☐ ☐ 

5.  
Deflate airbags – Reverse slowly – Once 
fifth wheel is below skid plate, re-inflate 
airbags 

☐ ☐ 5. 
Open locking jaws to turntable using 
hold-open latch correctly 

☐ ☐ 

6.  
Reverses slowly checking both mirrors – 
until jaws lock around kingpin. 

☐ ☐ 6. 
Slowly drive forward with lowering air 
bag suspension to prevent skid-plate 
damage 

☐ ☐ 

7.  
Connect air hoses and electrical lines 
correctly 

☐ ☐ 7. Drives forward slowly ☐ ☐ 

8.  
Checks electrical system (indicators), 
tyres and load security 

☐ ☐  
Comments:  

9.  Raises support legs and stows correctly ☐ ☐  

10.  
Complete a walk around and visually 
check jaws are closed, there is no gap 
between the skid plate and fifth wheel   

☐ ☐  

11.  
Perform tug test with trailer brakes 
applied 

☐ ☐  

Reversing Maneuvers  Yes No Comments  

Checks road / area is clear ☐ ☐  

Uses mirrors ☐ ☐  

Does NOT strike any fixed object ☐ ☐  

Uses hazards/beacon lights or indicators (If applicable) ☐ ☐  

Maintains no more than a 1m gap between the curb (If performing 
a curb-side maneuver) 

☐ ☐  

Follows instructions ☐ ☐  

Loading / Unloading Yes No Comments  

Understands how to calculate maximum payload applicable 
to vehicle or combination 

☐ ☐  

Checks loading area is clear of obstructions, level and 
positions vehicle to provides adequate room for loading 
equipment 

☐ ☐  

While loading vehicle, operator checks clearances (Height, 
width, depth and for hazards e.g., powerlines or gutters) 

☐ ☐  

Uses appropriate PPE (As per site requirements or company 
SOP’s) 

☐ ☐  
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Understands and identifies customer delivery 
instructions or requirements (E.g., placement of load) 

☐ ☐  

Driver Knowledge 
 

1. People Skills 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

2. Load Restraint knowledge and ability 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

3. Fatigue Management and Knowledge of Rest breaks 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

4. Adherence to company policy and procedures 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

5. Knowledge of CoR 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

Overall Risk 
Score: 

 /50 Very Low Low Moderate High 
Very 
High 

Suitable For 
Work 

YES No  

 

Core driver abilities Result 

Observation C 

Judgement C 

Anticipation C 

Decision making C 
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FORM 85-LF FORKLIFT VOC 
VOC Details: Forklift inc. Moffett 

Drivers Details Date  

Driver’s Name  Driver #  

Licence Class & Conditions  Licence Expiry    

HRWL Class  Licence Expiry    

Assessment Summary 

Forklift Details 
Make  Capacity   

Model  

Type 
Hard Surface Counterbalance  

 Off Road (Moffett)  

 Other:  

 
Scoring Explanation – Practical and Oral Questioning 

Competent C Not Applicable/Assessed NA 

Not Yet Competent NYC Oral Questioning Result YES/NO 

Assessment Result (Circle) Competent     Not Yet Competent     

Revision of Policies 
COR  Go Desta  Iris Pl  

Code of Conduct  PPE  Radar St  

Drug and Alcohol  Prestart  Sherbrooke Rd  

Fatigue Management  Injuries and Accidents  Lindum Rd  

 

Driver Acknowledgement 

Driver’s Name    

Driver’s Signature  Date  

Please note that this VOC is an independent assessment for the purpose of Team Transport & Logistics’ 
Induction, Assessment and Training Program only and is not to be considered the VOC of a Registered 

Training Organisation. 

Assessor Details 

 Name  

Licence Class  Licence Expiry Date  

HRWL Class  Licence Expiry Date  

Signature  Driver Trainer Industry Authority  
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Start-up Checks  Yes No 

Electrical system – lights, indicators, reverse lights, brake lights ☐ ☐ 

Dash/instrument cluster – hours, odo, warning lights etc. ☐ ☐ 

Warning sirens and alarms ☐ ☐ 

No abnormal noises or sounds ☐ ☐ 

Hydraulic controls and functions operating normally ☐ ☐ 

Brakes and steering  ☐ ☐ 

Throttle control – pedal/levels ☐ ☐ 

 
 

Planning Work Yes No 

Assesses the area for hazards such as (but not limited to) 

• Overhead wires – power and telecom 

• Overhead obstructions such as buildings, gutters, trees, roofs, awnings 

• Ground condition 

• Underground services 

• Pedestrians and traffic 

• Other plant equipment and vehicles in the vicinity 

• The forklift capacity is suitable for the load 

☐ ☐ 

 

 

  

During Operation Yes No 

Picking Up the Load ☐ ☐ 

Square up on the centre of the load. ☐ ☐ 

Stop with the fork tips about 30cm from the load. ☐ ☐ 

Enforces 3mtr exclusion zone around the area near the load. ☐ ☐ 

Level the forks; then slowly drive forward until the load contacts the carriage. ☐ ☐ 

Lift the load carefully and smoothly until it is clear. ☐ ☐ 

Tilt the mast back slightly to stabilise the load. ☐ ☐ 

Look over both shoulders. ☐ ☐ 

After out and stopped, lower the load to travel height. ☐ ☐ 

Travelling ☐ ☐ 

Travels with load at correct level. ☐ ☐ 
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Maintains safe speed. ☐ ☐ 

Observes all traffic management, warning signs, floor load limits and overhead clearances. 
☐ ☐ 

Follows other vehicles at safe distance. ☐ ☐ 

Slows down when cornering. ☐ ☐ 

Use of horn to alert others. ☐ ☐ 

Travel with the load facing uphill while on a ramp or incline. ☐ ☐ 

Stop smoothly. ☐ ☐ 

Putting Down a Load                                                                                                           ☐ ☐ 

1.  Ensure there is sufficient clearance for the load. ☐ ☐ 

2.  Ensure 3mtr exclusion zone adhered to by other personnel near the load. ☐ ☐ 

3.  Square up to the location; then stop 30cms away. ☐ ☐ 

4.  Raise the load to placement level. ☐ ☐ 

5.  Move slowly forward. ☐ ☐ 

6.  If the load is on a pallet, lower it into position and lower the forks further. ☐ ☐ 

7.  Look over both shoulders before reversing. ☐ ☐ 

8. Reverse straight out until the forks have cleared. ☐ ☐ 

9.  Lower the forks to traveling position. ☐ ☐ 
 

Shut down – Hard surface Forklift Yes No 

Selects appropriate place to park ☐ ☐ 

Lowers tynes, level to ground ☐ ☐ 

Applies Park brake ☐ ☐ 

Selects neutral ☐ ☐ 

Turns of ignition and turns off gas/fuel supply (if applicable) ☐ ☐ 

Conducts walk around looking for any damage  ☐ ☐ 

 

Shut down – Moffett / Off road Forklift Yes No 

Approaches truck mount frame correctly without striking the frame or truck ☐ ☐ 

Places fork arms in correct position to be lifted ☐ ☐ 

Attaches hydraulic hose attachment correctly ☐ ☐ 

Uses remote control correctly ☐ ☐ 

Lowers and places Moffett in correct stow position ☐ ☐ 

Restrains the Moffett correctly ☐ ☐ 
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Fuelling and/or Battery Charging Yes No 

Engine off. ☐ ☐ 

Fire extinguisher nearby. ☐ ☐ 

Correct personal protective equipment worn. ☐ ☐ 

Safe fuelling/battery recharging procedures followed. ☐ ☐ 

Spills cleaned up immediately. ☐ ☐ 

 

Safety Yes No 

Keep body inside machine ☐ ☐ 

Use of seatbelt ☐ ☐ 

Correct mount / dismount off equipment e.g.: 3 points of contact ☐ ☐ 

Driver Knowledge 

1. People Skills 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

2. Load Restraint knowledge and ability 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

3. Fatigue Management and Knowledge of Rest breaks 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

4. Adherence to company policy and procedures 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

5. Knowledge of CoR 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  
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Overall Risk 
Score: 

 /50 Very Low Low Moderate High 
Very 
High 

Suitable For 
Work 

YES No  

 

Core abilities Result 

Observation  

Judgement  

Anticipation  

Decision making  
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FORM 85D-RS REACH STACKER VOC 
VOC Details: Reach Stacker 

Drivers Details Date  

Driver’s Name  Driver #  

Licence Class & Conditions  Licence Expiry    

HRWL Class  Licence Expiry    

ASSESSMENT SUMMARY 

Assessment Vehicle Details 

Vehicle Class  Fleet #  

Vehicle Model    

 

Scoring Explanation – Practical and Oral Questioning 

Competent C Not Applicable/Assessed NA 

Not Yet Competent NYC Oral Questioning Result YES/NO 

Assessment Result (Circle) Competent     Not Yet Competent     

Revision of Policies 
COR  Go Desta  Iris Pl  

Code of Conduct  PPE  Radar St  

Drug and Alcohol  Prestart  Sherbrooke Rd  

Fatigue Management  Injuries and Accidents  Lindum Rd  

 

Driver Acknowledgement 

Driver’s Name    

Driver’s Signature  Date  

 

 
Please note that this VOC is an independent assessment for the purpose of Team Transport & Logistics’ Induction, 
Assessment and Training Program only and is not to be considered the VOC of a Registered Training Organisation 
 
 
 
 

Assessor Details 

 Name  

Licence Class  Driver Trainer Industry Authority  

HRWL Class  Expiry Date  

Signature  Date  
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Inspect and Prepare the Work Area Yes No Comments 

Identify hazards in the work area.    

Select appropriate control measures.    

Implement selected control measures.    

 

Select and Check Equipment Yes No Comments 

Identify and assess the weight of the 
container 

  
 

Confirm reach stacker is appropriate for 
container and conditions. 

  
 

Conduct pre-start checks    

Safely access the reach stacker.    

Start the reach stacker    

Conduct operational checks.    

Select and check communication method    

Report/record defects and isolate 
equipment. 

  
 

 

Set up the Reach Stacker Yes No Comments 

Assess and inspect the ground conditions    

Drive to the work area.    

Determine path of travel.    

Determine stability requirements.    

Check/confirm the container weight.    

Input the container data into the Reach 
stacker computer. 

   

Ensure hazard controls are in place and have 
been communicated. 

   

 

Operate the Reach Stacker Yes No Comments 

Confirm work instructions with appropriate 
personnel. 

   

Check the planned route of travel.    
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Configure and position the reach stacker and 
spreader over the container. 

   

Stabilise the reach stacker.    

Carry out a test lift.    

Transfer and mobile the container.    

Container movement is monitored 
constantly. 

   

Use of all reach stacker movements and 
functions 

   

Appropriate communication techniques are 
used. 

   

Comply with all on site hazard controls.    

Stack and land the container.    

Respond to unplanned/unsafe situations    

 

Driver Knowledge 
 

 

 

 

 

 

2. Load Restraint knowledge and ability 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

 

Park and Shut Down the Reach Stacker Yes No Comments 

Park and shut down the reach stacker.    

Apply relevant locking devices and brakes.    

Pack up and secure the boom and spreader.    

Stow and secure the stabilisers.    

Check the Reach Stacker Yes No Comments 

Conduct post operational checks    

Report/Record defects or faults    

1. People Skills 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  
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3. Fatigue Management and Knowledge of Rest breaks 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

4. Adherence to company policy and procedures 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

5. Knowledge of CoR 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

Overall Risk 
Score: 

 /50 Very Low Low Moderate High 
Very 
High 

Suitable For 
Work 

YES No  

 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

Core driver abilities Result 

Observation C 

Judgement C 

Anticipation C 

Decision making C 
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FORM 85D-S SIDE LOADER VOC 
VOC Details: Driver’s Ability inc. Side Lifter 

Drivers Details 

Driver’s Name  Driver #  

Licence Class & Conditions  Licence Expiry  Date  

Assessment Summary 

Assessment Vehicle Details 

Prime-Mover Class  Fleet #  

Prime-Mover Model  Trailer Fleet #  

Side Lifter Details 
Make    

 

Scoring Explanation – Practical and Oral Questioning 

Competent C Not Applicable/Assessed NA 

Not Yet Competent NYC Oral Questioning Result YES/NO 

Assessment Result (Circle) Competent     Not Yet Competent     

Revision of Policies 
COR  Go Desta  Iris Pl  

Code of Conduct  PPE  Radar St  

Drug and Alcohol  Prestart  Sherbrooke Rd  

Fatigue Management  Injuries and Accidents  Lindum Rd  

 

 

 
Please note that this VOC is an independent assessment for the purpose of Team Transport & Logistics’ Induction, 
Assessment and Training Program only and is not to be considered the VOC of a Registered Training Organisation 
 
 
 
 

Driver Acknowledgement 

Driver’s Name    

Driver’s Signature  Date  

Assessor Details 

 Name  

Licence Class  Driver Trainer Industry Authority  

Signature  Date  
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External Pre-start Checks Yes No In-Cabin Pre-start Yes No 

Complete a visual walk around check (Load 
security, body and leaks) 
 
 
 

  
Driver enters and exits from the vehicle 
whilst maintaining 3 points of contact.   

Engine checks performed    
Locate, identify, describe the function of 

all cabin controls   

Checks wheels, tyres & nuts (inflation, secure, 
present) 

  
Adjust seat and steering to suit operator 

(maintains flexible posture)   

Mirrors for security and damage (clean, adjusted 
for effective vision) 

  
Seat belt applied and adjusted (If 

applicable)   

Check load security, load restraint and stowage   
Ensures Park brake is engaged, and 
gearbox is in neutral before ignition   

Understand the reporting process to report 
vehicle Faults 

  
Checks functionality of UHF 

  

Stowage of personal items in cabin (should be no 
angles or straps in cabin) 

  
Checks and monitor gauges 

  

Checks all external lighting (indicators, lights, 
flashing lights) 

  
Lights on (If applicable) 

  

 
Route Selection: Yes No Comments: 

Plans route prior to departure (this may be with 
aid of street directory/road map or GPS).   

 
Navigate planned route. (this may be with aid of 
street directory/road map or GPS).   

 

 
  

Vehicle Operation Skills Yes No On Road Skills Yes No 

Clutch use: - smooth release – not full depression 
– not riding or hovering over clutch – using the 
clutch for gear shift 

  
Road Courtesy: interaction with other 

road users – space and separation – lane 
changing and merging 

  

Gear Selection: Able to readily find correct gear – 
gear selection smooth transition up and down 
selection 

  

Smoothness of vehicle: general 
operation, gear changes, acceleration and 

braking, cornering, etc. 

  

Skip Shifting: Able to demonstrate ability to skip 
gears when vehicle is not under load – up and 
down shift 

  
Overtaking: sufficient signalling – system 

of vehicle control 
  

Signalling: adequate signalling to other road 
users – minimum of 3 seconds or 30 metres prior 
to course change, intersection, etc. 

  

Maintain Headway: Driving to conditions 
and traffic – minimising constant braking 

and acceleration 
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Rev – range: Engine revs kept within torque 
range – no over revving and run on 

  

Hills: Use of skip shifting to maintain road 
speed and engine torque range – manage 
run on speed – ensure engine engaged on 

hill approach 

  

Engine Brake: demonstration of correct use – 
turned on and off as appropriate for residential 
areas   

Hill Start: Control of vehicle rollback, 
smooth departure (limits vehicle shudder 
and jerking) – gear transitions and clutch 

use to disengage gears 

  

Brakes: smooth application – management of 
vehicle speed – not used in cornering/turning 
movements   

Reversing: Checks for hazards, wide 
range of mirror use (both sides) – Vehicle 
swing managed, and movement direction 
understood (multi hitch) – Gear and clutch 
use 

  

Road Position: vehicle kept within lanes – vehicle 
position for cornering and intersections   

Attitude: General observation of driving 
attitude (other road users, customers, 
etc.) and treatment of equipment 

  

Cornering: Speed of approach allows for 
acceleration through corner – gear selection 
allows power to ground (engine torque range) – 
vehicle positioning through corner 

  

Confidence: Demonstration of a good 
level of confidence in the vehicle control 
and interactions 

  

Round-a-bouts and Intersections: Demonstrates 
correct vehicle position and approach – signalling 
- monitoring inbound vehicles 

  

Traffic Management Plans: understand 
ROTC site traffic management 
requirements and customer site 
requirements 

  

Mirrors: use of mirrors on a regular basis – 
checks performed 4-10 seconds both sides – 
management of blind spots by moving in seat to 
change view angles 

  

 
Reversing Manoeuvres 
 

 
Yes 
 

No 

Checks road / area is clear   

Scanning: looking up and well ahead for hazard 
recognition and vehicle control planning (12 
seconds) 

  Uses mirrors 
  

Observation and Planning: Hazard recognition 
and vehicle adjustment – speed, brake cover, 
road position, traffic flow, etc. 

  Does NOT strike any fixed object 
  

Speed Control: Speed to conditions – control of 
speed overrun – cornering speed (speed advisory 
signs) 

  
Uses hazards/beacon lights or indicators 
(If applicable) 

  

Separation: tailgate distances – time lapse 
formula – minimum time.   

Maintains no more than a 1m gap 
between the curb (If performing a curb-
side manoeuvre) 

  

Visibility: Signalling intentions – vehicle 
positioning – lights on 

  Follows instructions 
  

Seatbelt: fitted and worn at all times      
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Maintaining and Out: parking hang back 

allows for vehicle to turn out – able to 
identify evasive options when travelling 

   
  

Other Vehicles: Eye contact with driver – 

observation of other vehicles position and 
wheel directions 

   
  

Law: obey road signage, speed limits – 

discuss road law and requirements, 
challenge test questions. 

   
  

 

Couple and Un-couple Procedure  

Couple Yes No Un-couple Yes No 

1.  
Align prime mover and trailer. Reverse 
slowly stopping just forward of the skid 
plate 

  1.  
Selects appropriate area and road 
surface (hard, level, not on mud, loose 
gravel, or sand) to un-couple 

  

2.  
Check king pin and skid plate condition 
and alignment 

  2.  
Lower landing legs using gearing 
correctly and stow correctly 

  

3.  Check jaws are open   3.  
Disconnect air lines and electrical plug 
(Turn of airline taps if applicable) 

  

4.  Check fifth wheel and skid plate height   4.  
Secure airlines and NATO plug to towing 
vehicle (if applicable) 

  

5.  
Deflate airbags – Reverse slowly – Once 
fifth wheel is below skid plate, re-inflate 
airbags 

  5.  
Open locking jaws to turntable using 
hold-open latch correctly 

  

6.  
Reverses slowly checking both mirrors – 
until jaws lock around kingpin. 

  6.  
Slowly drive forward with lowering air 
bag suspension to prevent skid-plate 
damage 

  

7.  
Connect air hoses and electrical lines 
correctly 

  7.  Drives forward slowly   

8.  
Checks electrical system (indicators), 
tyres and load security 

   
Comments:  

9.  Raises support legs and stows correctly    

10.  
Complete a walk around and visually 
check jaws are closed, there is no gap 
between the skid plate and fifth wheel   

   

11.  
Perform tug test with trailer brakes 
applied 

   

 

PRESTART OF SIDE LIFTER Yes No USE OF SIDE LIFTER Yes No 

Check load security, load restraint / damage   
Uses appropriate PPE (As per site 
requirements or company SOP’s) 
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Checks wheels, tyres & nuts (inflation, secure, 
present) 

  

Understands how to calculate payload 
applicable to vehicle and sideloader 

  

Checks loading area is clear of obstructions   

Checks all external lighting (indicators, lights, 
flashing lights) 

  
Positions vehicle to provide adequate room 
for loading equipment 

  

Engine checks performed (Oil, Water, Fuel)   
Operator checks clearances (Height, width, 
depth and for hazards e.g., powerlines or 
gutters) 

  

Check Hydraulic oil level   
Operator fully extends the stabilizers to the 
maximum length 

  

Check condition of Hydraulic Hoses   
Operation is carried out on stable, solid, and 
level ground. 

  

Drain air reservoirs DAILY   
Operation is not carried out in high winds or 
thunderstorms 

  

Check condition of Lifting Hooks / Chains   
An exclusion zone is maintained during 
operation. 

  

Check operation of legs / arms   
While loading and unloading the container is 
kept close to the trailer or sideloader. 

  

Check condition and functionality of twist 
locks 

  Does not drive with a suspended container.   

Check condition and functionality of 
emergency Stop buttons 

  
Does not walk or stand under suspended 
load. 

  

Check condition and functionality of brakes   Does not drag containers   

Understand the reporting process to report 
vehicle Faults 

  
Understands and identifies customer delivery 
instructions or requirements.  

  

After Loading or Unloading Yes No Comments 

Checks the stabilizers and the cranes are closed and 
stowed correctly. 

  

  Ensures the twist locks are locked before driving   

Remote control is place in the cabin   

Driver Knowledge 

1. People Skills 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  
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2. Load Restraint knowledge and ability 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

3. Fatigue Management and Knowledge of Rest breaks 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

4. Adherence to company policy and procedures 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

5. Knowledge of CoR 

Risk Profile Very Low Low Moderate High Very High 

Risk Score 1 2.5 5 7.5 10 

Comments  

 

Overall Risk 
Score: 

 /50 Very Low Low Moderate High 
Very 
High 

Suitable For 
Work 

YES No  

 
 
 
 
 
 
 
 

 
 
 
 
 
 

 

 

Core driver abilities Result 

Observation C 

Judgement C 

Anticipation C 

Decision making C 



 
 

328 
 

Driven By Service 

Powered By Teamwork 
 

 

FORM 101A TRAINING AGREEMENT 
Form 101A License and Training Costs Agreement 

This agreement applies where an employee is sent on work related training course, upgrade of 
licenses, specific training certifications such as CV/Fork Tickets at the company’s expense. 
 
Agreement Terms: 
 
THIS AGREEMENT is dated____________________________ AND IS MADE 
BETWEEN_____________________ (“The Employee”) and Team Transport & Logistics (“The Employer”). 
 
WHEREAS: 
A. The Employee is employed by the Employer as a Company Employee. 
 
IT IS HEREBY AGREED AND DECLARED THAT: 

1. In consideration of the Employer meeting costs of any training courses, upgrades of specific 
licences or obtaining specific tickets/certifications which are set out in the Schedule to this 
Agreement, the Employee undertakes to reimburse the Employer of Costs if: 

i. He/she voluntarily withdraws from or terminates the course/certification early 
without the Employer’s prior written consent; 

ii. He/she resigns from employment of the Employer either prior to completion of 
the course or within twelve months after the end of the course/certification. 

 
2. To the extent permitted by law, the Employee agrees that the Employer may deduct a sum 

equal to the whole or part of the Costs due under the terms of this agreement from his/her 
wages or from any other allowances, expenses or other payment due to the Employee. 

 
3. The amount due to the Employer under the terms of this Agreement is a genuine attempt by the 

Employer to assess its loss as a result of termination of the Employee’s employment and takes 
into account the derived benefit to the Employer. The agreement is not intended to act as a 
penalty on the Employee upon termination of his/her engagement. 

 
Acknowledgment: 
By signing below, you acknowledge and agree to the terms outlined in this Licence and Training Costs 
Policy & Agreement. This agreement is binding, and failure to fulfill the terms may result in legal 
action. 
 
Employee's Signature: ___________________________ Date: ____________ 
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Schedule of Licences/Qualifications/Certification: 

• Certificate IV in Work Health & Safety 

• BSB51319 Diploma of Work Health and Safety 

• TAE40122 - Certificate IV in Training and Assessment 

• White Card General Construction Safety Induction Cards (CPCCWHS1001) 

• HR/HC/MR/MC Heavy Vehicle Licences 

• CV (TLILIC0024) Vehicle Loading Crane (Capacity 10 Metre Tonnes and Above) 

• CN TLILIC0018 –Non-Slewing Mobile Crane (Greater Than 3 Tonnes Capacity) 

• C2 TLILIC0022- Slewing mobile crane (up to 20 tonnes) 

• C6 TLILIC0023- Slewing mobile crane (up to 60 tonnes) 

• LF TLILIC0003- Forklift Truck 

• LO Order picking forklift  

• DG CPCCLDG3001 – Licence to perform dogging (dogman) 

• Maritime Security Identification Card (MSIC) 

• RB Basic Rigging 

• WP Work Platform 

• TLID3046A - Operate container side lifter 

• Certificate III in Logistics  

• TLIF0009: Ensure the safety of transport activities (Chain of Responsibility) (Level 1) 

• TLIF0014: Monitor the safety of transport activities (Chain of Responsibility) (Level 2) 

• TLIF2010 Apply Fatigue Management Strategies  

• TLID0015 Load and unload goods/cargo  

• TLILIC0011 - Licence to operate a reach stacker (greater than 3 tonnes capacity) 
 

Please note that the above list is not exhaustive and may be subject to change. It should be noted that 
the certifications/licences/qualifications may change subject to meeting the changing needs of the 
employer/employee. 
 

If you have any questions or require clarification, please do not hesitate to contact Human Resources 
department at hr@teamtransport.com.au or 1300 138 326. 
 

Yours Sincerely,  
 
 
Kylie Wilkinson 
General Manager 
HR@teamtransport.com.au  
1300 138 326 

mailto:hr@teamtransport.com.au
mailto:HR@teamtransport.com.au
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FORM 110A FUEL CARD 
 

TEAM TRANSPORT & LOGISTICS 
Fuel Card & Vehicle Fuelling Form 110A 
Employee Drivers & Fuel Card/Tag Holders 
Effective Date: 6 April 2026 

1. Purpose 
This policy outlines the rules and expectations for all Team Transport & Logistics employees issued 
with a fuel card or operating a company vehicle. 
The purpose is to ensure: 

• safe and consistent fuelling practices  
• control of company fuel costs  
• compliance with audit and operational requirements  
• prevention of misuse or unauthorised fuel purchases  

This policy applies to all employee drivers, fuel card/tag holders, and authorised personnel. 

2. Approved Use of Fuel Cards 
Fuel cards and IOR tags are issued strictly for authorised business use only. 
They may only be used for: 

• company-owned vehicles  
• company-approved vehicles  
• authorised operational fuel purchases  

They must not be used for: 
• personal vehicles  
• private use  
• fuel for other people  
• unauthorised equipment  
• containers (e.g. jerry cans) unless approved in writing  

 

3. Approved Fuel Suppliers and Fuelling Locations 
All employees must only purchase fuel from approved Team Transport suppliers and locations. 

Current Fuelling Direction 

Due to current fuel pricing and supply conditions, BP is currently the primary approved fuel network. 
Drivers must use approved BP locations unless otherwise directed. 
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Approved BP locations include (but are not limited to): 

• BP Caboolture North & South  
• BP Brendale  
• BP Port of Brisbane  
• BP Coopers Plains  
• BP Archerfield  
• BP Wacol  
• BP Stapylton  
• BP Logan Motorway  
• BP Coomera North  
• BP Chinderah Bypass  

Not all BP sites are approved. 
If a site is not approved, it is not to be used without permission. 

IOR Use 

Team Transport also utilises IOR fuel tags. 

IOR remains an approved supplier, however: 

• IOR is to be used only when directed or authorised  
• Drivers will be advised when IOR is to be used  
• Do not default to IOR unless instructed  

Important 

Approved suppliers and locations may change at any time based on: 

• pricing  
• fuel availability  
• operational requirements  
• emergency or continuity planning  

Employees must always follow the current company fuelling direction. 

If unsure, contact your Operations Team before fuelling. 

 

 

 



 
 

332 
 

Driven By Service 

Powered By Teamwork 
 

 

4. Daily Fuelling Expectations 

To maintain operational readiness: 

• vehicles should be fuelled daily where practical  
• fuel levels must not run critically low  
• drivers must plan fuel stops in advance  

5. Fuel Card Transaction Requirements 

All fuel transactions must be accurate and legitimate. 

Drivers must always ADVISE or enter: 

• odometer reading  

Fuel usage must align with: 

• vehicle type and capacity  
• trip activity  
• operational requirements  
• telematics data 

Unusual transactions may trigger audit or investigation. 

6. Prohibited Conduct 

The following is strictly prohibited: 

• sharing cards/tags or PINs  
• fuelling non-company vehicles without approval  
• falsifying odometer or transaction details  
• splitting transactions to avoid detection  
• using non-approved suppliers when an approved option is available  
• using IOR or BP outside company direction  
• any dishonest or misleading conduct  

7. Monitoring and Audit 

Fuel usage is actively monitored and audited. 
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This may include: 

• transaction history  
• fuel quantities and frequency  
• vehicle allocation and trips  
• GPS and movement data  
• odometer tracking  
• supplier usage  

Fuel card usage may be reviewed at any time. 

8. Misuse and Breach of Policy 

Breaches of this policy will be taken seriously. 

This may result in: 

• counselling or retraining  
• removal of fuel card/tag access  
• recovery of costs  
• formal warnings  
• termination of employment  

Serious breaches may be treated as serious misconduct. 

9. Employee Responsibility 

Employees must: 

• comply with this policy  
• protect their card/tag and PIN  
• report lost or stolen card/tags immediately  
• report incorrect or suspicious transactions  
• use company resources responsibly  
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EMPLOYEE ACKNOWLEDGEMENT 

I acknowledge that I have read and understood the Team Transport & Logistics Fuel Card & 

Vehicle Fuelling Policy. 

I understand that: 

• my fuel card / IOR tag is for authorised business use only  
• I must follow current company fuelling directions at all times  
• I must only use approved suppliers unless authorised  
• all fuel usage may be audited  
• misuse may result in disciplinary action, including termination  

I agree to comply with this policy.
 

Employee Name: _______________________________________________________________________ 

Signature: _____________________________________________________________________________ 

Date: _____________________________________ Fleet No (if applicable): ________________________ 
 
TEAM TRANSPORT AUTHORISED SIGN-OFF 

I confirm that this policy has been issued to the above employee and discussed where required. 

Authorised Team Transport Representative: ________________________________________________ 

Position: ____________________________ Signature: ________________________________________ 

Date: _______________________________ 

 A signed copy of this acknowledgement will be retained on the 
employee’s personnel or compliance file. 


