
TRAINING MANAGEMENT POLICY 

A W Edwards is committed to providing and maintaining Training Management throughout the construction of 
the project.

A W Edwards expects every manager to accept accountability for developing and maintaining an organisation of 
fully qualified personnel. In meeting this objective, they will -

	� Provide adequate resources necessary to implement the Training Management Plan. These include human, 
physical (facilities and equipment) and financial resources;

	� Make certain the best person is available to each assigned position;

	� Take steps to plan for and assure that adequate replacements are available to fill vacancies, which may develop 
into key positions;

	� Include within the organisation structure an adequate number of people with identified management, 
technical/professional trade and other specific Building and Construction attributes;

	� Plan and take action to develop every subordinate team member to the full extent of their ability(s) both as to 
performance on the current assignment and for greater future responsibilities;

	� Periodically review and take action to improve the assignment and definition of job accountabilities/ 
responsibilities;

	� Provide skills enhancement via coaching, training and other methods of instruction to supplement employee 
shortfalls in performance;

	� Maintain the Project Training Targets until the completion of the Works.

The success of the Project depends on the commitment of A W Edwards, our employees, subcontractors and all 
stakeholders to work towards a mutually beneficial outcome of the project.

1 / 1

POLICY

Document ID: Training Management Policy
Version: 01
Approved by: Justin Smith
Effective date: June 2026
Next review date: June 2027

JUSTIN SMITH
CHIEF EXECUTIVE OFFICER

A W EDWARDS PTY LIMITED



FATIGUE MANAGEMENT PLAN 

1.  Purpose

A W Edwards is committed to eliminating, or where elimination is not reasonably practicable, minimising the risks 
associated with worker fatigue, so far as is reasonably practicable. 

This plan establishes a systematic approach to identifying, assessing, controlling, monitoring and reviewing fatigue 
risks in accordance with the Work Health and Safety Act 2011 (NSW), the Work Health and Safety Regulation 2025 
(NSW), and SafeWork NSW guidance on fatigue.

Fatigue is recognised as a work health and safety hazard and may also present as a psychosocial hazard where 
work demands, hours, or conditions contribute to physical or psychological harm.

2.  Scope

This plan applies to:

	� All A W Edwards employees

	� Labour hire personnel

	� Subcontractors and their workers

	� All work sites, including site based, remote and night works

	� All activities, including safety critical tasks such as driving, plant operation and high risk construction work

3.  Definitions

Fatigue

A state of physical, mental or emotional exhaustion that reduces a person’s ability to perform work safely and 
effectively.

Safety critical work

Work where the consequences of error are severe, including driving, operating mobile plant or machinery, high 
risk construction activities, and tasks requiring sustained concentration or complex decision making.

4.  Roles and Responsibilities

A W Edwards (PCBU)

A W Edwards will:

	� Ensure fatigue risks arising from work are identified, assessed, controlled and reviewed

	� Design work, rosters, workloads and schedules to minimise fatigue risks

	� Provide adequate resources, staffing and supervision

	� Consult with workers and Health and Safety Representatives (HSRs) on fatigue risks and controls

	� Coordinate fatigue management with subcontractors and other PCBUs

Workers

Workers must:

	� Take reasonable care of their own health and safety and that of others

	� Comply with this Fatigue Management Plan

	� Use rest breaks and recovery opportunities provided

	� Report fatigue, unfit for work concerns, or hazardous work hours
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FATIGUE MANAGEMENT PLAN 

Identifying Fatigue Hazards

Fatigue hazards will be identified during:

	� Project planning and scheduling

	� Role and task risk assessments

	� Development of rosters and work programs

	� Changes to work scope, program or resourcing

	� Incident, near miss and hazard reporting

	� Worker consultation and feedback

Factors considered include, but are not limited to:

	� Long or extended work hours

	� Consecutive workdays

	� Night work and early starts

	� Insufficient recovery time between shifts

	� Physically or mentally demanding tasks

	� Environmental conditions (Heat, noise, vibration)

	� Driving or plant operation

	� Cumulative fatigue over days or weeks

Fatigue Risk Assessment

A fatigue risk assessment will be undertaken when:

	� Extended or overtime work is planned

	� Night works are scheduled

	� Safety critical activities are undertaken

	� Workers perform repeated long shifts

	� An incident or near miss indicates fatigue as a contributing factor

	� Concerns about worker fatigue are raised

Risk assessments will consider:

	� Likelihood and severity of fatigue related harm

	� Individual, task specific and organisational factors

	� Interaction of fatigue with other hazards

Risk Control Measures (Hierarchy of Controls)

Fatigue risks will be controlled using the hierarchy of controls, prioritising higher order controls wherever 
reasonably practicable.

Higher order controls (preferred)

	� Work design to reduce excessive hours or peaks in workload

	� Adequate staffing and resourcing to avoid excessive overtime

	� Sequencing of work to avoid prolonged high demand tasks

	� Task rotation to reduce physical and mental strain

	� Scheduling safety critical tasks during lower risk times of day
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FATIGUE MANAGEMENT PLAN 

Administrative controls

A W Edwards applies the following minimum controls:

	� Workers will not work more than 12 hours in a single shift, excluding travel time

	� In the event of a declared Incident, shifts may extend to a maximum of 16 hours, provided the worker: 

	 o  does not drive a vehicle after 12 hours, and

	 o  does not operate heavy plant or equipment after 12 hours

	� Workers who have worked more than 12 hours must not drive a vehicle after finishing work

	� A minimum of 11 consecutive hours rest away from work between shifts

	� No more than 12 workdays in any 14 day period

	� Night work limits: 

	 o  no more than five (5) consecutive nights of 8 hour shifts,

	 o  or four (4) consecutive nights of 10 hour shifts,

	 o  or three (3) consecutive nights of 12 hour shifts unless followed by a minimum 48 hour rest period

	� Workers will receive at least 48 consecutive hours free from work in any 14 day period

	� Capacity to replace or relieve workers where unplanned extended hours create a fatigue risk

Safety critical work restrictions

	� Fatigued workers will not undertake driving, plant operation or other safety critical work

	� Additional supervision or task rescheduling will be implemented where fatigue risk cannot be immediately 
eliminated

Monitoring and Review

Fatigue controls will be monitored through:

	� Supervisor observation and fit for work checks

	� Review of hours worked and rosters

	� Incident, near miss and hazard trend analysis

	� Worker consultation

This plan will be reviewed:

	� Following any fatigue related incident

	� When work conditions or schedules change

	� As part of periodic WHS management system reviews

Managing Identified Fatigue

Where a worker is identified as fatigued:

	� Immediate controls will be implemented (e.g. rest, task change, relief)

	� The worker may be stood down from safety critical work

	� Work schedules or duties may be adjusted
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FATIGUE MANAGEMENT PLAN 

Medical or health assessments may be required:

	� Where fatigue presents an ongoing risk

	� Following a safety incident

	� Where there is reasonable cause to believe a worker may not be fit to perform work safely

Medical assessments supplement fatigue controls and do not replace work design or risk management measures.

Consultation

A W Edwards will consult with workers, HSRs and subcontractors on:

	� Identification of fatigue hazards

	� Development and review of control measures

	� Changes that may affect fatigue risk

Records

Records relating to fatigue management may include:

	� Risk assessments

	� Work hours and rosters

	� Incident and near miss reports

	� Consultation outcomes

	� Review action
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FATIGUE MANAGEMENT POLICY 

1.  Purpose

A W Edwards is committed to ensuring, so far as is reasonably practicable, that fatigue does not create a risk to the 
health, safety or well-being of workers or others affected by our operations.

This policy establishes A W Edwards’ commitment to managing fatigue as a work health and safety hazard in 
accordance with applicable Work Health and Safety (WHS) legislation and SafeWork NSW guidance.

2.  Scope

This policy applies to:

	� All A W Edwards employees

	� Labour hire workers

	� Subcontractors and their workers

	� All workplaces and work sites under A W Edwards’ control

	� All work activities, including safety critical work such as: 

	 o  driving vehicles

	 o  operating plant or machinery

	 o  high risk construction activities

3.  Policy Statement

A W Edwards recognises that fatigue can impair safety critical performance and contribute to incidents, injuries and 
ill health.

A W Edwards will take a preventative, risk based approach to fatigue management by:

	� Designing work to minimise fatigue risks

	� Managing working hours, workloads and recovery time

	� Applying the hierarchy of controls when managing fatigue

	� Consulting with workers and Health and Safety Representatives (HSRs)

	� Monitoring and reviewing fatigue related risks and controls

Fatigue management is a shared responsibility; however, A W Edwards retains primary responsibility for ensuring 
fatigue risks arising from work are effectively managed.

4.  Principles

This policy is based on the following principles:

	� Fatigue is foreseeable and can be managed

	� Fatigue risks must be addressed before work causes harm

	� Work design takes precedence over individual self management

	� Higher order controls are prioritised over administrative measures

	� Consultation is essential to effective fatigue risk management

	� Medical or health assessments support, but do not replace, risk controls

5.  Roles and Responsibilities

5.1  A W Edwards (Person Conducting a Business or Undertaking)

A W Edwards will:

	� Identify, assess, control and review fatigue risks arising from work

	� Ensure work hours, rosters, workloads and schedules minimise fatigue
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FATIGUE MANAGEMENT POLICY 

	� Provide adequate staffing, resources and supervision

	� Restrict fatigued workers from safety critical tasks

	� Implement limits on working hours and mandatory rest periods

	� Consult with workers, HSRs and subcontractors on fatigue risks

	� Monitor the effectiveness of fatigue controls and take corrective action

5.2  Managers and Supervisors

Managers and supervisors will:

	� Plan and schedule work to minimise fatigue risks

	� Monitor working hours and signs of fatigue

	� Conduct fit for work checks where required

	� Implement fatigue controls and escalate concerns

	� Respond promptly to reports of fatigue or unfit for work conditions

5.3  Workers

Workers must:

	� Take reasonable care of their own health and safety and that of others

	� Comply with this policy and related fatigue management procedures

	� Use rest breaks and recovery periods provided

	� Report fatigue, unfit for work concerns or hazardous work arrangements

	� Cooperate with reasonable instructions relating to fatigue management

6.  Fatigue Risk Management Approach

A W Edwards will manage fatigue risks by:

	� Identifying fatigue hazards during planning, scheduling and change

	� Assessing fatigue risks associated with long hours, night work, or safety critical tasks

	� Implementing controls in accordance with the hierarchy of controls

	� Applying work hour limits and recovery requirements

	� Monitoring fatigue risk indicators and reviewing controls

Fatigued workers will not be permitted to undertake driving, plant operation or other safety critical activities.

7.  Fitness for Work and Health Management

A W Edwards is committed to supporting workers to be fit for work.

Where fatigue is identified:

	� Immediate controls will be applied to manage risk

	� Work duties, hours or rosters may be modified

	� Workers may be temporarily removed from safety critical tasks

Medical or health assessments may be required where there is reasonable concern regarding a worker’s fitness to 
perform work safely. These assessments support fatigue management and do not replace work design controls.
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FATIGUE MANAGEMENT POLICY 

8.  Supporting Documents

This policy is supported by:

	� Fatigue Management Plan

	� WHS Risk Management Procedure

	� Psychosocial Hazards Management Procedure

	� Incident and Hazard Reporting Procedure

9.  Compliance and Review

Compliance with this policy is mandatory.

This policy will be reviewed:

	� At regular intervals as part of the WHS Management System

	� Following fatigue related incidents or significant changes to work arrangements

	� To ensure continued alignment with legislation and SafeWork NSW guidance

10.  Approval

This policy is authorised by A W Edwards senior management and applies to all workers and business activities 
undertaken by the organisation.
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QUALITY MANAGEMENT POLICY 

A W Edwards Pty Limited (AWE) has resolved to achieve the goal of providing Quality Management to the 
operations of the company.  

The A W Edwards Pty Limited group was founded in 1921 and has established a long and proud record of 
providing quality service, management, advice, workmanship and product. The tradition of “getting it right the first 
time” has always been encompassed within the company policies and objectives.

The objective of the company is to provide our Clients with a completed product that meets or exceeds their 
expectations, and conforms to agreed requirements of the design or specification.

The AWE Executive Committee realise that, notwithstanding the level of involvement and supervision provided by 
a Client, the ultimate requirement for achieving specified quality and assurance of compliance to the Client lies 
within the responsibility of the company.

Our Management System enhances the aims of the company’s processes and will assist in achieving time and cost 
objectives and provide assurance to specifications and standards.
To achieve these objectives, the Executive Committee are committed to: -

	� Implementing the requirements of the Management System and complying with the requirements of ISO 
9001:2015

	� Ensuring the involvement and dedication of all employees, supported by training and motivation in the 
consistent  implementation and application of the Management System.

	� The application of the Management System requirements to management functions, work methods, 
procedures and specific client requirement, and

	� Regular reviews of the Management System to monitor and evaluate the application to ensure these objectives 
are achieved.

	� Continually improve the effectiveness of the Management System

A W Edwards Pty Limited is committed to ensure that the Management System will provide staff and Clients of the 
company confidence that we will continue to provide quality goods, service or product achieved in a planned and 
systematic manner, meeting expectation, and as a requisite to our long term success.
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DRUG & ALCOHOL POLICY 
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A W Edwards is committed to promoting workplace health and safety. In line with this, individuals are required to 
be free from the influence of alcohol or other drugs while at work as these substances can impair co-ordination 
and judgment and increase the risk of accidents and injuries.

This commitment supports:

	� Facilitating the health, safety and welfare of employees by removing risks in the workplace;

	� Promoting a workplace culture that supports fitness for work; and

	� Reducing absenteeism and providing appropriate employee support mechanisms.

Scope

This policy applies to all A W Edwards employees, contractors, subcontractors, professional services contractors, 
and visitors to our projects and offices.

All individuals, are required to:

	� Have zero blood alcohol content and be free from the influence of other drugs while on duty; 

	� Seek medical advice about their ability to work safely while taking prescribed or over-the-counter drugs; 

	� Not commence duties if their doctor or pharmacist advises they are unable to safely do their job; 

	� Not consume alcohol while on duty; and 

	� With the exception of medical advice, not consume drugs while on duty. 

	� Submit to drug and alcohol testing at the request of A W Edwards Management.

Testing will be conducted by trained personnel in accordance with Australian Standards. The return of a positive 
(or non-negative) test, or refusal to perform a test, will result in persons being deemed not fit for work and refused 
entry to the workplace. They will not be allowed to return to work until they can demonstrate they are fit for work 
through a negative test result from an accredited laboratory.

Testing Selection 

The Company may require any person covered by the scope of this Policy to undergo drug and/or alcohol testing 
in accordance with this Policy. Testing may be conducted in the following circumstances:

	� During the pre-employment process.

	� Where there is reasonable suspicion that an individual is under the influence of drugs or alcohol while at work.

	� Following a workplace incident or near miss.

	� As part of a random testing program.

	� Before returning to work following rehabilitation or an extended absence related to substance use.

	� As part of any required follow-up monitoring after a non-negative drug test, non-zero alcohol result, or failure 
to comply with this Policy.

The circumstances under which testing may be conducted will be communicated to the individual. All testing will 
be carried out in a fair, consistent, respectful, and confidential manner.

Random Testing

For random drug and alcohol testing, the selection of individuals will be undertaken by the Company’s testing
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provider using a random selection process. 

Requirement to Remain on Site During Drug and Alcohol Testing

Once drug and alcohol testing has been announced or commenced, all employees, labour hire personnel, 
contractors and subcontractor employees who are present on site at that time must remain on site until the testing 
process has been completed, unless they have received prior approval to leave from an authorised A W Edwards 
representative, including the Project Manager or Human Resources. This requirement applies to all persons present 
on site at the time testing is announced, regardless of whether they have been selected for testing.

Any person who leaves the site before completing the required drug and alcohol test, or before the testing process 
has concluded without prior approval, will be treated as having returned a non-negative result for the purposes of 
site access and fitness for work. 

Follow-Up and Targeted Testing

Any individual who:

	� returns a confirmed positive drug test following laboratory chain-of-custody analysis;

	� returns a non-zero alcohol test result; or

	� is deemed to have returned a non-negative result due to failing to submit to testing or leaving the workplace 
while testing is being conducted, may be required to undergo targeted or follow-up drug and/or alcohol 
testing for a period determined by the Company.

Non-Negative Drug and Non-Zero Alcohol Results

Non-Negative Drug Screening Result

Where an initial drug screening test returns a non-negative result, the authorised collector will obtain a second 
sample under chain-of-custody procedures for confirmatory laboratory testing at an approved laboratory.
The individual will be stood down pending the outcome of the confirmatory test.
If the laboratory confirms a positive drug result:

	� the period of stand down will be treated as stand down without pay;

	� the individual will remain stood down until they:

	� provide a negative follow-up laboratory result and/or any requested supporting evidence; and

	� are approved by Human Resources to return to work.

Unless otherwise determined by the Company, the cost of any required follow-up testing will be the responsibility 
of the individual.

The individual must take all reasonable steps to complete confirmatory and follow-up testing as soon as 
practicable.

Failure to Submit to Drug or Alcohol Testing or Leaving the Workplace

An individual who refuses or fails to submit to drug and alcohol testing, or who leaves the workplace while testing 
is being conducted without authorisation, will be treated as having failed to comply with this Policy.

The individual will be stood down without pay until they:
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	� provide a negative laboratory drug test and/or any requested supporting evidence; and

	� are approved by Human Resources to return to work. 

Unless otherwise determined by the Company, the cost of any required follow-up testing will be the responsibility 
of the individual.

The individual must take all reasonable steps to complete any required testing promptly.

Non-Zero Alcohol Result

A non-zero alcohol result is considered the final test result. No confirmatory laboratory chain-of-custody testing will 
be undertaken for alcohol.

An individual who returns a non-zero alcohol result, or who refuses or fails to submit to alcohol testing or leaves the 
workplace while testing is being conducted without authorisation, will be stood down without pay.

The stand down will continue until the individual:

	� produces a negative alcohol test and/or provides any requested supporting evidence; and

	� is approved by Human Resources to return to work.

Unless otherwise determined by the Company, the cost of any required follow-up testing will be the responsibility 
of the individual.

The individual must take all reasonable steps to complete any required follow-up testing in a timely manner.

Stand Down

Where this Policy provides that an individual is “stood down”, the individual must cease all work immediately. 
During the stand down period, the individual must not perform any work for the Company, whether at a Company 
workplace, remotely, from home, or at any other location, and must not undertake any Company duties unless 
expressly authorised in writing by Human Resources

Prescription Medication 

All A W Edwards employees, contractors, subcontractors, professional services contractors and visitors, must 
adhere to the following: 

	� Must not attend the workplace while impaired by any prescribed substance, including medical cannabis, that 
may affect their ability to perform their duties safely and effectively. 

	� The judgement on whether the prescribed substance will impair the individual’s ability to perform their 
role needs to be clearly outlined in formal correspondence from the prescribing doctor and assessed and 
approved by Human Resources before duties can resume. 

	� Individuals prescribed medication that may impair their ability to perform works are encouraged to disclose 
their prescription to Human Resources or their Manager confidentially to enable a discussion about any 
necessary workplace adjustments. 

	� The business will treat such disclosures confidentially and with respect, consistent with obligations under 
antidiscrimination legislation. 
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	� If a drug test returns a non-negative result, and the individual sites prescribed medication as the reason, the 
individual will be stood down pending chain of custody results, an investigation and subsequent assessment of 
ability to perform the inherent requirements of the role while under the influence of the prescribed medication. 

	� Reasonable adjustments will be considered to support employees with a medical prescription, where 
operationally feasible.

Failure to comply with this policy, or the return of a positive (or non-negative) drug or alcohol test, may lead to 
disciplinary action, up to and including termination of employment. 

A W Edwards encourages any worker, who may be experiencing alcohol or other drug related problems to raise 
this through self-identification, with their senior manager or the Human Resources Department on a confidential 
basis. 

A W Edwards will provide all reasonable rehabilitation support and assistance to any employee who self-identifies, 
to assist them in returning to work.
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A W Edwards Pty Limited is committed to excellence, safety, quality, and leadership in environmental sustainability 
across all our operations and projects. We recognise our responsibility to safeguard the environment and 
contribute positively to the community by operating in accordance with recognised international standards and 
local regulations.

This policy applies to A W Edwards and all its legal entities. It covers employees, management, subcontractors and 
stakeholders. 

A W Edwards demonstrates our commitment to environmental responsibility through:

Compliance: Adhere to all relevant environmental laws, regulations, and other applicable requirements. Managing 
all construction activities to minimise waste, pollution and optimise the protection of soil air and water quality. 
Deployment of the A W Edwards Climate Action Plan (CAP) with a focus on achieving the 40 objectives across the 
10 pillars – Climate Culture, Carbon Reflex, Energy Sourcing & Consumption Standards (Scope 1&2), Subcontractor 
Awareness & Reducing Embodied Carbon (Scope 3a), Energy Efficiency Levers (Scope 3b), Circular Economy, 
waste diversion, water efficiency, biodiversity preservation & Innovation.

Climate Action: Reduce greenhouse gas emissions by improving energy efficiency, implementing low-carbon 
solutions, and supporting climate-friendly initiatives across our activities. Ensuring the entire building lifecycle is 
considered during the design stages to minimise energy consumption and waste emissions. Ensuring client health 
and safety by designing safe and environmentally efficient buildings. A W Edwards is committed to achieving 40% 
absolute reduction in Scope 1&2 emissions, 30% intensity reduction in Scope 3 emission by 2030 and Net Zero 
emissions target for all three scopes by 2050. These targets are approved by SBT-i and are internally tracked and 
reported against annually. 

Pollution Prevention & Resource Efficiency: Minimise waste and pollution by adopting best practices in materials 
management, recycling, and responsible disposal, while reducing natural resource and energy consumption.

Water Stewardship: Protect and conserve water resources by managing water use efficiently, minimising 
discharge, and preventing water pollution in our operations and supply chain. Utilisation of digital tools and smart 
metering to manage water consumption on site. Rainwater harvesting and reuse of non-potable water for dust 
suppression and amenities.

Biodiversity Protection: Prevent negative impacts on biodiversity by promoting site protection, ecosystem 
restoration, and the responsible sourcing of materials. Commitment to ensuring Biodiversity training is provided 
to all projects and clients upon request. Supporting environmental educational resources, including citizen science 
learnings and applications co-developed by Planting Seeds, and the CSIRO’s Atlas of Living Australia. To further 
promote biodiversity and conservation on projects we have mandated the establishment of Green Spaces on 
projects and planting of native species.  

Circular Economy & Sustainable Materials: Integrate circular economy principles through waste reduction, reuse, 
recycling, and selection of sustainable, non-hazardous materials and chemicals. Identify top 5 materials by volume 
per project that contribute to our carbon footprint and classify more sustainable vs less sustainable suppliers. 

Supplier & Procurement Responsibility: Promote sustainability through our procurement by working with 
suppliers and subcontractors who share our environmental values, integrating environmental criteria in purchasing 
and contracting decisions. Mandating the production of EPDs for key materials procured on projects.

Training & Culture: Educate and engage all staff to foster a culture of environmental awareness, responsibility, 
and continuous improvement. Ensuring all staff are qualified to oversee the implementation of effective 
environmentally sensitive initiatives, both in the design of projects and in the construction process. Targeting 100% 
of employees to participate in Climate Fresk Workshops and ensure all employees undertake ByLearn’Act for 
Climate’ & ‘Act for Biodiversity’ training for all new employees within first 6 months of employment.  
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Stakeholder Engagement: Communicate openly with stakeholders about our environmental performance, 
objectives, and progress, encouraging shared sustainability initiatives. Maintaining membership and support of 
key environmental organisation including the Green Building Council of Australia (GBCA). Working closely with our 
clients to reduce their carbon footprint by offering alternative and innovative solutions for their buildings.

Continuous Improvement: Regularly set, review, and update environmental objectives and targets, ensuring 
ongoing improvement and alignment with local and international best practices.

A dedicated team of senior leaders have been allocated key objectives outlined in the AWE Climate Action Plan to 
promote environmental sustainability across all facets of the business. The AWE Sustainability Manager will oversee 
the implementation of this policy.

This Policy underpins our commitment to conduct business responsibly, reduce our environmental impact, and 
support a sustainable future. This policy is regularly reviewed and updated and all changes will be communicated 
to interested parties and stakeholders. 



WORK HEALTH & SAFETY POLICY  

Our Vision

Within our company, people are engaged on Health & Safety matters, feeling empowered to intervene and 
contribute their views transparently at all levels, because they are listened to, respected and involved.

Our Just Culture approach promotes active involvement and collaboration across our workforce. This framework 
ensures that roles, responsibilities, and expectations are clearly communicated, and that fairness and equity are 
upheld by all stakeholders.

Safety excellence comes from the highly detailed planning and preparation of working activities, where the 
elimination of Health & Safety risks is an absolute priority.

A W Edwards are committed to the establishment of measurable objectives & targets to ensure continued 
improvement aimed at the elimination of work-related injury and illness.

Our Policy

A W Edwards is committed to:

	� providing safe and healthy working conditions for the prevention of work-related injury or ill health
	� complying with our legal and other requirements
	� eliminating hazards and reducing WHS risks
	� consultation and participation of workers and, where they exist, workers’ representatives
	� ensuring that all appropriate resources will be made available towards meeting the above
	� continual improvement of the WHS Management System

Health & Safety Is Our Way Of Life!

Our people go ‘above & beyond’ to set standards to ensure that their workplace is safe in a well-maintained 
environment and that all personnel have the correct competencies to perform their work. All of us are safety leaders, 
united in the care and well-being of others, and committed to sharing safety lessons that contribute to our safety culture.

‘SAFE PRODUCTION is our No. 1 priority. We share this vision with our stakeholders and partners, working together to 
achieve our Zero Serious Accidents target.

Our Safety Program

To achieve safe production, a program of activities relating to health and safety in the workplace has been introduced. 
The program includes the following:

	� Health, safety, and well-being education and training

	� Ongoing safety leadership and culture program, with investment in safety leaders from day one

	� Safe workplace and process design, including hazard identification and risk control

	� Provision and use of task-specific personal protective equipment (PPE)

	� Regular inspections, audits, and incident reporting

	� Performance management through addressing issues, rewarding positive behaviour, and promoting recognition

	� Emergency procedures and preparedness

	� Promoting workplace health, safety, and sharing lessons learned
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Our commitment and our culture are the cornerstones of our Health, Safety and Well-being approach. Our focus being 
on the 6 major risks on our projects:
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AND WHAT ARE
OUR UNFORSEEN EVENTS?

Our unforseen events Actions to be taken

RISK LIFTING
I ensure that the load being lifted is a single unit
I do not stand between a load and a fixed obstacle, or under the load 
when it is being lifted up or lowered down
I use lifting accessories that are checked and suitable for the load

RISK STABILITY
I stabilise materials, plant and equipment at all times,
and I ensure that the support they rely on can take the load

RISK COLLISION
I respect the traffic segregation lanes for vehicles and pedestrians
I do not go into the work zone of moving plant or vehicles without
the operator’s acknowledgement

RISK POWERED PRODUCTION EQUIPMENT
I use suitable equipment or tools for the task and I do not 
override their safety systems

RISK WORK AT HEIGHT
 I do not expose myself to the risk of falling from an unprotected edge, 
and I protect the openings and open edges that I create

RISK HAZARDOUS ENERGIES
I check that there is no residual energy before carrying out 
any work on networks or production equipment

M A N A G E R I A L
B E H A V I O U R

T E C H N I C A L

O R G A N I S A T I O N

H U M A N

L I F E  S A V I N G  R U L E S

Safety Leadership
Risks analysis

Decisions making
Management of unforeseen

events
Just and Fair Culture

Plant and Equipment
Maintenance

Technical Documentations
Method Drawings

Team composition
Skills

Roles and Responsibilities
Process
Planning

STOP
Alert

Shared Vigilance
O Alcohol-drug

PPE

RISK

SEVERE  ACCIDENT

AVOIDED!  

 I do not enter an exclusion zone
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EQUAL OPPORTUNITIES  POLICY  

A W Edwards Pty Limited has a goal to provide a positive climate of innovation, flexibility, inclusion, opportunity 
and growth. In achieving this, A W Edwards believes it will enhance the quality of our work and the productivity 
of our workforce.

It is the policy of A W Edwards Pty Limited to treat all employees and job applicants fairly and equally regardless of 
their sex, sexual orientation, marital status, race, colour, nationality, ethnic or national origin, religion, age, disability 
or union membership status.

Furthermore, A W Edwards will ensure that no requirement or condition will be imposed without justification 
which could disadvantage individuals purely on any of the above grounds. The policy applies to recruitment and 
selection, terms and conditions of employment including pay, promotion, training, transfer and every other aspect 
of employment. 

A W Edwards are committed to:	

	� Promoting equality of opportunity for all persons;

	� Promoting a good and harmonious working environment in which all persons are treated with respect;

	� Preventing occurrences of unlawful direct discrimination, indirect discrimination, harassment and victimisation;

	� Fulfilling all our legal obligations under the equality legislation and associated codes of practice;

	� Complying with our own equal opportunities policy and associated policies;

	� Taking lawful affirmative or positive action, where appropriate; and

	� Regarding all breaches of equal opportunities policy as misconduct which could lead to disciplinary 
proceedings.

A W Edwards will regularly review its procedures and selection criteria to ensure that individuals are selected, 
promoted and otherwise treated according to their relevant individual abilities and merits. 

A W Edwards is committed to the implementation of this policy and to a programme of action to ensure that the 
policy is, and continues to be, fully effective. The overall responsibility for the policy lies with the HR Director. 
However, all staff are required to comply with the policy and to act in accordance with its objectives so as to remove 
any barriers to equal opportunity. 

Any act of discrimination by employees or any failure to comply with the terms of the policy will result in 
disciplinary action. Employees who believe that they have suffered any form of discrimination, harassment or 
victimisation are entitled to raise the matter through the agreed procedures as outlined in the Human Resources 
Procedures Manual. A copy of this Procedure is available from the HR Director. All complaints of discrimination will 
be dealt with seriously, promptly and confidentially.
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WORKPLACE RELATIONS POLICY  

The continued success of A W Edwards is reliant upon good workplace relations management at both the enterprise 
and the project level. Workplace relations encompass the workplace and management culture and employee and 
employer relationships.

All employees have a role in Workplace Relations with the responsibility allocated appropriately to the level at which 
one works. Appropriate resources, human, financial and physical, will be made available to assist in the carrying out 
of this function

The objective of A W Edwards is to conduct our business in a harmonious atmosphere with no lost time due to site-
based workplace relations issues.

To achieve our objective, we will:

	� Ensuring our approach supports strong productivity, delivers value for money, and fosters a cooperative and 
harmonious workplace with all stakeholders

	� Ensure compliance by all our operatives with the NSW Industrial Relations Guidelines: Building and 
Construction Procurement (the Guidelines), and any respective amendments thereto. In addition, we will 
comply with the NSW IR Guidelines + Fair Work Act/WHS Act obligations.

	� Compliance with The Guidelines is of utmost importance, we will ensure systematic audits and reviews are 
undertaken and that any concerns or breaches are reported to industry bodies as required.

	� Create and define measurable strategies, and report mechanisms for productivity, lost time and performance 
through monthly reporting. 

	� Clearly define roles and responsibilities for all personnel

	� Identify resources to be available including human, financial and physical resources.

	� Ensure planning is undertaken to enable identification of potential project-specific workplace relations issues 
and risks

	� Provide the means to assess the capacity and capability of sub-contractors to understand and comply with their 
workplace relations responsibilities.

	� Monitor the implementation of the workplace relations strategy as per the Workplace Relations Management 
Plan.

	� Support and promote the principles of Freedom of Association, right of entry requirements and union official 
access in relation to the Fair Work Act and WHS Act

	� Grievances will be managed in accordance with the Grievance Handling Policy; WHS issues follow WHS issue-
resolution processes where applicable.  
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INJURY MANAGEMENT POLICY  

A W Edwards is committed to preventing workplace injury and illness and to providing a safe and healthy working 
environment for all employees, contractors, subcontractors and visitors. 

Where a work-related injury or illness occurs, A W Edwards is committed to early reporting, appropriate medical 
treatment, and effective injury management in a fair, respectful and supportive manner. 

A W Edwards is committed to consulting with workers and, where applicable, their representatives to help ensure 
injury management arrangements are effective, fair and understood. 

The purpose of this policy is to: 
	� Promote early intervention and recovery following workplace injury or illness 
	� Ensure injuries and illnesses are reported and managed appropriately 
	� Support injured workers in a non‑discriminatory and consistent manner 
	� Encourage cooperation between workers, management, medical practitioners, insurers, clients and other 

relevant parties 

This policy applies to: 
	� All A W Edwards employees 
	� Labour hire workers engaged by A W Edwards 
	� Contractors and subcontractors while working under the direction or control of A W Edwards 
	� Any workplace or work activity managed or controlled by A W Edwards 

A W Edwards will: 
	� Require all work-related injuries and illnesses to be reported as soon as practicable 
	� Maintain appropriate records of reported injuries and illnesses 
	� Ensure serious injuries, illnesses or dangerous incidents are escalated in accordance with company procedures 
	� Facilitate early access to appropriate medical assessment and treatment consistent with medical advice 

Early reporting and intervention are recognised as key factors in supporting recovery and reducing the impact of 
workplace injuries. 

A W Edwards is committed to: 
	� Participating in injury management processes following a workplace injury or illness 
	� Cooperating with treating medical practitioners, insurers and other relevant service providers 
	� Ensuring injury management actions are reasonable and aligned with medical judgement 
	� Ensuring that participation in injury management does not, of itself, disadvantage or prejudice an injured 

worker

A W Edwards recognises that a safe return to work can support recovery and well-being. Where practicable and 
consistent with medical advice, A W Edwards will support suitable work options to assist an injured worker’s recovery. 
Where a return to work is not possible, A W Edwards will cooperate with insurers and relevant parties to support 
appropriate outcomes. 

Where A W Edwards is working for a client or under a principal contractor, the company will: 
	� Cooperate with approved site-specific injury reporting and injury management processes 
	� Integrate client requirements where they are consistent with company procedures 
	� Maintain clear communication regarding injury management responsibilities 

All personal and medical information relating to injury management will be treated confidentially and managed in 
accordance with privacy requirements. 
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INJURY MANAGEMENT POLICY  

This policy will be reviewed: 
	� At least every two years 
	� Following significant organisational or operational change 
	� After serious injury management events
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ETHICAL BEHAVIOUR POLICY 

A W Edwards Pty Limited (AWE) are committed to ensuring that the highest ethical behaviour standards are applied 
to operations of the company. 

A W Edwards was founded in 1921 and has established a long and proud record of providing quality service, 
management, advice, workmanship and product. 

The Management and staff of A W Edwards Pty Ltd are committed to the following ethical principles:

	� All aspects of the tendering process shall be conducted with honesty and fairness

	� Conformance to all legal obligations; 

	� Not engaging in practices that gives one party an improper advantage over another;

	� Not participating in collusive practices;

	� AWE and its staff are prepared to attest to their probity;

	� Ensuring that the conditions of tendering are the same for each tenderer on any particular project;

	� Clearly specifying requirements in tender documents and indicating criteria for evaluation;

	� Evaluating tenders based on the conditions of tendering and the selection criteria defined in the tender 
documents; 

	� Preserving the confidentiality of all information provided in the course of tendering; 

	� Requiring parties with a conflict of interest to declare that interest as soon as the conflict is known to that party. 

Additionally,

	� Collusive tendering, participation in price fixing cartels for either service or supplies practices shall not be 
entered into; and

	� Bid shopping or any other practice which seeks to limit competition, shall not be entered into.
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CONSULTATION STATEMENT  

A W Edwards Pty Limited Commitment

A W Edwards is committed to ensuring the health and safety of all our workers, including contractors, subcontractors, 
apprentices, trainees, labour hire workers, volunteers, and visitors. A W Edwards adopts a consultative process on our 
projects, as we believe it necessary to involve all relevant parties to ensuring the health and safety of personnel on our 
site.

Legislative Requirements

As a Person Conducting a Business or Undertaking (PCBU), A W Edwards must consult, so far as is reasonably 
practicable, with workers who carry out work for us, and who are (or are likely to be) directly affected by a health and 
safety matter. In instances where a duty in relation to a safety matter is shared, A W Edwards must, so far as is reasonably 
practicable, consult, co-operate and co-ordinate activities with all other persons who have a duty in relation to the same 
matter.

Consulting with the Workers

A W Edwards will encourage and promote active communication and participation during the following: 

	� Positive and proactive feedback during induction processes.

	� During identification of hazards, assessing or controlling risks, such as safety observations and inspections.

	� Whilst making decisions about ways to eliminate/ minimise risks

	� Review of changes that may affect health and safety

	� Regular documented toolbox talks to discuss WHS issues.

	� Provision of information and training.

	� Various subcontractor meetings, such as the Daily Activity Briefing

	� Promotional notice board displaying WHS topics of interest; and

	� Through other WHS training initiatives

As a result of a Toolbox Talk held at ___________________________________ on _____/ ____/ _____ , A W Edwards site 
management personnel, our employees, and representatives of subcontractors utilised on the project agreed to the 
following method(s) of Consultation:

	 Health and Safety Representative (HSR)      - see elected HSR’s on the following page
		
	 Health and Safety Committee (HSC)            - HSC members are nominated by PCBU’s and their workers on this 	
					                        project	  						                	
    	 Other agreed consultation arrangements  - <insert arrangement, including frequency here>

Consulting with Others

A W Edwards recognises that effective health, safety, and workplace relations management requires ongoing 
consultation, cooperation, and coordination with all duty holders sharing responsibilities on our projects, including 
clients, other principal contractors and subcontractors. 

We achieve this by establishing clear communication channels and regularly holding joint meetings to discuss and 
resolve shared WHS and industrial relations matters. Formal mechanisms such as coordination meetings, shared 
procedures, and high-risk activity workshops are implemented to identify overlapping duties, manage risks, and ensure 
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consistent standards across all parties. Responsibilities, agreed actions, and outcomes are documented and reviewed 
collaboratively. We also share relevant information and updates with other duty holders and participate in joint training 
or awareness sessions where required. These arrangements are reviewed periodically to confirm their effectiveness and 
support a safe, harmonious, and legally compliant workplace for everyone involved.

Training

Where requested by the Health & Safety Representative, training shall be provided to the HSR within three months of the 
request.

For the Health & Safety Committee, the first meeting of the HSC shall involve drafting of the committees’ constitution and 
provide training to members on their role and responsibilities.

Review

These consultative arrangements, and this statement will be reviewed;

	� If requested by the HSR(s),

	� If directed to do so by the WHS Regulator, or

	� When there is a significant change in the project stage (e.g. civil works to structural works, or structural works to 
fitout)

	� At least annually

Health and Safety Representative (HSR)

Where elected, the elected HSR(s) for this project are:

   <print name>	                            <print name>		               <print name>

    <employer>		             <employer>		               <employer>

Elected HSR(s) have the following responsibilities:

	� To represent the workers in the work group in matters relating to work health and safety,

	� Liaise with employees & subcontract management / workers where necessary on issues concerning WHS;

	� Communicate with employees/workers on the outcomes of such matters;

	� To monitor the measures taken by the person conducting the relevant business or undertaking or that person’s 
representative in compliance with the WHS Act in relation to workers in the work group,

	� To investigate complaints from members of the work group relating to work health and safety; and

	� Liaise with employee representatives (Union officials) concerning WHS matters on site;

	� To inquire into anything that appears to be a risk to the health or safety of workers in the work group, arising 
from the conduct of the business or undertaking.

Employees should communicate with their Health & Safety Representative regarding any concerns they may have on 
WHS issues. These issues will be promptly addressed and resolved via these consultative processes.
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Health and Safety Committee (HSC)

The Health & Safety Committee will consist of equal representation from employer and employee groups. Members of 
the Health & Safety Committee shall be identified on the Site Notice Board.
Meetings will be held fortnightly (or as required - the HSC must meet at least every 3 months).

Worker Participation and Removing Barriers

A W Edwards is committed to fostering an inclusive work environment where all workers can actively participate in 
health and safety consultation, regardless of their background or position. 

We recognise that barriers such as language, literacy, cultural differences, or other factors may affect a worker’s ability 
to contribute. To address this, we will take proactive steps to identify and remove obstacles to participation, such as 
providing information in accessible formats, offering language support or translation where necessary, and ensuring 
consultation methods are inclusive and adaptable to our diverse workforce. 

We encourage open and respectful communication and will regularly review our consultation arrangements to ensure 
that everyone can be heard and involved in decisions that affect their health, safety, and well-being.

Meeting Minutes shall be recorded, distributed to all members and posted on the Site Notice Board. 

The functions of a Health and Safety Committee are:

	� To facilitate co-operation between the person conducting a business or undertaking and workers in instigating, 
developing and carrying out measures designed to ensure the workers’ health and safety at work,

	� To assist in developing standards, rules and procedures relating to health and safety that are to be followed or 
complied with at the workplace; and

	� Any other functions prescribed by the regulations or agreed between the person conducting the business or 
undertaking and the committee.

A W Edwards will respond to all recommendations during the Committee meeting and outcomes will be reflected in the 
minutes.

Signed:

Health & Safety Representative

Date:         /         /
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Introduction

This policy is to provide employees of A W Edwards Pty Limited (AWE) with guidelines regarding the appropriate use 
of company provided internet services and electronic communication systems as used during the course of performing 
duties in AWE business. Electronic communication platforms include company email accounts and all systems and 
applications used for correspondence internally or externally. This policy applies to all employees of AWE.

This policy must be read in conjunction with the Company’s Digital Acceptable Use Policy (v1), which provides the 
overarching framework for acceptable use of company information systems, networks, and technology resources. In the 
event of any conflict between this policy and the Digital Acceptable Use Policy, the Digital Acceptable Use Policy takes 
precedence.

1.1 Prohibited Uses

The use of the internet (including social media) and any other communication system provided by AWE is expressly 
prohibited for:

	� Unauthorised sending, receiving, printing or otherwise disseminating proprietary data including trade secrets 
or other confidential information. 

	� Acquisition or dissemination of copyrighted materials (including videos, music and software) in violation of 
copyright laws. 

	� Operating a business, soliciting money for personal gain or conducting any outside business. 

	� Gambling or engaging in any activity in violation of local government, state or territory, or federal law. 

	� Personal use should be minimised during work hours and limited to after-hours as permitted by the Digital 
Acceptable Use Policy. Excessive personal use that has a negative impact on AWE or interferes with job 
performance is prohibited.

	� Posting content to social media that reflects negatively upon the reputation of AWE. 

	� Streaming or downloading of media for private use where it interferes with the performance of company 
equipment such as internet bandwidth or operations of other employees. 

	� Disseminating or creating content that may offend others, including staff members on the basis of race, 
national origin, sex, sexual orientation, age, disability, religious or political beliefs or is in contravention of any 
other AWE company policy. Of particular relevance is the Workplace Bullying and Anti-Harassment Policy.

1.2 Recommended Use – Information Lifecycle Management

All electronic information created, communicated, or stored through company communication systems must be:

	� Created in compliance with applicable project documentation and organizational standards

	� Stored in appropriate systems as defined in the Project Management Plan, Record Management Plan, or 
equivalent documentation, and in accordance with the Company’s Information Management Policy and Data 
Classification Policy

	� Discarded securely and in a timely manner following retention schedules defined in the Record Management 
Plan or applicable company policy

	� Protected with appropriate controls based on data classification (Public, Internal, Confidential, Secret) using 
company-approved tools and encryption where required

Employees should consult their Project Manager, Records Manager, or IT Department for guidance on the appropriate 
systems and retention periods for their role.
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1.3 Monitoring and Privacy Notice

In accordance with the Company’s Digital Acceptable Use Policy, AWE reserves the right to monitor use of its systems to 
protect assets, ensure compliance, and investigate incidents, as permitted under NSW workplace surveillance law and in 
accordance with applicable privacy legislation.

Access to monitoring logs is restricted to authorised personnel (IT/Cybersecurity/Legal/HR) on a need-to-know basis.
Users should have limited expectation of privacy when using company systems and platforms. Operational or legal 
imperatives may require the review of any data processed on company IT resources.

For transmission of highly sensitive information, employees should consult with their manager regarding appropriate 
secure channels and adhere to the Company’s Information Management Policy and Data Classification Policy.

1.4 Policy Enforcement

While electronic communication tools are tremendous assets to AWE when used appropriately, abuse of these 
resources puts both employees and AWE at risk. Therefore, it is important that each employee read and understand this 
policy and the Digital Acceptable Use Policy. This will help minimize the risk, both to the employee and to the company, 
inherent in the abuse or misuse of these systems.

Violations of this policy may result in disciplinary action up to and including termination, in accordance with the 
Company’s disciplinary procedures outlined in the Digital Acceptable Use Policy and local HR policy.

The use of company electronic resources implies understanding and agreement to both this policy and the Digital 
Acceptable Use Policy.



ELECTRONIC EQUIPMENT POLICY   

Overview

This policy is to provide employees of A W Edwards Pty Limited (AWE) with guidelines regarding the appropriate use of 
their AWE supplied electronic equipment as used during the course of performing duties in AWE business. Electronic 
equipment includes laptops, desktops, iPads, tablets, cameras and other computer accessories. This policy applies to all 
employees of AWE.

Electronic equipment is issued at the discretion of the Head of Digital, IT, IS, IT Manager, HR Manager or Director, Project 
Director as deemed necessary for the employee to appropriately perform the duties of their role.

This policy must be read in conjunction with the Company’s Digital Acceptable Use Policy (v1), which is the primary 
framework for all acceptable use of company information systems and devices. In the event of any conflict between this 
policy and the Digital Acceptable Use Policy, the Digital Acceptable Use Policy takes precedence.

2.1 Key Guidelines

Electronic equipment is provided for work purposes to allow creation of work product by the employee as they engage 
with other AWE employees, AWE clients or their representatives, relevant subcontractors, consultants and suppliers.
 
	� PRIVATE USAGE. Personal use of equipment should be minimised during work hours. Limited personal 

use may be permitted after hours, in accordance with the Digital Acceptable Use Policy. Use for approved 
educational purposes (e.g., cadet training, university studies) is permitted. 

	� NON-AWE COMMERCIAL ACTIVITIES. Under no circumstances should AWE issued electronic equipment be 
used to undertake non-AWE focused commercial activities. 

	� EMAIL AND INTERNET ACCESS COMPLIANCE. Equipment that has email and internet access must be 
used in compliance with the Company’s Digital Acceptable Use Policy and AWE’s Internet and Electronic 
Communications Policy.

	� SOFTWARE LICENSING. All software must be legally licensed and obtained through approved channels. 
Request all hardware, software, and SaaS through IT/Service Desk. Educational licenses must only be used for 
approved educational purposes, not for AWE company business.

	� LOST, STOLEN OR DAMAGED EQUIPMENT. AWE expects all employees who have been allocated electronic 
equipment to take the utmost care and responsibility for it. If a device is lost, stolen or damaged, it should 
be reported to the IT Department as soon as that event occurs. Immediately report any signs of suspicious 
activity, unauthorised access, or lost/stolen devices to IT/Security in accordance with the Digital Acceptable Use 
Policy. Depending on the circumstances, the employee may be held responsible for replacing the equipment 
if the loss, damage or theft was caused or contributed to by the employee’s lack of care. Any repairs must be 
coordinated directly under IT Department instructions.

	� EQUIPMENT RETURN UPON CESSATION All equipment remains the property of AWE. On cessation of 
employment, the employee must return any AWE issued electronic equipment to the IT Department. Any 
ancillaries or accessories supplied by AWE must also be returned.

	� WORKPLACE SAFETY The use of electronic equipment in certain parts of the workplace can create unsafe 
situations or potentially unsafe situations. Supervisors and managers may issue notices to staff regarding the 
use of mobile phones if they perceive a real or potential Work Health Safety risk. Staff are required to comply 
with such orders, directions and notices issued by supervisors or managers. 

	� COMPLIANCE WITH OTHER POLICIES All electronic equipment, whether company-issued or personal 
devices used for business purposes, must comply with the Digital Acceptable Use Policy, AWE policies, and all 
applicable laws. Of particular relevance is the Workplace Bullying and Anti-Harassment Policy.

1 / 2

POLICY



ELECTRONIC EQUIPMENT POLICY   

2.2 Device Security Requirements

In addition to the guidelines above, employees must implement the following security measures in accordance with the 
Digital Acceptable Use Policy:

	� Lock your device whenever unattended to prevent unauthorised access 

	� Keep a clear desk and secure documents when unattended 

	� Store devices securely when not in use, especially when travelling or working remotely 

	� USB/Removable media are not allowed by default. If necessary, must be Company-issued and hardware 
encrypted; copy only what is necessary and securely delete/return after use 

	� Immediately report any signs of suspicious activity, unauthorised access, or lost/stolen devices to IT/Security • 
Do not connect company devices to untrusted or public charging stations (e.g., airport USB ports) to mitigate 
the risk of data theft 

	� Always use the Company’s VPN when working offsite 

	� Keep discussions and screens private in public spaces; use a privacy filter where needed

Personal devices may only be used for business purposes if they meet Company security standards (i.e., not rooted/
jailbroken, password-protected, and with current security software). Personal devices must not be used to store or 
process highly confidential or sensitive Company information.

2.3 Enforcement

Violations of this policy may result in removal of equipment and/or disciplinary action up to and including termination, 
in accordance with the Company’s disciplinary procedures outlined in the Digital Acceptable Use Policy and local HR 
policy.

The use of company electronic equipment implies understanding and agreement to both this policy and the Digital 
Acceptable Use Policy.
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MOBILE PHONE POLICY   

This policy is to provide employees of A W Edwards Pty Limited (AWE) with guidelines regarding the appropriate use of:

	� AWE supplied mobile phones 

	� Private mobiles for which staff receive an allowance paid by AWE (BYOD) 

	� Private mobile phones used for business purposes

This policy must be read in conjunction with the Company’s Digital Acceptable Use Policy (v1), which is the primary 
framework for all acceptable use of company technology resources. In the event of any conflict between this policy and 
the Digital Acceptable Use Policy, the Digital Acceptable Use Policy takes precedence.

1.  General Terms

	� An employee may be eligible to have an AWE supplied mobile phone or allowance if, in the view of 
management, it is deemed necessary for the appropriate performance of their position. 

	� It is provided predominantly for work purposes to allow contact with the employee by other AWE employees, 
AWE clients or their representatives, relevant subcontractors and suppliers. 

	� Personal use of the mobile phone should be minimised during work hours. Limited personal use may be 
permitted after hours, in accordance with the Digital Acceptable Use Policy.

	� Employees must only use mobile phones in accordance with current legislation. By extension, making or 
receiving phone calls in a motor vehicle is only permitted when an appropriate hands-free device is being 
used. 

	� The use of mobile phones in certain parts of the workplace can create unsafe situations or potentially unsafe 
situations. Supervisors and managers may issue notices to staff regarding the use of mobile phones if they 
perceive a real or potential Work Health Safety risk. Staff are required to comply with such orders, directions 
and notices issued by supervisors or managers. 

	� Employees are strongly encouraged to activate the voice mail on their AWE phone so that calls divert to voice 
mail when unanswered or busy. Missed calls should be returned in a timely manner. 

	� All mobile phones must be used in compliance with the Digital Acceptable Use Policy, AWE policies, and 
applicable laws, including the Workplace Bullying and Anti-Harassment Policy.

2.  For AWE Supplied Mobile Handsets and Services on the AWE Corporate Account

	�  If excessive data usage is identified, warning may be issued followed by suspension of mobile data on the 
service for repeat offenders.

	� The mobile phone will be the size, model and colour of AWE’s choosing. Handset refresh cycles will be at the 
discretion of the IT Department. 

	� AWE will be responsible for servicing and maintaining the phone. A protective case will be supplied and 
should be always used unless you personally choose to supply a suitable alternative.

	� Under no circumstances should an AWE issued mobile phone be used to undertake personal business 
endeavours. 

	� Utilisation of the phone while roaming internationally will be at the discretion of your line manager and the IT 
Department must be informed prior to you travelling.

	� Backup for the phone via a PC or iCloud is the responsibility of the employee. 

	� AWE expects employees to take the utmost care and responsibility for it. Immediately report any loss, theft, 
or damage to the IT Department. Depending on circumstances, the employee may be held responsible for 
replacement costs if loss, damage, or theft resulted from lack of care. All repairs must be coordinated through 
the IT Department. 
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	� The handset always remains the property of AWE. On cessation of employment, the employee must return an 
AWE issued mobile phone to the IT Department. Where applicable, the employee must promptly take steps 
to transfer their mobile service number off the AWE corporate plan. If this is not completed within 7 business 
days, the service may be cancelled. 

3.  For Private Mobiles for Which Staff Receive an Allowance Paid by AWE (BYOD)

	� Employees are solely responsible for all aspects of personal mobile devices used for business purposes, 
including the handset, carrier choice, plan selection, repairs, and backup. However, the device must meet 
Company security standards as outlined in the Digital Acceptable Use Policy.

	� The service must have adequate plan provisions for calls, messages and data with respect to the requirements 
of the employee’s role. 

	� The allowance will be paid as part of an employee’s regular pay cycle on either a monthly or weekly prorated 
basis. 

	� Private mobile services must not be used for personal business endeavours during AWE working hours. All 
business use must comply with the Digital Acceptable Use Policy.

	� The phone number will be added to the internal company phone directory and must be added to your email 
signature as per the relevant templates. 

	� To have email, calendar and Teams access on the phone, the handset model must be recent enough to allow 
installation of the Microsoft Intune Mobile Device Manager (MDM). As a guide, generally Apple and Android 
devices under three years old should be compatible. 

	� Aside from basic troubleshooting on the Intune MDM, the AWE IT Department is only available to provide 
limited troubleshooting assistance on personal devices.

	� Employees requiring roaming services while traveling overseas for business purposes should explore roaming 
options with their service provider and obtain approval from their line manager before subscribing. They may 
then claim the roaming fees through the expense claim process.

When using personal devices for business purposes, employees must:

	� Ensure devices meet Company security standards (not rooted/jailbroken) 

	� Protect the device with a strong password or biometric authentication 

	� Keep device operating systems and security software up to date 

	� Not store or process highly confidential or sensitive Company information on personal devices 

	� Immediately notify IT/Security of any suspected security incident involving the personal device 

	� Understand that the Company reserves the right to remotely wipe business data from personal devices in the 
event of loss, theft, or upon termination of employment or contract

4.   Enforcement

Violations of this policy may result in removal of an AWE phone, revocation of an allowance, and/or disciplinary action 
up to and including termination, in accordance with the Company’s disciplinary procedures outlined in the Digital 
Acceptable Use Policy and local HR policy.
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FREEDOM OF ASSOCIATION POLICY   

A W Edwards is dedicated to fostering a workplace culture that actively supports and promotes freedom of 
association. 

We believe that every worker has the right to make their own choices regarding membership or participation 
in industrial organisations, free from pressure or discrimination. To ensure this, we provide regular information 
and training to all employees—during induction and throughout their employment—about their rights and 
responsibilities relating to freedom of association. We also reinforce these principles in our workplace 
communications and management practices, encouraging open dialogue and respect for individual choice. 

Our commitment extends to continually reviewing our policies and workplace culture to ensure ongoing alignment 
with best practice and legal obligations, as well as addressing any concerns or questions that may arise. By 
embedding these values throughout business activities, we aim to create a respectful and inclusive environment 
where freedom of association is both understood and actively upheld.

To maintain the “Freedom of Association” and in compliance with the NSW IR Guidelines + Fair Work Act 2009 
+ WHS Act 2011 (NSW) and the NSW Guidelines, the below provisions shall be strictly complied by all workers, 
including contractors, subcontractors, and labour hire staff.

A W Edwards Commitment to Freedom of Association

A W Edwards is committed to ensuring all workers are free to join, or not join, any building association, 
be represented (or not) in industrial matters, and participate (or not) in lawful industrial activities, without 
discrimination or disadvantage.

To uphold these commitments, A W Edwards will:

	� Regularly inform all employees and workers of their rights through induction, ongoing communications, and 
readily available information.

	� Protect personal information in accordance with the Privacy Act 1988 and Fair Work Act.
	� Prohibit all coercive or discriminatory practices, including ‘no ticket, no start’, ‘show card’ days, mandatory 

disclosure of union status, and the display of any material (including stickers or signs) that pressures or vilifies 
workers based on union status or participation.

	� Ensure employment decisions—including recruitment, engagement, and termination—are not based on union 
membership or activities.

	� Prohibit requirements for non-working shop stewards/job delegates and refuse unlawful imposition of “bargaining 
fees.”

	� Allow all workers freedom of choice regarding representation in grievances or disputes and not refuse reasonable 
requests for representation by a workplace delegate.

	� Prohibit the use of forms or practices requiring disclosure of union membership and ensure that union-related 
logos or indicia are not applied to company-supplied property, equipment, or clothing.

	� Ensure that no elected employee representatives are disadvantaged for their representative roles.
	� Officials, delegates, or other representatives of a building association do not undertake or administer induction 

processes.
	� Employees must be provided a freedom of choice in deciding whether to be represented in grievance or dispute 

procedures (whether pursuant to an enterprise agreement), and, if so, by whom.

Right of Entry and Union Access

A W Edwards is committed to complying with all legal requirements regarding union right of entry and access to the 
workplace, as set out under the Fair Work Act 2009 and the Work Health and Safety Act 2011, as well as relevant NSW 
Government guidelines.
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Union officials seeking access to an A W Edwards work site must hold a valid and current Federal Right of Entry 
permit. All requests for entry will be managed in accordance with the law, ensuring union access is for a permitted 
purpose (such as discussions with members, investigations, or safety matters), and that entry conditions—including 
advance notice, site security, and safety inductions are met.

A W Edwards will:

	� Ensure that relevant managers and staff are trained and familiar with right of entry procedures and requirements.
	� Monitor and control site access in line with security and safety obligations, allowing union officials access only 

within the scope of the law and for the approved purpose.
	� Require all subcontractors and site personnel to comply with these procedures.
	� Take appropriate steps if a union official does not comply with right of entry conditions or misuses their permit, 

including reporting any breaches as required.

We regularly review our right of entry processes to ensure ongoing compliance and will update procedures as 
legislation or best practice evolves.

Grievance Monitoring and Record-Keeping Summary

A W Edwards will systematically monitor and record all grievances and disputes related to freedom of association, 
including both direct employees and subcontractor workforces. We will:

	� Maintain clear records of the nature, frequency, and resolution of grievances and disputes, ensuring these records 
are secure and accessible for audit purposes.

	� Use these records to identify trends, address recurring issues, and drive continuous improvement in workplace 
relations practices.

	� Review grievance data regularly to ensure compliance with NSW Government guidelines and to inform policy 
updates as needed.

	� Ensure workers are free to choose their representative in grievance processes, and that this is documented and 
enforced.

This approach demonstrates our commitment to effective grievance management, transparency, and ongoing 
compliance with industrial relations standards.

Review

This policy will be reviewed and audited at least annually and whenever significant legislative or workplace 
changes occur.

Reviews will also include relevant stakeholders as necessary, reference to any risks or trends and include areas for 
improvement.

Management of Unlawful Industrial Action

A W Edwards is committed to complying with all laws and NSW Government Guidelines regarding the 
management of unlawful industrial action. Unlawful industrial action is any industrial action that is not protected 
under the Fair Work Act 2009 or is not otherwise authorised by law.

Our approach includes:

Prevention:

	� We ensure all managers, workers, and subcontractors are educated on what constitutes lawful and unlawful 
industrial action through induction and ongoing training.
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	� Dispute settlement procedures are clearly communicated and must be followed to prevent escalation to 
industrial action.

Identification and Documentation:

	� Any threatened or actual industrial action—whether by direct employees or subcontractors—is identified, 
documented, and investigated immediately.

	� All relevant details (who, what, when, underlying issues, duration, unions involved) are recorded in a format suitable 
for affidavits and witness statements.

	� Supervisors are trained and responsible for accurate incident recording.

Reporting:

	� Any threatened or actual industrial action that could impact the project, cost, or time-lines will be reported to the 
Construction Compliance Unit (CCU) and the client within 24 hours, with regular updates provided on the steps 
being taken to resolve the issue.

Immediate Response:

	� All reasonable and legally available steps will be taken to prevent, de-escalate, or bring to an end any unprotected 
or unlawful industrial action. This may include:

	� Communication with those involved to remind them of dispute settlement processes.
	� Escalation to higher management or the appropriate legal/industrial relations advisor.
	� Seeking assistance from industrial tribunals, courts, or the Fair Work Commission as required.
	� Auditing subcontractor payroll records to ensure no strike pay is issued during unlawful action.

Recovery of Costs:

	� Losses or costs arising from unlawful industrial action are identified, recorded, and pursued as appropriate.
	� A W Edwards and all subcontractors are required to ensure strike pay is not provided for periods of unlawful 

industrial action.

Continuous Improvement and Resourcing:

	� We regularly review our response procedures and ensure the business is resourced (with appropriate legal and 
industrial relations expertise) to promptly respond to any unlawful action.

	� Any settlements or withdrawals of legal proceedings relating to industrial action are discussed with and reported 
to the CCU as required by the Guidelines.

This comprehensive approach ensures we remain compliant with the NSW Model Workplace Relations 
Management Plan and NSW Industrial Relations Guidelines. Our policy is reviewed regularly and updated to reflect 
legislative changes and lessons learned from any incidents.

References:

	� NSW Model Workplace Relations Management Plan (Part M and Appendix 3)
	� Fair Work Act 2009
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FITNESS FOR WORK POLICY    

A W Edwards is committed to promoting workplace health and safety. In line with this, individuals are expected 
to report for work in a condition that enables them to perform their duties safely and effectively. This includes 
being free from the effects of fatigue, illness, injury or any substance that may impair performance, co-ordination 
and judgment and increase the risk of accidents and injuries.

This commitment supports:

	� Workplace Safety: Ensures that employees are physically and mentally fit to perform their duties, reducing the 
risk of accidents and injuries.

	� Health and Well-being: Promotes both physical and mental health, addressing factors such as fatigue, stress, 
and substance misuse.

	� Productivity and Performance: Enhances employee focus, efficiency, and overall performance by mitigating 
impairments that could affect work quality.

	� Compliance with Legal and Regulatory Standards: Aligns with workplace health and safety laws, 
demonstrating A W Edwards commitment to legal obligations.

In line with the company’s Work Health & Safety Policy and Drug & Alcohol Policy, A W Edwards is committed to 
providing a workplace free of the hazard posed by people who may be unable to work safely.

To meet this commitment, A W Edwards will:

	� Ensure it is a Contractual condition of employment for all employees be “fit for work” and in a condition to carry 
out their normal duties.

	� Ensure, through the terms of the subcontract, that subcontractors, their employees and others are “fit for work” 
as a condition of their engagement.

	� Raise worker awareness during their induction on A W Edwards’ zero tolerance approach to drugs and alcohol 
on site, the risks associated with fatigue and the requirement to report all injuries and illness.

	� Ensure that responsible shift lengths are implemented to prevent fatigue related issues.
	� Implement drug and alcohol testing in line with the drug and alcohol policy.
	� Take action on the results of such drug and alcohol testing in line with the drug and alcohol policy to ensure a 

safe workplace. 

All A W Edwards employees, contractors, subcontractors, professional services contractors, and visitors to our 
projects, are required to:

	� Maintain Personal Fitness for Work: Ensure you are physically and mentally fit to perform your duties safely.
	� Comply with Policies and Procedures: Follow all workplace health and safety policies, including the drug and 

alcohol policy.
	� Report Fitness Concerns: Notify your supervisor if you feel unfit for work due to fatigue, illness, or impairment. 
	� Participate in Assessments: Engage in fitness-for-work assessments or medical evaluations as required by your 

employer. 
	� Use Personal Protective Equipment (PPE): Wear required PPE and follow safe work practices to protect yourself 

and others.
	� Avoid Impairment: Refrain from consuming alcohol or drugs before or during work hours, including prescribed 

or over-the-counter medications that may impair your ability to work safely. Make use of self-testing facilities 
and remove yourself from site if you are in breach of the drug and alcohol policy. Individuals prescribed 
medication that may impair their ability to perform work are encouraged to disclose their prescription to 
Human Resources or their manager confidentially to enable a discussion about any necessary workplace 
adjustments.
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	� Engage in Training: Participate in training programs related to fitness for work, including fatigue management 
and substance use awareness. 

	� Monitor Well-being: Regularly assess your own physical and mental health and seek assistance if needed. 
	� Cooperate with Investigations: Assist in investigations related to fitness for work incidents, providing accurate 

and timely information.

Failure to comply with this policy may lead to disciplinary action, up to and including termination of employment.

Employees are strongly encouraged to confidentially engage with our Employee Assistance Program (EAP) should 
they encounter personal or work-related challenges, including stress, mental health concerns, or other difficulties, 
to receive the necessary support and resources.

A W Edwards encourages any worker, who may be experiencing alcohol or other drug related problems to raise 
this through self-identification, with their manager or the HR Department on a confidential basis.
	
A W Edwards will provide all reasonable rehabilitation support and assistance to any employee who self identify, to 
assist them in returning to work.
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PRIVACY COLLECTION POLICY    

COVID-19 VACCINATION STATUS

Privacy collection statement:  

A W Edwards Pty Limited (AWE) recognises the importance of privacy and is committed to protecting your 
personal information. Personal information is information or opinion that identifies someone and may include 
sensitive information collected about an individual such as health details. 

This policy governs how we collect, use, disclose, secure and dispose of any personal information.  In doing so, we 
adhere to applicable laws including the Australian Privacy Principles (APPs) contained in the Privacy Act 1988 (Cth) 
(the Privacy Act), accessible at www.aoic.gov.au

Why we are collecting information

A W Edwards may collect personal information that you have provided to us or that you have authorised be 
provided to us as may be necessary for the performance of A W Edwards functions and business activities or as 
required by law.  In relation to COVID-19, as a communicable disease, the primary purposes of collecting personal 
information is to prevent or manage the risk and/or reality of COVID-19 in our construction sites and workplaces 
and to ensure AWE’s compliance with applicable laws in relation to COVID-19. 

We seek your consent to collect this information. However, under the APPs, your consent is not required where 
personal information collection is required by law (or where it is unreasonable or impracticable to obtain consent, 
and it is necessary to lessen or prevent a serious threat to life, health or safety).  

In accordance with the Public Health (COVID-19 Temporary Movement and Gathering Restrictions) Amendment 
Order 2021 under the Public Health Act 2010 in force and effect as of 11 August 2021 (“Order”) (as may be 
amended from time to time), we must sight information from people who reside in specified local government 
areas of concern about their COVID-19 vaccination status as a condition of entry on our construction sites.  In order 
to prevent or manage the risk and/or reality of COVID-19, provide a safe workplace and administer the Order 
effectively, we are also collecting this personal information for the duration of the Order.

Type of information collected

Personal information collected will be limited to the minimum amount of personal information (including health 
information) reasonably necessary to prevent or manage the risk of COVID-19 in the workplace or required by 
law.  Such information may include your name and contact details, role, employment and other identifying details.  
Unless impracticable or unreasonable, this information will be gathered directly from you in person or via email or 
our authorised website/server forms.

Other relevant information gathered about an individual may relate to infection and risk of exposure with 
COVID-19 and related information about the individual’s symptoms, treatment or general health status.

Evidence of an individual’s COVID-19 vaccination status may include: 

	� an online immunisation history statement; 
	� COVID-19 digital certificate from the Australia Immunisation register;
	� evidence of a COVID-19 test such as an SMS text message or email from the testing authority;
	� medical exemption from a medical practitioner in the required form approved by the NSW Chief Health Officer.

Access and use

A W Edwards will only collect, use and disclose this personal information in order to prevent or manage COVID-19 
in our construction sites and workplaces in accordance with this privacy statement and as may be permitted under 
the APPs or required by law (including the advice of Government authorities such as the NSW Department of 
Health). Access to such information will be restricted to a limited number of people on a ‘need-to-know basis’.  For 
example, we may need to disclose your vaccination status to limited third parties such as the Department of Health 
or other government agency.  
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Or we may need to provide your name, contact details and date and time of entry to Government authorised 
persons to assist with COVID-19 contact tracing if (and to the extent) required by law.

We aim to keep accurate and up-to-date records and require that you notify us as soon as practicable of any 
changes to your personal information.

Whenever we collect or process your personal information, we’ll only keep it for as long as is necessary for 
the purpose for which it was collected.  For example, we will take steps to destroy or de-identify details of an 
individual’s COVID-19 vaccination status once we are no longer required to sight such information by the Order.

Security and storage

Your personal information will be stored in secure facilities on our business premises or electronically on secure 
devices, our server and computer networks, protected by passwords and restricted access.  

While we cannot guarantee the security of personal information, A W Edwards will use appropriate cyber security 
measures and controls to ensure that all personal information collected is kept secure from misuse and loss and 
from unauthorized access, modification or disclosure.  

You must take care to protect your personal information physically or electronically (for example, by protecting any 
user-names and passwords) and avoiding communication of personal information on electronic platforms such 
as social media which is not private. You should notify us as soon as possible if you become aware of any security 
breaches.

Disclosure of information overseas

We may transfer personal information to countries other than Australia, such as our information technology and 
business process service providers. These countries may not have the same data protection laws as Australia and 
may not provide the same level of protection.

Where your personal information is shared between affiliates of A W Edwards, those affiliates are subject to similar 
privacy policies in respect of data protection as A W Edwards.

You acknowledge that, by agreeing to the disclosure of your personal information to entities outside Australia, 
we will no longer be required to take reasonable steps to ensure those entities’ compliance with the APPs or the 
Privacy Act and we will not be liable for any breach of these by those entities. On this basis, you consent to such 
disclosure.

Privacy policy updates

This privacy policy may change from time to time, so please check back on a regular basis.

Your continued use of our websites or services, requesting our assistance or the provision of further personal 
information to us (directly or via an authorised person) after this policy has been revised, indicates your acceptance 
of the revised policy.

Complaints and contact details
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If you would like to make a complaint, have a query about this privacy policy, otherwise access, update or correct 
your personal information please contact: Rima Militano - HR Director, A W Edwards Pty Limited  
E: rmilitano@awedwards.com.au 

Complaints will be handled under the Edwards Privacy Complaints Policy where applicable. If you are not satisfied 
with our responses, you may contact the Australian Information Commissioner via www.oaic.gov.au. To the extent 
your personal information constitutes ‘employee records’, please contact the Fair Work Ombudsman.



PRIVACY COLLECTION POLICY    

3 / 3

POLICY

Document ID: Privacy Collection Policy
Version: 01
Approved by: Justin Smith
Effective date: June 2026
Next review date: June 2027

JUSTIN SMITH
CHIEF EXECUTIVE OFFICER

A W EDWARDS PTY LIMITED



APPRENTICE POLICY   

Overview

Apprentice engagement is fundamental investment for our business. A W Edward’s vision is to guide and mentor 
the next generation of trades persons in the Construction Industry.

A W Edwards recognises the needs of young workers and the journey through their apprenticeship and this policy 
outlines the commitment the Business will execute to support the apprentice’s appropriate workplace and learning 
requirements.

A W Edwards will adopt appropriate learning platforms based on the level of experience, skill and knowledge for 
all apprentices, whilst managing their performance and development throughout their journey.

Apprentices are our future and that of the industry.

Scope

This policy applies to all A W Edwards apprentices and subcontractors apprentices participating in the 
Apprenticeship Program.

Objective

This policy provides guidelines for the procedures concerning the recruitment of Apprentices within the business 
and the training process in general for all apprentices working in the Construction Industry contractually on A W 
Edwards sites.

This policy will also define what the A W Edwards expectations, goals and training standards are for all apprentices 
involved on any of our projects. This is inclusive of any apprentices from an external entity involved on a project.

A W Edwards will build and maintain a positive and productive work and learning environment by way of support 
and mentoring for all apprentices, allowing them in achieving work and life outcomes for their development and 
future progression.

A W Edwards believes in knowledge sharing, adopting best practises and embracing new ideas to ensure we 
consistently develop our youth and potential talent.

Our Apprenticeship Program allows hands-on experience and in-house support whilst studying for a recognised 
qualification.

Training & Development Policy

Training and development in general are vital components in the overall scheme of an individual’s employment 
and the assurance of definite skill coverage throughout the business. A W Edwards Pty Limited recognises the 
contribution its employees make to its success. It also recognises that to maintain a committed and competent 
workforce, the Business needs to ensure that there is adequate training and development provided for all 
employees – including our Apprentices.

Learning is encouraged and promoted through continuing professional development, formal training and various 
on the job training opportunities within the company.

A W Edwards Pty Limited is committed to developing a highly skilled workforce and investing in training programs 
consistent with:

   The size, structure and operation of the business;

   The current and future skill needs of A W Edwards Pty Limited and its employees. 

The purpose of this Training & Development Policy is to link staff, their performance and development to the 
achievement of A W Edwards operational and strategic objectives and its commitment to continuous improvement 
and excellence. 
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Apprentice Responsibility

All apprentices will be required to drive the learning process, enhancing and increasing their knowledge and 
qualifications appropriately throughout the apprenticeship journey.

All apprentices must assume responsibility for their own development and training, ensuring an appropriate 
level of effort, discipline and punctuality is demonstrated to complete the apprenticeship and any other bespoke 
training courses provided.

Apprentices will understand the importance of apprenticeships and the role in which the Apprenticeship Program 
plays throughout the A W Edwards Company and the impact they will have in the Building and Construction 
industry.

All Apprentices will be required to fulfil the apprenticeship with proven growth and development so as to qualify 
for a future career path, becoming an integral team member of the A W Edwards business.

Management Responsibility

Staff development and training is an obligation for managers who are responsible for identifying individual training 
needs and supporting and encouraging staff to develop their skills.

A W Edwards Managers should examine their staff’s training needs to ensure that they have the skills necessary 
to perform their duties. When deciding whether to approve employee training, managers must be satisfied that 
the qualification is relevant to the position of the employee, managers must balance productivity against the 
increased productivity potential and overall skills base of the company. Managers need to consider the attendance 
arrangements to anticipate any coverage issues for training participation.
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PRIVACY POLICY 

We may collect personal information from our website or directly from you, including information and documents 
you have submitted to interviewers during the recruitment process. We may also collect personal information from 
third party recruitment agencies, service providers, any police or background checks, LinkedIn, third parties you 
have authorised to deal with us on your behalf and from the referees you have given us permission to contact. 

In all instances we will handle all personal information in accordance with this privacy policy.

You do not have to provide us with personal information but, if you do not provide the information we request, we 
may not be able to consider you for the position for which you have applied.

Employee records

Employee records typically include the information that job applicants are required to provide to us as well as 
additional information such as memberships, financial & health information and employee performance details for 
example. Employee records are not governed by the APPs.

However, A W Edwards applies best practice (as set out in this privacy policy) to protect personal information of 
employees as if the APPs applied to it. 

Access and use of information

A W Edwards’ access and use of your information is only permitted among authorised employees, affiliates, 
advisors and agents on a strictly ‘need-to-know’ basis, in accordance with this privacy policy and as may be 
permitted under the APPs or required by law. 

We aim to keep accurate and up-to-date records and require that you notify us as soon as practicable of any 
changes to your personal information.

Whenever we collect or process your personal information, we’ll only keep it for as long as is necessary for the 
purpose for which it was collected. At the end of that retention period, your data will either be deleted completely 
or anonymised, for example by aggregation with other data so that it can be used in a non-identifiable way for 
statistical analysis and business planning.

In responding to requests for personal information from third parties, we will consider the entity requesting the 
information, whether that information is being provided to meet a lawful request or whether the information is 
necessary to comply with the request. For example, if you are a current or former employee and A W Edwards 
has been approached to provide a reference to a third party, we will generally first obtain your consent before 
disclosing comments about your employment relationship with  
A W Edwards, to that third party.

Job applicants

If you apply for a job with us on our website or otherwise, you consent to A W Edwards’ authorised human 
resources and management personnel collecting, using and handling your personal information on a strictly ‘need 
to know’ confidential basis. 

We may disclose the personal information to your referees, our third party service providers and our clients as may 
be necessary to progress your application for employment, manage the recruitment process, undertake police or 
background checks and/or to identify additional employment opportunities for you.

If you are not successful in obtaining a position with us, we will retain your application and personal information in 
order to contact you if a suitable position becomes available in future. 
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Security and storage of information

Your personal information will be stored in secure facilities on our business premises or electronically on our 
server and computer networks, protected by passwords and restricted access.  It may also be stored by our third-
party providers, such as our information technology, business process and payroll/human resources information 
system service providers. While we cannot guarantee the security of personal information, A W Edwards will use 
appropriate controls to ensure that all personal information collected by A W Edwards is kept secure from misuse 
and loss and from unauthorised access, modification or disclosure. 

You must take care to protect your personal information physically or electronically (for example, by protecting any 
user-names and passwords) and avoiding communication of personal information on electronic platforms such 
as social media which is not private. You should notify us as soon as possible if you become aware of any security 
breaches.

Disclosure of information, including transfer overseas

We may transfer personal information to our third-party providers, including providers in countries other than 
Australia, such as our information technology, business process and payroll/human resources information system 
service providers. These countries may not have the same data protection laws as Australia and may not provide 
the same level of protection.

Where your personal information is shared between affiliates of A W Edwards, those affiliates are subject to similar 
privacy policies in respect of data protection as A W Edwards.

You acknowledge that, by agreeing to the disclosure of your personal information to entities outside Australia, 
we will no longer be required to take reasonable steps to ensure those entities’ compliance with the APPs or the 
Privacy Act and we will not be liable for any breach of these by those entities. On this basis, you consent to such 
disclosure.

Privacy policy updates

This privacy policy may change from time to time, so please check back on a regular basis.

Your continued use of our websites or services, requesting our assistance or the provision of further personal 
information to us (directly or via an authorised person) after this policy has been revised, indicates your acceptance 
of the revised policy.

Complaints and contact details

If you would like to make a complaint, have a query about this privacy policy, otherwise access, update or correct 
your personal information please contact:

Rima Militano, HR Director A W Edwards Pty Limited E: rmilitano@awedwards.com.au

Complaints will be handled under the Edwards Privacy Complaints Policy where applicable. If you are not satisfied 
with our responses, you may contact the Australian Information Commissioner via www.oaic.gov.au. For queries 
about accessing employee records, please contact the Fair Work Ombudsman.
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REFERRAL POLICY 

Objective

A W Edwards Pty Limited (AWE) ‘s aim with this scheme is to encourage and reward staff for introducing new 
employees to the business.

Research and history have shown new hires that enter the company through employee referral methods are 
excellent contributors, stay with the company longer and are a more cost-effective recruit.

Policy
If you know someone who would be a good addition to the company and they meet the criteria or profile for any 
relevant position at A W Edwards, please refer them to Alasdair Knight (aknight@awedwards.com.au or  
0457 393 707) with a completed Candidate Referral Form.

If your candidate is hired and successfully completes their 6-month probation period, you will receive a $4,000.00 
gross payment.

Please note the following conditions apply to the A W Edwards referral scheme:
	� AWE Recruitment Referral Form must be submitted prior to or at time of application of the referred candidate - 

referrals made at a later stage will not be valid;
	� To qualify for payment, your referral must be referred and placed within a 12-month period;
	� If your referred candidate is not successful in completing the probation period (6 months), no payment will be 

made;
	� Once your candidate successfully completes their qualifying period, please contact our HR department to 

process the payment;
	� All company employees, except Executive Director levels and above, Human Resources personnel, and 

Managers with hiring authority are eligible to refer potential employees;
	� Full payment will be made during the next payroll period once the referral completes their 6 month probation 

period;
	� Payment will be subject to any applicable taxes (such as PAYG);
	� All information regarding the hiring decision will remain strictly confidential; 
	� AWE’s decision with regards to recruitment is final.
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FLEXIBLE WORK POLICY 

Our approach to flexible work at A W Edwards is based on the following principles:

Performance - we enable flexible work because we know that this helps people and teams to find ways to perform 
at their best.

Balance – safety, physical and mental health are core priorities, and they require balance in how we work, rest and 
play.

Trust and teamwork - because we value each other’s commitment and skill, and we’re all here for the same good 
reasons, we trust each other to deliver. This takes teamwork.

Inclusion - everyone is different, and everyone has unique value.  We all strive to achieve our best in different ways, 
so flexibility will look different for each person and every team.

A W Edwards is committed to finding creative approaches to how we work, so that everyone can perform at their 
best.

Therefore, we support flexible working in every role, for any reason. Even though not every type of flexibility will 
suit every role, employees and their managers should work constructively together to enable flexible working 
in some form.  As each person is different, every project is also unique, so what might work on one project or 
team setting might not work in the same way somewhere else. Managers and teams are encouraged to find the 
approaches that work best for them and the outcomes they are delivering.  

Everyone at A W Edwards is encouraged to talk with their manager and their colleagues about flexible ways of 
working that might be best for the type of work they do.  Remembering that flexibility is to fit the circumstances that 
are specific to you and your team.

A Manager at A W Edwards will carefully consider the potential for flexible working when a request is made, and 
the potential impact of enabling the request.  We want to offer as much flexibility a possible and will always apply 
as balanced approach when reviewing requests.  

This policy applies to all A W Edwards and related entity employees employed on a full time, part time, casual or 
fixed term basis.

The policy should be read in conjunction with all other relevant group internal policies (e.g. Code of Conduct).
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WHISTLEBLOWING POLICY 

General Overview

The aim of this policy is to set out protections for whistleblowers at A W Edwards Pty Limited (AWE) as introduced by the 
Treasury Laws Amendment (Enhancing Whistleblower Protections) Act 2019 (Cth), which makes important changes to 
the Corporations Act 2001 (Cth) and the Taxation Administration Act 1953 (Cth).

This policy presents how AWE manages whistleblower disclosures in Australia (the Policy).

For procedures relating to whistleblower alerts internationally, please refer to the Bouygues Construction Code of Ethics 
Appendix “Whistleblowing facility: Procedure and rules pertaining to the receipt and processing of whistleblowing 
alerts”, and MP03 Practical Guide – chapter “Ethics alert”.

Who this Policy applies to:
Any current and former employee, officer, director or associate of AWE, a supplier or employee of a supplier (whether 
paid or unpaid) of AWE and any relative, spouse or dependant of the above.

Policy Status: 
Revision 2: 2026
Related Legislation, Policies, Procedures, Guidelines and Local Protocols

Bouygues Group Internal Documents:
	� Code of Ethics –Appendix “Whistleblowing facility: Procedure and rules pertaining to the receipt and processing of 

whistleblowing alerts”; and

	� MP03 Practical Guide – chapter “Ethics alert”.

Regulatory Guide:
	� Regulatory Guide 270 – “Whistleblower policies” by the Australian Securities and Investments Commission.

Legislation:
	� Treasury Laws Amendment (Enhancing Whistleblower Protections) Act 2019 (Cth) (Act) https://www.legislation. gov.

au/Details/C2019A00010

	� Corporations Act 2001 (Cth) https://www.legislation.gov.au/C2004A00818/latest/text and

	� Taxation Administration Act 1953 (Cth) https://www.legislation.gov.au/C1953A00001/latest/text

Where can this Policy be found?
This policy can be found on AWE’s Intranet Doc Hub it can also be found on the AWE website: https://awedwards.com.
au/policies/

Objectives of the Policy
The objectives of this Policy are to provide clarity on how AWE supports whistleblowers so that you:

(a)  feel encouraged to report suspected wrongdoing as soon as possible, in the knowledge that your concerns will 		
       be taken seriously, investigated appropriately and your confidentiality respected;

(b)  know how to raise concerns and are aware of any rights and obligations, including the right to remain anonymous; 	
       and

(c)  feel safe in speaking up and raising concerns, free from detriment, retaliation or victimisation.

AWE is committed to complying with applicable laws for protection of whistleblowers.
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WHISTLEBLOWING POLICY 

Who does this policy apply to?
By law, certain protections may apply to current and former AWE employees, contractors, individual suppliers (and their 
employees), directors, officers and associates, and certain relatives and dependants of these individuals, who make 
disclosures in the manner set out in this Policy. These protections are set out in further detail below.

What is Reportable Conduct?
A disclosure can be made under this Policy if you have reasonable grounds to suspect that you have information 
concerning illegal, unethical or improper conduct, including misconduct, or an improper state of affairs or circumstances 
within AWE or any other Bouygues Group entity, or by someone connected with AWE or any other Bouygues Group 
entity (Reportable Conduct).

Under this Policy, Reportable Conduct includes conduct that is illegal, unethical or improper such as:

(a)  taking bribes in return for business favours or commercial advantage;

(b)  unauthorised distribution or sale of customers’ personal information;

(c)  price fixing and financial misreporting;

(d)  improper use of email or internet services;

(e)  collusion, theft and fraud;

(f)  a serious breach of any internal AWE policy, including the Code of Ethics; or

(g)  conduct which represents a danger to the public or the financial system.

Reportable Conduct does not include personal work-related grievances, unless the complaint is about your victimisation 
as a whistleblower or falls into one or more of the categories listed below. Examples of personal work-related grievances 
include disclosures regarding interpersonal conflicts with other employees, transfer and promotion decisions, decisions 
regarding the terms and conditions of employment, decisions regarding suspension and termination of employment 
and disciplinary decisions. These issues can be raised with the Human Resources team.

A personal work-related grievance may still be considered Reportable Conduct under this Policy if:

(a)  it is a mixed report that includes information about Reportable Conduct within AWE (as well as a personal work-		
       related grievance);

(b)  AWE has broken employment or other laws which are punishable by imprisonment for a period of 12 months or 	
       more or acted in a way that is a threat to public safety; or

(c)  the disclosure relates to information that suggests misconduct that goes further than one person’s personal 	     	
      circumstances.

If you are unclear on whether your disclosure is a work-related grievance please contact an Eligible Recipient or submit a 
query through the Bouygues Construction group’s Speak Up Alert platform (the Whistleblowing Platform):

https://bouygues-construction.besignal.com/entreprises (details below).

How to make a disclosure under this Policy?
AWE has several channels available for you to make a disclosure if you have or become aware of Reportable Conduct. 
When making a disclosure we encourage you to refer to this Policy or request protections under this Policy.

(A)    Disclosures to AWE Officers, Directors and Executives

Reportable Conduct can be disclosed to any AWE Director, officer or AWE Executive.
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(B)    Disclosures to others

By law, you may also receive certain protections if you make disclosures to:

(a)  AWE’s auditor (or a member of that firm’s audit team);

(b)  AWE’s Internal Auditor (if you make a report to the internal auditor you are encouraged to let him or her know that 	
       you wish to report the matter as a whistleblower under this Policy);

(c)  a AWE Director, officer or employee who has functions or duties relating to the entity’s tax affairs and who you 		
      consider may be assisted in their role by knowing that information, only if the disclosure concerns the tax affairs of 	
      AWE or an associate of AWE;

(d)  the registered tax agent or business activity statement (BAS) agent of AWE, only if the disclosure concerns the tax 	
       affairs of AWE or an associate of AWE.

(C)    Disclosures via the Whistleblowing Platform

You can make a disclosure anonymously via the Whistleblowing Platform.
Use of the Whistleblowing Platform is optional. The Whistleblowing Platform should only be used in compliance with 
applicable law in Australia and provided that the whistleblower has reasonable grounds to suspect the events or facts in 
question.

The fact that an employee refrains from using the Whistleblowing Platform may not lead to any consequences for the 
employee concerned.

A whistleblower who makes proper use of the Whistleblowing Platform will not be liable to disciplinary action or 
discriminatory measures of any kind, even if the facts are subsequently found to be inaccurate or not proven. However, 
abuse of the Whistleblowing Platform could render the whistleblower liable to disciplinary action and, potentially, to 
legal proceedings.

(D)    Disclosures made by email

Disclosures made by email (preferably to an Eligible Recipient) may be accessible by people other than those to whom 
they are addressed. By making your disclosure by email, you consent to your email potentially being accessed by others, 
including in accordance with AWE’s Electronic Equipment Policy.

Receipt and investigation of Whistleblowing Alerts
AWE will ensure that whistleblowing disclosures under this Policy are properly investigated in a procedurally fair and just 
manner.

If you report Reportable Conduct, your identity will not be disclosed and the details of your disclosure will be kept 
confidential, unless you provide your consent to onwards disclosure.

AWE will review allegations of Reportable Conduct as soon as practicable following the receipt of a report under this 
Policy, including undergoing an investigation where required. If deemed appropriate by AWE and where permitted, the 
whistleblower may be kept informed.

If AWE is required to report an allegation of Reportable Conduct to the police or another government agency, it may not 
be permitted to keep the whistleblower informed.

The procedure for the receipt and investigation of whistleblower alerts made via the Whistleblowing Platform is set out 
MP03.
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However, not all actions taken by AWE will be considered detrimental conduct. For example, administrative action that 
is reasonable for the purpose of protecting you from detriment, or management of unsatisfactory work performance, is 
not detrimental conduct.

AWE directors, officers, employees and contractors must not cause or threaten any detriment to a person for a reason 
which includes that they or any other person:

(a)  has or proposes to make a disclosure protected by this Policy or by Australian whistleblower laws; or

(b)  is suspected or believed to have, or could have, made a disclosure protected by this Policy or by Australian 		
       whistleblower laws.

However, a person may be held liable for any personal misconduct revealed by their disclosure.

If you believe you have been subjected to or threatened with detrimental treatment you should contact an Eligible 
Recipient who will review the allegation.

‘Australian whistleblower laws’ means the Treasury Laws Amendment (Enhancing Whistleblower Protections) Act 2019 
(Cth), and related amendments to the Corporations Act 2001 (Cth) and the Taxation Administration Act 1953 (Cth), which 
offer protections to whistleblowers. You can contact a relevant regulator, such as ASIC or the ATO, if you are concerned 
that you have not been protected in accordance with Australian whistleblower laws, including if you believe you have 
been subjected to or threatened with detrimental treatment.

Legal advice

If you seek legal advice in relation to a disclosure under this Policy or under Australian Whistleblowing laws, that 
disclosure and advice will be protected by legal professional privilege.

Support

AWE recognises that making a disclosure under this Policy can be a difficult thing to do. AWE employees and their 
families can contact AWE’s employee assistance program for support, which provides professional, confidential 
coaching and support. You can contact the employee assistance via the Mend Services contact number 1300 176 774. 

You can also contact an Eligible Recipient if you require additional support.
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SUSTAINABLE PROCUREMENT POLICY  

A W Edwards is committed to integrating environmental, social and governance considerations into our procurement 
decision-making process, and reducing the environmental impact of our operations. We recognise that the design, 
services, products, materials, and equipment used in delivering a project have a significant impact on the environment 
and society. 

Our goal is to procure, where practicable, sustainable services, products, materials, and equipment, while continuing to 
meet contractual requirements and obligations. 

We define ‘more sustainable’ as products or services that:

	� Improves environmental performance;
	� Mitigates or reduces environmental impacts;
	� Achieves a lower carbon footprint compared to alternatives, and/or;
	� Contributes positively to human wellness.

This policy applies to all procurement activities and decisions undertaken by A W Edwards, including all projects, offices, 
and supply chain partners. It covers the procurement of services, products, materials, and equipment by employees, 
suppliers, and subcontractors.

Commitments and Key Principles

A W Edwards commits to:

	� Procuring more sustainable design, services, products, materials, and equipment when such alternatives are 
available and cost-effective;

	� Giving preference to materials certified through recognised programs such as ISCA Rating, GBCA Green Star/Green 
Tag, BPI Rating, LEED, FSC, PEFC, or other credible green credentials;

	� Ensuring that, by 2027, at least 80% of all timber and wood products procured are FSC or PEFC certified, with all 
suppliers required to provide up-to-date certification and chain of custody documentation;

	� Procuring palm oil and palm-based products exclusively from RSPO (Roundtable on Sustainable Palm Oil) certified 
suppliers, with all relevant suppliers required to provide current certification documentation;

	� Increasing the proportion of sustainably certified products and materials (e.g. EPD, Recycled content letter and other 
ECO certification, VOC certification etc.) used on projects by 5% per year;

	� Promoting Life Cycle Costing (LCC) or Whole of Life Design in all design and construct projects;
	� Supporting suppliers and subcontractors committed to reducing the environmental impact of their operations;
	� Prioritizing engagement with local suppliers rather than international vendors, in order to promote and strengthen 

the local economy;
	� Supporting suppliers with strong health and safety records, as well as those who promote diversity, inclusion, and 

gender equality;
	� Ensuring all suppliers and subcontractors maintain strong labour and human rights records and quality standards;
	� Mandating the provision of real-time data of materials from suppliers;
	� Fostering innovation, research, and continuous improvement with our supply chain partners.

Sustainable Procurement Targets

	� By 2027, at least 80% of timber and wood products procured will be FSC or PEFC certified;
	� By 2028, 100% of palm oil and palm-based products procured will be RSPO certified;
	� Increase the procurement of products with third-party eco-certification by 5% each year;
	� Support SBTi reduction target of an absolute 40% for scope 1 & 2 and intensity 30% for scope 3 by 2030;
	� Maintain a register of certified suppliers and require up-to-date documentation for all relevant materials;
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	� By 2028, conduct labour and human rights compliance audits on 100% of tier-1 suppliers and subcontractors 
(covering working hours, wages, health & safety, equal opportunities), with documented evidence maintained in the 
supplier register

	� Monitor, review, and report annually on progress toward these objectives.

Governance and Responsibilities

All employees must exercise due diligence in selecting design, services, products, materials, and equipment that meet 
these principles to ensure effective implementation of this policy.

The Leadership Team is responsible for:

	� Policy implementation and allocation of necessary resources;
	� Monitoring compliance and performance against targets;
	� Ensuring ongoing communication and training regarding sustainable procurement practices.

Review Mechanism

This policy will be reviewed annually by the Leadership Team to ensure ongoing relevance and effectiveness. Updates 
will be made as necessary to reflect changes in best practice, business objectives, or legislation. Progress against 
sustainable procurement targets will be reported annually to management.
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ENVIRONMENTAL POLICY  

The diverse range of construction projects undertaken by A W Edwards since it was founded in 1921, has 
enabled the company to develop a comprehensive understanding of how it’s activities can potentially impact on 
the environment.

As a responsible corporate entity A W Edwards has had considerable success in eliminating or minimising 
their environmental impacts while continuing to meet the expectations of its Clients. This has been possible by 
balancing commercial objectives with protection of the environment.

We have developed this policy to serve as a statement of our commitment to continue to protect the environment 
while conducting our activities. A W Edwards’ objective is to review legislative, regulatory and contractual 
requirements and provide a framework to ensure that all environmental requirements are met, including:

	� Meeting Client and Stakeholder requirements
	� Achieving environmental targets and key performance indicators for the project; and
	� Compliance with legislation, ministerial and authority requirements
	� Foster a company wide culture of environmental awareness and responsibility 
	� Provide continuous education and training for staff on sustainability and best practices

The key environmental targets of our projects are:

To carry out this commitment, we will -

	� As a minimum, ensure that our operations and our discharges to air, water and land comply with all regulatory 
requirements, guidelines and Codes of Practice,

	� Continuously improve our environmental management system to enhance environmental performance where 
there is an opportunity to do so,

	� Implement a structured management system to provide a framework to successfully develop, implement and 
monitor our environmental management programs,

	� Ensure environmental protection is considered during the planning and design stage of new construction 
projects,
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OBJECTIVE TARGET

To minimise waste going to landfill > 80% of construction waste generated during site 
preparation and building works is diverted from landfill 
and either recovered, recycled or reused

Reduce the number of pollution incidents 
(ie. notifiable environmental incidents)

Nil (reportable) pollution incidents

Number of EPA/Local Council Clean Up Notices or 
Infringement notices

Nil clean up notices, Nil infringement/penalty notices

To successfully manage/ eliminate/minimise environ-
mental disturbances on our projects, eg. noise, vibra-
tion, dust, odours

Nil community complaints

Compliance with monitoring and inspection regime One inspection (of environmental risks and controls) 
completed each day



ENVIRONMENTAL POLICY  

	� Ensuring all works comply with applicable REF or EIA on projects 

	� Collaboration with environmental consultants to mitigate negative impacts to biodiversity on projects 

	� Endeavour to Train all project staff and key personnel on biodiversity 

	� Implement green spaces on projects to support regenerative corridors 

	� Ensure appropriate pollution and waste management controls are implemented as a construction site is being 
established to effectively avoid or minimise pollution, and

	� Regularly monitor the effectiveness of pollution controls throughout the entire construction period.

	� Ensure our employees whose activities can potentially impact on the environment understand their 
responsibilities, and are capable of conducting their activities consistent with corporate environmental 
expectations,

	� Expect our contractors and suppliers to meet the same environmental standards we have set for ourselves,

	� Conduct open, honest and responsive communications with the community and government groups regarding 
our environmental management practices.
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PRODUCTION FLEX DAY POLICY 

A W Edwards Pty Limited (AWE) operates within an industry that requires many of our Production Team members 
to work extended hours at times throughout the year. This requires the dedication, commitment and in some cases 
personal sacrifices of these team members.

Our Site Managers and Supervision team are often the most impacted.

In recognition that other flexible work arrangements suitable for other non production team members may not 
always be possible, we will provide additional paid leave on top of normal entitlements to eligible staff to be taken 
over the course of the year.

Five (5) Production Flex days will be published by the Human Resources team at the beginning of each calendar 
year. The paid days do not accumulate if not taken. Production Team members are encouraged to plan ahead to be 
able to enjoy these days off with family and friends.

Time sheets are to be noted as “Production Flex Day” when these days are taken.

This policy generally applies to A W Edwards and related entity Production Team employees employed on a full-
time basis.

A W Edwards reserves the right to change or cancel this policy at any time.

If you have any questions concerning this Policy, please contact a member of the Human Resources Team.
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PROPERTY POLICY 
1.  Purpose

This policy aims to:

1.1.	 Ensure that all property, materials, and products (collectively referred to as “Property”) acquired or used by 	
	 the Company, its subcontractors, clients, or business partners are maintained and respected.
1.2.	 Promote responsible use of Property and prevent misuse, damage, theft, or misappropriation.

Definition of Property:

“Property” includes, but is not limited to:

	� Assets and Equipment (e.g., power tools, machinery, IT hardware)
	� Furnishings (e.g., desks, chairs, storage units)
	� Vehicles (e.g., company cars, trucks, forklifts)
	� Materials and building products (e.g., timber, steel, concrete, copper and copper offcuts)
	� Subcontractors’ equipment and materials (including material offcuts)
	� Tools (e.g., hand tools, measuring instruments)
	� Uniforms and Personal Protective Equipment (PPE)
	� Buildings or facilities owned, leased, or managed by the Company

2.  Scope

2.1	  Institutional Scope

This policy applies to:

	� A W Edwards Pty Limited
	� Rintoul Pty Limited

2.2 	 Individual Scope
This policy applies to:

	� All employees, contractors, and temporary staff working under the direction of the Company.

3.  General Guidelines for Use of Property

All employees are expected to treat Property with care and respect. The following guidelines must be followed:

Workplace Conduct: Maintain a clean and organized workspace. Follow all operational procedures and safety 
protocols when using Property.
Accountability: Employees are responsible for the condition and security of any property assigned to them.
Disciplinary Action: Any employee found to have neglected, misused, or misappropriated Property may face 
disciplinary action, including termination.
Cost Recovery: If damage is caused by negligence or misuse, the Company may require the employee to cover 
repair or replacement costs.
Zero Tolerance for Theft: Theft or misappropriation of Property is grounds for immediate dismissal and may result 
in legal action.

Employee Responsibilities Include:

	� Obtaining proper authorisation before using any Property.
	� Not removing Property from premises without written permission.
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	� Never using Property while under the influence of drugs or alcohol.
	� Ensuring they are properly licensed, trained, and qualified to use specific equipment.
	� Regularly inspecting and maintaining equipment to ensure safety and functionality.
	� Promptly reporting any loss, theft, damage, or misuse to Human Resources.

4.  Removal of Property

To protect Company assets, removal of Property is strictly controlled.

Permitted Removals: Only laptops and mobile phones issued by the Company may be removed from the premises 
without prior written approval where the removal is not permanent.

Approval Requirements: 

For temporary removal of items other than the above, the following written approval is required:

	� A W Edwards sites: Chief Operating Officer or Human Resources Director
	� Rintoul sites: General Manager of Rintoul Pty Ltd

For permanent removal of items, written approval is required as per PA=9306 Authority Levels and Business Controls.

Examples of Property Requiring Approval:

	� Scrap or surplus building materials (excluding general waste)
	� Tools and equipment
	� Office furniture
	� Uniforms or PPE not already assigned to the employee

Where Property is relocated from one Company site to another Company site or the plant yard, prior approval is not 
required. Material transfer forms are to be completed as per the plant yard manual.

When approved for material to be removed from site that results in financial reimbursement (i.e scrap materials), the 
payment must not be received in cash and is to be paid into the company’s bank account. Detail of the account details 
can be obtained from the Chief Financial Officer.

Personal Use Exception:

Employees may request to borrow tools for personal home improvement projects. This is permitted only with written 
approval from one of the following:

	� Project Director
	� Project Manager
	� Construction Manager
	� Site Manager

The employee must:

	� Clearly state the purpose and duration of use.
	� Return the tools in the same condition.
	� Accept responsibility for any damage or loss.

Consequences: Unauthorized removal of Property may result in disciplinary action, including termination.

This policy overrides any previous agreement whether verbal or written.
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ANTI-SLAVERY & HUMAN TRAFFICKING POLICY

This following policy applies to all employees, agents, suppliers, sub-contractors, business partners and service 
providers of A W Edwards Pty Limited (AWE).

Policy Statement

Modern slavery is a crime  (often an organised crime) and a violation of fundamental human rights. It takes various 
forms, such as slavery, servitude, forced and compulsory labour and human trafficking, all of which have in common the 
deprivation of a person’s liberty by another in order to exploit them for personal or commercial gain.  Modern slavery is 
often hidden.

AWE is a subsidiary of Bouygues Construction and subscribes to the Bouygues Code of Ethics. This requires employees 
to comply with the principles of the United Nations Universal Declarations of Human Rights, the fundamental 
conventions of the International Labour Organisation, in particular, concerning forced child labour and the principles of 
the United Nations Global Compact.

We aim to have a zero-tolerance approach to modern slavery and we are committed  to acting ethically and with 
integrity in all our business dealings and relationships and to implementing and enforcing effective systems and controls 
to ensure modern slavery is not taking place anywhere in our own business or in any of our supply chains.

This policy applies to all persons working for us or on our behalf in any capacity, including employees at all levels, 
directors, officers, consultants, sub-contractors and suppliers. We are committed to ensuring there is transparency in 
our own business and in our approach to tackling modern slavery throughout our supply chains, consistent with our 
disclosure obligations under the Modern Slavery Act 2018 (Cth). We expect the same high standards from all of our 
contractors, suppliers and other business partners. As part of our contracting processes, we include prohibitions against 
the use of modern slavery by our contractors, suppliers and other business partners and terms that require transparency 
from them in respect of their own approach to tackling modern slavery throughout their businesses and supply chains. 
We expect that our suppliers will hold their own suppliers to the same high standards and where they do not, that they 
will face appropriate sanctions.  

Responsibility For The Policy

The AWE Board of Directors has overall responsibility for ensuring this policy complies with our legal and ethical 
obligations and that all those under our control comply with it.

The AWE Compliance Officer has primary and day-to-day responsibility for implementing this policy, monitoring its use 
and effectiveness, dealing with any queries about it and auditing internal control systems and procedures to ensure they 
are effective in countering modern slavery. 

AWE senior management are responsible for ensuring those reporting to them understand and comply with this policy 
and are given adequate and regular training on it and the issue of modern slavery in supply chains.

Compliance With The Policy

You must ensure that you read, understand and comply with this policy.

The prevention, detection and reporting of modern slavery in any part of our business or supply chains is the 
responsibility of all those working for us or under our control. You are required to avoid any activity that might lead to, or 
suggest, a breach of this policy.

If you are an employee:

	� You must notify your manager, the HR Director or the AWE Compliance Officer as soon as possible if you 
believe or suspect that a conflict or breach with this policy has occurred, or that it may occur in the future; and  
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	�  You should consider use of the AWESpeakUp Alert procedure  
https://bouygues-construction.besignal.com/?lang=en  
or, in the event of immediate danger, notification to the Australian Federal Police on 000 or, to discuss a 
concern or report a breach or suspected breach of the Act call the Australian Federal Police who have a 
dedicated human trafficking and slavery helpline on 131237. 

If you are a contractor, supplier or business partner: 

	� You must notify the Site Manager or Project Director involved in your project or the AWE contact named in 
your agreement with AWE as soon as possible if you believe or suspect that a conflict or breach with this policy 
has occurred, or that it may occur in the future. From time to time we may update you with further contacts or 
methods of reporting; and 

	� You should consider use of the AWE SpeakUp Alert procedure  
https://bouygues-construction.besignal.com/?lang=en 
or, in the event of immediate danger, notification to the Australian Federal Police on 000 or, to discuss a 
concern or report a breach or suspected breach of the Act call the Australian Federal Police who have a 
dedicated human trafficking and slavery helpline on 131237. You are encouraged to raise concerns about any 
issue or suspicion of modern slavery in any parts of our business or supply chains of any supplier tier at the 
earliest possible stage. To protect the suspected victim, you should be careful not to arouse suspicion of your 
concern with other workers on site (e.g. their direct supervisor).

If you are unsure about whether a particular act, the treatment of workers more generally, or their working conditions 
within any tier of our supply chains constitutes any of the various forms of modern slavery, ask for advice from the AWE 
Compliance Officer or, if you are a contractor, supplier or other business partner, you may wish to contact the Australian 
Federal Police dedicated human trafficking and slavery helpline on 131237.

We aim to encourage openness and will support anyone who raises genuine concerns in good faith under this policy, 
even if they turn out to be mistaken. We are committed to ensuring no-one suffers any detrimental treatment as a result 
of reporting in good faith their suspicion that modern slavery of whatever form is or may be taking place in any part 
of our own business or in any of our supply chains. If you are an employee, detrimental treatment includes dismissal, 
disciplinary action, threats or other unfavourable treatment connected with raising a concern. If you believe that you 
have suffered any such treatment, you should inform the HR Director or AWE Compliance Officer immediately. 

Where appropriate, and with the involvement of the AWE Compliance Officer, you should work pro-actively and 
collaboratively with enforcement authorities including the Australian Federal Police on 131237, to assist in crime 
prevention and prosecution.

Communication & Awareness Of This Policy 

Training on this policy has been given and is available to employees of AWE. The risk our business faces from modern 
slavery in its supply chains forms part of the induction process for all new staff.

We will provide more specific training to members of staff who work in areas of the business where there is the highest 
risk of modern slavery being encountered, such as those who work in procurement.  The aim of training is to ensure a 
high level of understanding of the nature of modern slavery and the influence we are able to bring to ensure that it does 
not occur within any part of our business and in any of our supply chains. 

We expect our contractors, suppliers and other business partners to provide similar training to their members of staff.

Our aim of a zero-tolerance approach to modern slavery should be communicated to all suppliers, contractors and 
business partners at the outset of our business relationship with them and reinforced as appropriate thereafter. 
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ANTI-SLAVERY & HUMAN TRAFFICKING POLICY

Breaches Of This Policy 

Any employee who breaches this policy will face disciplinary action, which could result in dismissal for misconduct or 
gross misconduct depending on the circumstances.

In the case of a contractor, supplier or other business partner who breaches this policy or the modern slavery terms of 
their contract with AWE and does not promptly re-mediate the breach, we may, depending on the facts and the terms 
of the contract with the relevant contractor, supplier or other business partner, terminate or suspend the relationship or 
otherwise cease, reduce or minimise business contact with the relevant contractor, supplier or other business partner. 

In the event that we have a reasonable belief that modern slavery is occurring in any part of our business we will:

	� put in place remedial action as soon as reasonably practicable with a view to ensuring that such modern slavery 
ceases to occur and that the victims of that modern slavery are appropriately safeguarded; 

	� contact relevant authorities where appropriate; and
	� monitor the effectiveness of the remedial action taken including the actions taken to safeguard the victims. 

In the event that we have a reasonable belief that modern slavery is occurring in the business or supply chains of any of 
our contractors, suppliers and other business partners, we will expect the relevant contractor, supplier or other business 
partner:

	� to be fully transparent and supply such information as we may reasonably request in relation to the issue;
	� to put in place remedial action as soon as reasonably practicable with a view to ensuring that such modern 

slavery ceases to occur and that the victims of that modern slavery are appropriately safeguarded; 
	� contact relevant authorities where appropriate; and
	� to monitor the effectiveness of the remedial action taken including the actions 
	� to work with us as appropriate in the implementation of the remedial action and safeguarding and to report to 

us at reasonable intervals on the effectiveness of that remedial action and safeguarding and any further steps 
taken to ensure that such modern slavery ceases to occur.

Amendment To The Policy

This policy expresses our commitment to the issues addressed. However, it does not in itself create any contractual 
obligations and may be amended by us at our discretion at any time.
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GRIEVANCE HANDLING POLICY

INTRODUCTION

A W Edwards Pty Limited (AWE) is committed to maintaining a fair, respectful and inclusive work environment. AWE 
recognises that conflicts and concerns may arise from time to time, and we are dedicated to resolving these issues 
promptly and equitably. To that end, this policy outlines the relevant procedures available for addressing workplace 
grievances. While this Policy sets guidelines it may be necessary or appropriate for AWE to follow different processes 
depending on the situation. AWE reserves the right to adopt different or alternative processes if deemed appropriate by 
AWE to resolve a complaint.

SCOPE

This Policy applies to employees and contractors (including temporary contractors) of AWE and Rintoul, collectively 
referred to in this Policy as ‘workplace participants’.

This policy applies to grievances, concerns and complaints about behaviour in the workplace, including but not limited 
to discrimination, harassment, sexual harassment, bullying, victimisation and sex-based misconduct as described in the 
Anti-Discrimination, Bullying, Harassment Policy and the Sexual Harassment Policy.  

This policy is applicable to complaints or grievances arising from any type of work-related concern or grievance. 
However, where a complaint or dispute falls under the Whistleblower Policy, please refer to that specific policy.

GRIEVANCE RESOLUTION OPTIONS

If a workplace participant feels that they have been subjected to conduct contrary to AWE’s policies or any applicable 
laws, AWE recommends they consider addressing the grievance through one of the options provided below. 

Employee led resolution

Where a workplace participant feels safe and comfortable doing so, they may choose to address the grievance directly 
with the person concerned. 

If they feel safe and comfortable to do this, the workplace participant should identify the offensive behaviour, explain 
that the behaviour is unwelcome and unreasonable, explain the impact it is having on them, and ask that the behaviour 
stop. 

This is not a compulsory step. AWE emphasises that if a workplace participant does not feel comfortable confronting the 
other person, or the workplace participant confronts the other person and their behaviour continues, the issue should 
be reported to a manager or a HR representative, who can provide support and guidance. 

Report the issue

A workplace participant may choose to formally report the grievance to a HR representative in the first instance.

The HR representative will manage the workplace participant’s grievance in accordance with this policy - which may 
involve an informal or formal approach. 

The type of complaint procedure used will be determined by AWE in its sole discretion, bearing in mind the nature of 
the concerns raised/complaint made, and any preferences indicated by the complainant.

Please be aware that if AWE becomes aware of a circumstance that might involve workplace participants being subject 
to conduct or an environment that might pose a risk to their health and safety or might otherwise be in breach of anti-
discrimination, harassment or WHS laws, AWE may initiate an enquiry process of its own initiative to ensure that any risks 
to workplace participants are appropriately addressed – regardless of whether a formal complaint is made.
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GRIEVANCE HANDLING POLICY

INFORMAL COMPLAINT RESOLUTION PROCEDURE

The procedure used to address an issue will depend on the individual circumstances of the case.

There are options for resolving a complaint in accordance with the informal complaint procedure. Possible options for 
informal resolution include, but are not limited to:

	� the HR representative discussing the issue with the person against whom the complaint is made; and/or
	� the HR representative facilitating a meeting between the parties in an attempt to resolve the issue and move 

forward.

The informal complaint procedure is generally more suited to less serious allegations that, if substantiated, may not 
warrant disciplinary action being taken.

FORMAL COMPLAINT RESOLUTION PROCEDURE

The formal complaint resolution procedure involves a formal investigation of a complaint. Formal investigations may be 
conducted by a suitably identified business representative, a HR representative or an external investigator appointed by 
AWE.

An investigation generally involves collecting information about a complaint (and related allegations), then making 
findings based on the available information as to whether the alleged behaviour occurred. 

Any investigation will be conducted in accordance with the principles of procedural fairness.  This would usually include, 
for example, informing the person who the allegation concerns, providing details of the allegation and providing them 
with an opportunity to respond. 

Once a finding is made, the suitably identified business representative, HR representative or external investigator will 
make recommendations about resolving the complaint. The formal complaint procedure is outlined in detail below.

Making a complaint

Any workplace participant who wishes to raise a grievance must do so by submitting a formal written complaint to 
their HR representative or through the Alert Speak Up platform (accessible at this link: https://bouygues-construction.
besignal.com/) as soon as is practicable after the incident or issue arising. The written complaint should include:

	� details of the grievance, including the date, time and location of the incident or issue;

	� names of any individuals involved in or who witnessed the incident;

	� a clear and concise description of the nature of the grievance; and

	� any supporting documentation or evidence relevant to the complaint.

Acknowledgment of complaint

Upon receipt of the complaint, the HR representative will acknowledge receipt of the complaint. In the event that the 
workplace participant chooses to use the Alert Speak up platform, the complaint will be reviewed by a member of the 
Bouygues Ethics and Compliance team in France and then assigned to the appropriate team for handling, which may 
include, the local AWE HR or other suitably identified business representative.

Investigation (if required)

At AWE’s discretion, if it considers an investigation is warranted, the HR representative, suitably identified business 
representative or other designated internal or external investigator appointed by AWE will conduct a thorough and 
impartial investigation into the grievance. This may involve interviewing relevant parties, gathering evidence and 
reviewing documentation. If an interview is needed, parties may be accompanied by a representative or support person 
of their choice at this meeting.
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GRIEVANCE HANDLING POLICY

Resolution meeting

Once any investigation is complete, a resolution meeting will be scheduled with the complainant to discuss the factual 
findings of the investigation, and next steps. The complainant may be accompanied by a representative or support 
person of their choice at this meeting.

Decision and outcome

Following the resolution meeting, a decision will be made by AWE regarding any action required to be taken because of 
the grievance (if any). 

Any disciplinary outcomes flowing from this decision will be communicated to the respondent(s). 

POSSIBLE OUTCOMES

The possible outcomes will depend on the nature of the complaint and the procedure followed to address the 
complaint. Please see AWE’s Disciplinary Policy for further details of possible disciplinary action for AWE employees.

If an investigation results in a finding that a person has engaged in conduct that breaches AWE’s policies or other 
applicable obligations, they may be disciplined. The type and severity of disciplinary action will depend on the nature of 
the complaint and other relevant factors. Where the investigation results in a finding that the person complained against 
has engaged in serious misconduct, this may result in summary dismissal. 

Any disciplinary action is a confidential matter between the affected workplace participant and AWE.

Agents and contractors (including temporary contractors) who are found to have engaged in breaches of AWE’s policies 
or other applicable obligations may have their contracts with AWE terminated or not renewed.

AWE may take a range of other non-disciplinary outcomes to resolve a complaint, depending on the circumstances. 
Examples include, but are not limited to:

	� training to assist in addressing the problems underpinning the complaint;

	� monitoring to ensure that there are no further problems;

	� implementing a new policy;

	� requiring an apology or an undertaking that certain behaviour stop; and / or changing work arrangements.

VICTIMISATION 

Victimisation of anyone involved in a grievance complaint will not be tolerated by AWE. This includes persons who raise 
a complaint, respond to a complaint and any potential witnesses. 

SUSPENSION

AWE reserves the right to suspend a workplace participant from work while a grievance or matter is being investigated 
and resolved. For example, this could occur where an investigation into serious allegations of a workplace participant is 
to be conducted. 

Suspension may be implemented with pay. 

During the suspension period, the workplace participant is expected to remain available for meetings and to participate 
in the investigation process.  It is important to note that stand down is a precautionary measure and does not constitute 
disciplinary action or imply wrongdoing.
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CONFIDENTIALITY

AWE is committed to treating reports of alleged inappropriate workplace behaviour sensitively and disclosing 
information about any such reports on a ‘need to know’ basis (to the extent reasonably practicable and having regard to 
the principles of procedural fairness). 

All parties involved in the grievance resolution process, including employees, managers, contractors, and any third-party 
investigators, mediators or arbitrators, are required to maintain strict confidentiality regarding any information shared 
or discussed during the process. This includes but is not limited to details of the grievance, discussions, meetings, 
documents, and outcomes. 

Confidentiality must be maintained both during and after the resolution process. However, conversations had as part of 
the investigation process, including interviews, statements, and evidence presented, may be shared with appropriate 
parties involved in the resolution process. Breach of confidentiality regarding information obtained solely through the 
investigation process may result in disciplinary action, up to and including termination of employment or engagement 
with AWE, or legal action as appropriate. 

All workplace participants involved in the complaint must also maintain confidentiality, including the workplace 
participant who lodges the complaint. Workplace participants may discuss the complaint with a designated support 
person or representative (who is not a workplace participant employed or engaged by AWE). However, the support 
person or representative must also maintain confidentiality.

WELL-BEING SUPPORT

AWE reminds that employees can access support from the Employee Assistance Program by calling 1300 176 744 or 
emailing info@mendservices.com.au at any time.

QUESTIONS

If a workplace participant is unsure about any matter covered by this policy, they should seek assistance from a 
representative of the HR team.

OTHER RELEVANT A W EDWARDS POLICIES 

This policy should be read in conjunction with relevant AWE policies including: 

	� Discipline & Termination Policy

	� Workplace Harassment, Bullying & Discrimination Policy 

	� Whistleblowing Policy

	� Sexual Harassment Policy
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SEXUAL HARASSMENT POLICY

1.	 The purpose of this policy is to make it clear that sexual harassment, harassment on the ground of sex, conduct that 
may create a hostile working environment, and related acts of victimisation (together, sex-based misconduct) is 
against the law and prohibited by A W Edwards (AWE). 

2.	 AWE is committed to providing and maintaining a safe working environment that is free from sex-based misconduct. 
AWE will not tolerate, and nobody should turn a blind eye to, sex-based misconduct of any kind.

3.	 Individuals who breach this policy may be held personally liable for their own unlawful conduct and AWE may be 
held vicariously liable for the unlawful conduct of its employees. AWE therefore requires your strict compliance with 
this policy and will view any failure to comply seriously.

4.	 Failure to comply with this policy will be taken seriously and could result in disciplinary action being taken against 
you, which could include the termination of employment or engagement with AWE, with or without notice.

5.	 AWE reserves the right to vary, replace or terminate this policy from time to time.

SCOPE 

6.	 This policy applies to all employees, contractors, subcontractors, volunteers, consultants, apprentices, trainees, any 
people undertaking work placements at AWE, directors and agents of directors of AWE, and all such personnel of 
its various Australian entities (including Rintoul) (collectively referred to in this policy as workplace participants)

7.	 This Policy applies at all times, including when working on-site, at work-related activities (including training and 
officially sanctioned work-related functions), and during social events both at and away from AWE premises.

RESPONSIBILITIES 

8.	 All workplace participants have a responsibility to: 

(a) comply with this policy during the course of their employment, placement, engagement, secondment, 		
      apprenticeship and / or training; 

(b) treat everybody that they come into contact with during the course of their  work in a professional, fair and   	   	
       respectful manner;

(c) participate in any workplace behaviour training required by AWE from time to time; 

(d) offer support to any workplace participants member who is impacted by sex-based misconduct and encourage 	
      them to seek help; and

(e) report sex-based misconduct if they experience, witness or become aware of it.

Managers, supervisors and any other workplace participants in a leadership role have additional responsibilities to: 

(a) role model appropriate standards of behaviour at all times;

(b) be proactive and take reasonable and proportionate measures to avoid and eliminate sex-based misconduct in 	
      the workplace; and

(c) treat sex-based misconduct complaints seriously and in accordance with the Grievance Handling Policy

PROHIBITION ON SEXUAL HARASSMENT

9.	 Sexual harassment is unlawful under legislation including the Sex Discrimination Act 1984 (Cth), the Anti-
Discrimination Act 1977 (NSW) and the Fair Work Act 2009 (Cth). Sexual harassment will not be tolerated by AWE.  
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10.	 Sexual harassment is: 

(a) an unwelcome sexual advance or an unwelcome request for sexual favours to the person harassed; or

(b) other unwelcome conduct of a sexual nature in relation to the person harassed,

in circumstances where a reasonable person, having regard to all the circumstances, would have anticipated the 
possibility that the person harassed would be offended, humiliated or intimidated by the conduct.

11.	 Sexual harassment can be intentional or unintentional. The harasser’s motive or intention is irrelevant. In other words, 
it does not matter if the person engaging in the behaviour meant it as a joke or did not mean anything by it. 

What does sexual harassment look like?

12.	 Sexual harassment takes many forms. It can be a one-off incident or a pattern of behaviour. Examples of behaviour 
that could be considered sexual harassment include:

13.	 Sexual harassment can be perpetrated by anyone, regardless of gender or sexual orientation.

14.	 Examples of sexual harassment include unwelcome:

(a) requests for physical intimacy or sex;

(b) requests for a romantic relationship;

(c) making sexually suggestive gestures;

(d) intrusive questions or comments about someone’s private life; 

(e) inappropriate comments about a person’s appearance; 

(f) leering, staring or ogling;

(g) unwanted physical contact, including touching, kissing, massaging a person, deliberately brushing up against 	
      someone, slapping, fondling or hugging;

(h) jokes of a sexual nature;

(i) displaying inappropriate materials such as memes, screen savers and photographs;

(j) sharing inappropriate material via electronic means, such as email, text message and social media (whether or not 	
     the communications are made or shared using a AWE computer or device); and

(k) sexual assault, indecent exposure, physical assault and stalking.

15.	 Sexual harassment is not behaviour based on mutual attraction, friendship and respect. If the interaction is 
consensual, welcome and reciprocal, it is not sexual harassment. 

PROHIBITION ON HARASSMENT ON THE GROUND OF SEX 

16.	 A person harasses another person on the ground of sex if:

(a) the person engages in unwelcome conduct of a demeaning nature in relation to the person harassed by reason   	
      of the sex, or a characteristic generally associated with the sex, of the person harassed; and

(b) the person does so in circumstances where a reasonable person would have anticipated the possibility that the 	
      person harassed would be offended, humiliated or intimidated by the conduct in question.

POLICY

2/ 5



SEXUAL HARASSMENT POLICY

POLICY

3/ 5

17.	 Harassment on the ground of sex can be intentional or unintentional. The intention of the person engaging in the 
conduct is not relevant. 

18.	 Subjecting another person to sex-based harassment is against the law and is unacceptable to AWE.

What does harassment on the ground of sex look like?

19.	 Harassment on the ground of sex can be, but does not have to be, repeated or continuous. It can be a one-off 
incident.

20.	 Harassment on the ground of sex can be perpetrated by anyone, regardless of gender or sexual orientation.

21.	 Examples of harassment on the ground of sex include:

(a) making misogynistic jokes or comments;

(b) using gendered and offensive, intimidating or humiliating language or nicknames; and

(c) other conduct that may result in people of one sex feeling unwelcome or excluded by the general work  		
      environment, including sexist behaviour that is not necessarily sexual.

HOSTILE WORKING ENVIRONMENT 

22.	 A person subjects another person to a workplace environment that is hostile on the ground of sex if:

(a) the first person engages in conduct in a workplace where the first or the second person, or both, work;

(b) the second person is in the workplace at the same time as or after the conduct occurs; and

(c) a reasonable person, having regard to all the circumstances, would have anticipated the possibility of the 		
     conduct resulting in the workplace environment being offensive, intimidating or humiliating to a person of the sex 	
     of the second person by reason of the sex of the second person or a characteristic generally associated with the 	
     sex of the second person.

23.	 Importantly, conduct which subjects another person to a hostile working environment does not necessarily need to 
be directed at a specific person.

24.	 Subjecting another person to a hostile workplace environment is against the law and is unacceptable to AWE.

What does subjecting a person to a hostile workplace environment look like?

25.	 Examples of conduct that subjects another person to a hostile working environment include:

(a) making misogynistic jokes or comments;

(b) displaying inappropriate materials, such as memes, screen savers and photographs;

(c) using gendered and offensive, intimidating or humiliating language; and

(d) other conduct that may result in people of one sex feeling unwelcome or excluded by the general work 	  	
      environment. This includes sexist behaviour that is not necessarily sexual.

PROHIBITION ON VICTIMISATION

26.	 Victimisation is subjecting or threatening to subject another person to a detriment because they:

(a) have made a complaint or report of sex-based misconduct;
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(b) have participated or assisted in a process of responding to a report of sex-based misconduct; 

(c) brought proceedings (or participated in proceedings) relating to sex-based misconduct; or 

(d) propose to do any of the above.

27.	 Victimisation associated with sex-based misconduct is against the law and is unacceptable to AWE.

EVERYONE HAS A ROLE TO PLAY 

28.	 Everyone has a role to play in preventing and responding to sex-based misconduct. 

29.	 Without exception, everyone engaged by AWE is expected to behave in ways that are safe, respectful and inclusive. 

30.	 Any allegations of sex-based misconduct will be taken seriously and will be dealt with in accordance with AWE’s 
Grievance Handling Policy. People who speak up about or report concerning behaviours they see or know of, make 
a valuable contribution to the health and safety of AWE’s workplace by supporting someone who may be subjected 
to behaviour and preventing escalation or repeat behaviour.

RESOLVING ISSUES

31.	 AWE strongly encourages any employee who believes they have been the subject of sex-based misconduct to take 
appropriate action immediately by contacting their manager or a member of the HR Team. 

32.	 Incidents and reports of harassment, bullying and discrimination will be handled on a case-by-case basis, in line with 
AWE’s values and policies.  Please refer to the Grievance Handling Policy for more information. 

MALICIOUS/MISLEADING COMPLAINTS 

33.	 Any complaints of sex-based misconduct must be made in good faith. 

34.	 Complaints of alleged sexual harassment found to be malicious, frivolous or vexatious will be taken seriously and 
the complainant may be subject to separate disciplinary action that may include termination of employment.

WELLBEING SUPPORT

35.	 AWE reminds that employees can access support from the Employee Assistance Program, by calling 1300 176 774 
or by email on info@mendservices.com.au at any time.

OTHER RELEVANT A W EDWARDS POLICIES 

36.	 This policy should be read in conjunction with relevant AWE policies including: 

(a) Discipline & Termination Policy

(b) Workplace Harassment, Bullying & Discrimination Policy 

(c) Whistleblowing Policy

(d) Grievance Handling Policy 

MAKING A COMPLAINT TO AN EXTERNAL ORGANISATION

AWE aims to provide an environment where its workplace participants’ concerns are addressed and resolved internally, 
and, where appropriate, informally. 
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However, AWE recognises that, depending on the circumstances, you may choose to make a complaint of unlawful 
behaviour to an external organisation. Details of organisations which deal with such complaints are set out below: 

Australian Human Rights Commission https://humanrights.gov.au/ 

Fair Work Commission https://www.fwc.gov.au/ 

Anti-Discrimination NSW
https://antidiscrimination.nsw.gov.au/complaints/how-to-make-a-com-
plaint.html
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DISCIPLINE AND TERMINATION POLICY

PURPOSE

The purpose of this policy is to establish a transparent process for managing instances where employee conduct or 
performance does not align with company expectations. 

SCOPE

This policy applies to all employees (full-time, part-time or casual) of A W Edwards Pty Limited (AWE) and all such 
personnel of its various Australian entities (including Rintoul).

AWE may, in its sole discretion, vary or amend this policy from time to time.

APPLICATION OF THE POLICY 

Disciplinary action may be taken by AWE when an employee’s conduct or performance falls below the expected 
standards outlined by AWE. 

Some common scenarios include:

	� Performance issues includes if an employee consistently fails to perform their job to the expected standard 
despite receiving feedback and support.

	� Employee misconduct includes if an employee engages in behaviour that violates AWE’s policies or does not 
align with AWE’s values.

	� Breaching employment conditions: if an employee engages in conduct that directly breaches their obligations 
in their employment contract.

	� Serious misconduct: if an employee engages in serious and wilful misconduct, or breaches one or more of 
AWE’s policies in a way that has a significant impact on AWE or its employees. This could include, for example, 
refusing to carry out a lawful and reasonable direction, sexual harassment, being intoxicated at work or theft, 
dishonesty, fraud or assault.

DISCIPLINARY PROCESS FOR ALLEGED EMPLOYEE MISCONDUCT 

Prior to any disciplinary action being taken for alleged misconduct, AWE will gather and analyse the facts relating to the 
alleged unacceptable behaviour/conduct. 

While the process will be at the sole discretion of AWE, and will be based on the specific circumstances of the alleged 
misconduct, the process could include:

	� informal discussion.

	� an investigation, either internal or external; and/or

	� a requirement for the employee to be stood down from work (on pay) while an investigation is ongoing.

AWE will determine on a case-by-case basis the suitable process, while taking reasonable steps to ensure employees 
are treated fairly.

PROCESS FOR MANAGING UNDER PERFORMANCE 

Please note that the below procedure does not apply to employees covered by an Enterprise Bargaining Agreement/
Collective Agreement (both AWE and Rintoul) where counselling and disciplinary procedures/ Termination of 
Employment are already outlined in the relevant Agreement.

The process for managing under performance concerns will typically be facilitated by the employee’s direct manager, 
with HR providing guidance and support to the manager as required. 
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While the process to be followed in any given circumstance is at the complete discretion of AWE, the process for 
managing under performance may follow some or all of the steps outlined below. 

Initial performance meeting / counselling

The process for managing under performance will usually commence at the point in time when an employee’s 
unsatisfactory performance has not improved as a result of other informal corrective actions such as coaching, 
counselling, training, or informal verbal warnings. 

In the first instance the Employee will be counselled as to where their performance or conduct is deficient. Where 
appropriate, the steps to be taken to remedy the deficiency will be identified and a review period will be set. In more 
serious cases, a written warning may be issued at this stage.

Further Counselling and warning

If the employee’s work performance or conduct fails to improve to the standard reasonably required by AWE, the 
employee will be counselled again and AWE may issue a written warning advising the employee that their employment 
is in jeopardy if there is not an immediate and sustained improvement by the employee. In more serious cases, AWE 
may issue the employee with a final written warning. A further monitoring and review period may be set if appropriate.

Final warning 

Should the matter still not be resolved, the Employee will be counselled again and a further written warning given. This 
warning shall be a final warning unless, in the opinion of AWE, this is not warranted. The employee will at all stages be 
given the opportunity to make a response and have a support person present if they so wish.

DISCIPLINARY ACTION 

Examples of action which may be taken by AWE as a result of misconduct or poor performance include, but are not 
limited to, the following:

	� training;

	� counselling;

	� verbal warning;

	� written warning;

	� performance improvement plan; and / or

	� dismissal, including summary dismissal in circumstances of serious and wilful misconduct.

In cases of serious misconduct, AWE reserves the right to dismiss an employee without notice or payment in lieu of 
notice.  Serious misconduct includes, but is not limited to, behaviour or actions that:

	� pose a threat to the safety or well-being of other employees, clients, or AWE more generally;

	� result (or could result) in significant harm to AWE’s reputation, operations, or financial interests; or

	� violate laws, regulations or AWE policies in a manner that undermines the trust or integrity of the employment 
relationship.

SUSPENSION 

AWE reserves the right to suspend an employee from work while a grievance or matter is being investigated and 
resolved. For example, this could occur where an investigation into serious allegations of an employee is to be 
conducted.

Suspensions may be implemented with pay. 
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During any suspension, the employee is expected to remain available for meetings and to participate in the investigation 
process. It is important to note that stand down is a precautionary measure and does not constitute disciplinary action or 
imply wrongdoing.

CONFIDENTIALITY

All disciplinary matters are confidential and any information concerning a matter must not be disclosed by the employee 
involved to any other employee, except for the HR Team, relevant managers, the employee’s chosen support person / 
representative, or Employee Assistance Program (if applicable).

A breach of confidentiality is considered serious and any employee inappropriately disclosing confidential information 
may be subject to disciplinary action.  

WELL-BEING SUPPORT

AWE reminds that employees can access support from the Employee Assistance Program, by calling 1300176 774 or by 
email on info@mendservices.com.au at any time.

OTHER RELEVANT A W EDWARDS POLICIES 

This policy should be read in conjunction with relevant A W Edwards policies including: 

	� Grievance Handling Policy

	� Workplace Harassment, Bullying & Discrimination Policy 

	� Whistleblowing Policy

	� Sexual Harassment Policy

SCHEDULE 

COUNSELLING AND DISCIPLINARY PROCEDURES/TERMINATION OF EMPLOYMENT 

This Schedule only applies to employees covered by the Collective Agreement. The wording in this Schedule reflects 
Appendix F of the Collective Agreement. This Schedule applies as long as Appendix F remains operative under the 
Collective Agreement or any subsequent agreement.

All capitalised terms have the same meaning as defined in the Collective Agreement. 

Counselling and Disciplinary Procedures 

This procedure applies in respect of Employees at the conclusion of their probationary period. Upon commencement of 
employment an Employee will be advised of the following procedure. The procedure will apply in all cases where formal 
counselling and disciplinary action is necessary. 

Performance/ General Misconduct 

In the event that an Employee fails to maintain satisfactory performance levels in the case of general misconduct (e.g., 
lateness for work), the following counselling procedure will be applied. An Employee may elect at any step to have 
a Union delegate or Union Organiser present. All counselling will occur at a location where building work does not 
occur. Each Employee has the right to determine whether they wish to be represented by a Union Delegate, another 
representative of their choosing or not at all. 
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Step 1 - Verbal Warning / Counselling 

The Company shall have a discussion with the Employee in which it will advise him/ her of the problems that it believes 
exist. The Employee will then have the opportunity to respond to the allegations. If appropriate the Company will then: 

	� Remind the Employee of the procedures; 

	� Issue a verbal first warning; 

	� Advise the Employee of the standards of improvement required 

Step 2 - First Written Warning/ Improved Performance 

If the Employee fails to meet the standards of improvement in accordance with Step 1 within a reasonable period of 
time, the Company shall have a further discussion with the Employee in which it will advise him/ her of the problems that 
it believes exist. The Employee will then have the opportunity to respond to the allegations. If appropriate the Company 
will then issue a written warning detailing: 

	� The issues of concern; 

	� The standards of improvement required 

At the request of the Employee, copies of any written warnings will be given to the Company Union delegate/
representative or Union Organiser.

Step 3 - Final Written Warning/ Improved Performance 

If the Employee fails to meet the standards of improvement in accordance with Step 2 within a reasonable period of 
time, the Company shall have a further discussion with the Employee in which it will advise him/ her of the problems that 
it believes exist. The Employee will then have the opportunity to respond to the allegations. If appropriate the Company 
will then issue a final written warning detailing: 

	� The issues of concern; 

	� The standards of improvement required; 

	� That it is a final written warning and that failure to meet the standards of improvement stated therein will lead 
to dismissal 

The relevant Employee being counselled will be requested to sign a copy of the written warnings referred to in Step 2 
and Step 3 of this clause.

Revocation of Warning 

If an Employee does not repeat the same offence which produced the need for the final warning, within 3 months of the 
warning, then all warnings become null and void and cannot be considered grounds for termination. 

Step 4 - Dismissal 

If after receiving a final warning, the Employee repeats the same conduct within a period of 3 months, then the 
Employee may be terminated. 

If the Employee fails to meet agreed standards of improvement in accordance with Step 3 within a reasonable period 
of time, the Company shall have a further discussion with the Employee in which it will advise him/ her of the problems 
that it believes exist. The Employee will have the opportunity to respond to the allegations. This will occur where building 
work is not performed. If appropriate the Company may then issue a written notice of dismissal in accordance with this 
Agreement detailing the reasons for the dismissal. 
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Serious and Wilful Misconduct 

In the case of serious and wilful misconduct (e.g. theft, assault), the following procedure will be followed: 

	� The Company shall have a discussion with the Employee in which it will advise him / her of the alleged serious 
and wilful misconduct. 

	� The Employee shall be entitled to have a Union delegate/representative or Union Organiser in attendance and 
will have the opportunity to respond to the allegation. 

	� If appropriate the Company may then issue a written notice of dismissal detailing the reasons for the dismissal. 

Union Delegates / Health Safety Representative Termination 

In cases where the Company is considering terminating (or transferring) the services of an elected Union Delegate/ 
Health and Safety Representative a ten-day mandatory consultation period shall be initiated by the Company with the 
affected Employee and the Union, prior to any final decision on termination or transfer being made. 

The affected Employee and the Union will be immediately advised of the initiation of the consultation period and shall 
remain on the job during the consultation process (except in cases where the above process applies). 

If the Company fails to comply with any of these requirements, the notice period that the Company must give to the 
affected Employee over above the notice otherwise due shall be increased by 4 (four) weeks.
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WORKPLACE HARASSMENT, BULLYING, VIOLENCE AND 
DISCRIMINATION POLICY

INTRODUCTION 

A W Edwards Pty Limited (AWE) is committed to providing a safe workplace for all employees by fostering a 
respectful and inclusive work environment.

AWE does not tolerate discrimination,  harassment, bullying, violence, vilification, or victimisation of any kind by 
employees, apprentices, trainees, clients, contractors, subcontractors, volunteers and visitors. Conduct of this 
nature is deemed to be unacceptable and will not be tolerated. 

Individuals who breach this policy may be held personally liable for their own unlawful conduct and AWE may be 
held vicariously liable for the unlawful conduct of its employees. AWE therefore requires your strict compliance 
with this policy and will view any failure to comply seriously.

Failure to comply with this policy will be taken seriously and could result in disciplinary action being taken against 
you, which could include the termination of employment or engagement with AWE, with or without notice.
AWE reserves the right to vary, replace or terminate this policy from time to time.

SCOPE 

This policy applies to all employees, contractors, subcontractors, volunteers, consultants, apprentices, trainees, any 
people undertaking work placements at AWE, directors and agents of directors of AWE, and all such personnel of 
its various Australian entities (including Rintoul) (collectively referred to in this policy as workplace participants)
This Policy applies at all times, including when working on site, at work-related activities (including training and 
officially sanctioned work-related functions), and during social events both at and away from AWE premises.

DIRECT AND INDIRECT DISCRIMINATION 

Unlawful discrimination means treating a person unfairly or less favourably than somebody else because of a 
protected attribute or because they are personally associated with a person who has a protected attribute.  While 
legislation differs under State and Federal legislation, protected attributes include:  

	� race

	� colour

	� sex

	� sexual orientation

	� age

	� physical or mental disability

	� marital status

	� family or carer’s responsibilities

	� pregnancy

	� religion

	� national extraction

	� social origin

	� breastfeeding

	� gender identity

	� intersex status

	� experiencing family and domestic violence
1 / 5
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Discrimination can be either direct or indirect. Whether it is direct or indirect, discrimination which is based on a 
protected attribute is unlawful and is not acceptable to AWE. 

Direct discrimination in employment occurs when a person is treated unfairly or less favourably than another 
person in the same or similar circumstances because the first person has one (or more) of the above protected 
attributes. 

Indirect discrimination occurs when an unreasonable requirement, condition or practice has the effect of 
disadvantaging a person, or group of people, with one (or more) of the above protected attributes.  Whether a 
requirement, condition or practice is unreasonable will depend on all the relevant circumstances.

HARASSMENT 

Harassment is a form of discrimination and may also be unlawful if based on particular grounds. It can take many 
forms including verbal, physical, written, electronic or pictorial.

Harassment is any conduct that:

	� is unwelcome or unwanted;

	� is directed at another person because they have a particular protected attribute, as outlined above;

	� causes offence, intimidation or humiliation; and

	� occurs in circumstances where a reasonable person would have anticipated that the person harassed would be 
offended, humiliated or intimidated.

Harassment is prohibited by AWE and will not be tolerated.  In certain circumstances, it is also unlawful.  

SEXUAL HARASSMENT 

Sexual harassment, and other forms of sex-based misconduct, are against the law. AWE does not tolerate sexual 
harassment and sex-based misconduct.   For more information, please refer to AWE’s Sexual Harassment Policy.

BULLYING 

Workplace bullying is unlawful and is not permitted.

Bullying means repeated, unreasonable behaviour directed towards an employee or group of employees, that 
creates a risk to health and safety. 

‘Repeated behaviour’ refers to persistent unreasonable behaviour and may include a range of behaviours over 
time. Necessarily, this requires there to be more than one occurrence. 

‘Unreasonable behaviour’ means behaviour that a reasonable person, having regard to all the circumstances, 
would view as unreasonable. It does not matter if the person did not intend for their behaviour to be unreasonable. 
Responses such as ‘it was a joke’ or ‘I didn’t mean anything by it’ are not an excuse for bullying behaviour.

Unreasonable behaviour includes, but is not limited to, behaviour that is victimising, humiliating, intimidating or 
threatening.

A single incident of unreasonable behaviour does not usually constitute workplace bullying. However, it should 
not be ignored as it may have the potential to escalate into bullying behaviour or may otherwise constitute 
inappropriate behaviour or harassment for the purposes of this policy.
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Bullying can include, but is not restricted to:

	� abusive, insulting or offensive language or comments;

	� behaviour or language that frightens, humiliates, belittles or degrades, or that is aggressive towards others;

	� unjustified criticism or complaints; 

	� inappropriate comments about a person’s appearance, lifestyle, family, sexual preferences or any personal or 
private matter;

	� teasing or regularly making someone the focus of pranks or practical jokes;

	� spreading misinformation or malicious rumours;

	� unreasonably interfering with personal property or work equipment; or

	� harmful or offensive initiation practices.

	� unreasonably overloading a person with work, or not providing enough work;

	� setting unreasonable time frames, or constantly changing them in an unreasonable manner

The above examples do not represent an exhaustive list of bullying behaviours. They are indicative of the type of 
behaviours which may constitute bullying and therefore are unacceptable to AWE.

Bullying in the workplace is harmful not only to the target of the behaviour but damages AWE’s culture and 
reputation. It is unacceptable to AWE and will not be tolerated in any circumstances.

What is not workplace bullying?

Managing workplace participants does not constitute bullying, if it is done in a reasonable manner. Managers and 
supervisors have the right, and are obliged to, manage workplace participants. This includes directing the way 
in which work is performed, undertaking performance reviews and providing feedback (even if negative), and 
disciplining and counselling staff.  

VILIFICATION 

Vilification is unlawful and will not be tolerated. Vilification means any behaviour or communication, including 
doing a public act, that incites hatred or hostility towards, serious contempt for, or severe ridicule of a person or 
group because they have a protected attribute or recognised characteristic, including, but not limited to, race, 
sexual preference, transgender status, gender or religion.

VICTIMISATION 

Victimisation occurs when a person is treated less favourably or is subject to some other detriment because: 

	� They make, or propose to make, a genuine compliant of unacceptable or unlawful behaviour; or 

	� They are involved in a complaint process or investigation. 

Victimisation is unlawful and will not be tolerated. This means that you must not retaliate against a person or subject 
them to any detriment because they have lodged a complaint, may lodge a complaint or are otherwise involved in 
a compliant or investigation process. 

VIOLENCE

Workplace violence refers to any incident where a person is abused, threatened, assaulted, or subjected to other 
aggressive behaviour. It includes both physical and verbal acts that cause or could cause harm to the health, safety, 
or well-being of employees or others in the workplace.  Violence in the workplace will not be tolerated by AWE. 
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RESPONSIBILITIES  

All workplace participants must:

	� understand and comply with this policy during the course of their employment, placement, engagement, 
secondment, apprenticeship and/or training;

	� ensure they do not engage in any unlawful conduct towards other workplace participants, customers and 
clients, or others with whom they come into contact through work;

	� treat everybody that they come into contact with during the course of your work in a professional, fair and 
respectful manner;

	� participate in any workplace behaviour training required by AWE from time to time;

	� be made to feel comfortable in following the complaint procedure in this policy (and the Grievance Handling 
Policy) if they experience any unlawful conduct;

	� report any unlawful conduct they see occurring to others in the workplace in accordance with the Grievance 
Handling Policy and Procedure; 

	� maintain confidentiality if they are involved in a grievance resolution procedure; and

	� be aware that they can be held legally responsible for their unlawful conduct (including aiding, abetting or 
encouraging other persons to engage in unlawful conduct).

Managers, supervisors and any other workplace participants in a leadership role have additional responsibilities to: 

	� role model appropriate standards of behaviour at all times; 

	� be proactive and take reasonable and proportionate measures to avoid and eliminate inappropriate conduct in 
the workplace; and 

	� treat complaints of inappropriate workplace behaviour as outlined within this policy seriously and in 
accordance with the Grievance Handling Policy.

EVERYONE HAS A ROLE TO PLAY 

Everyone has a role to play in preventing and responding to harassment, bullying, violence and discrimination. 

It is expected that it is the shared responsibility of everyone who works in our organisation to behave in a way that 
ensures the safety and well-being of others and is respectful and inclusive. It is also an expectation that, if it is safe 
to do so, you intervene or report when you see or know of behaviour that may cause offence, distress or harm to 
others.

Without exception, everyone engaged by AWE is expected to behave in ways that are safe, respectful and 
inclusive. 

Any allegations of harassment, bullying, violence and discrimination will be taken seriously and will be dealt with in 
accordance with AWE’s Grievance Handling Policy. People who speak up about or report concerning behaviours 
they see or know of, make a valuable contribution to the health and safety of AWE’s workplace by supporting 
someone who may be subjected to behaviour and preventing escalation or repeat behaviour.

RESOLVING ISSUES 

AWE strongly encourages any employee who believes they have been harassed, bullied, or discriminated against 
to take appropriate action immediately by contacting their manager or a member of the HR Team. Please refer to 
the Grievance Handling Policy for more information. 
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MALICIOUS/MISLEADING COMPLAINTS 

Any complaints made under this policy must be made in good faith. 

Complaints of alleged workplace harassment, bullying, violence and discrimination found to be malicious and 
misleading (including frivolous or vexatious claims) will be taken seriously and the complainant may be subject to 
separate disciplinary action that may include termination of employment. 

WELL-BEING SUPPORT

AWE reminds that employees can access support from the Employee Assistance Program by calling 1300 176 744 
or emailing info@mendservices.com.au at any time.

OTHER RELEVANT AWE POLICIES 

This policy should be read in conjunction with relevant AWE policies including: 

	� Discipline & Termination Policy

	� Grievance Handling Policy 

	� Whistleblowing Policy

	� Sexual Harassment Policy
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Consultation Statement
A W Edwards is  committed  to  ensuring  the  health  and  safety  of  all  our  employees, Subcontractors, and 
visitors to Level 12, 558 Pacific Highway, St Leonards.

This commitment is embodied in our Safety and Environment System, which aims to proactively approach WHS&E 
issues and prevent needless and costly injury and illness. A W Edwards will adopt a consultative process when 
implementing the Safety and Environment System, as we believe it necessary to have all parties committed to the 
process of ensuring the health and safety of personnel.

Agreed Consultation Method: 

Health & Safety Representative

Health & Safety Committee	

Other Agreed Arrangements

Health & Safety Representatives

The workers have elected Amy Neal to be their Health & Safety Representatives in WHS matters at Level 12, 558 
Pacific Highway, St Leonards.

Amy has the following responsibilities:

	� Liaise with workers where necessary on issues concerning Work Health and Safety;
	� Ensure that workers are consulted regarding proposed changes to the work environment, processes or 

practices, proposed corrective actions and purchasing decisions that could affect their health and safety;
	� Communicate with employees/workers on the outcomes of such matters;
	� Review and recommend  changes to working and WHS procedures;
	� Be proactive in identifying potential risks prior to an incident occurring; and
	� Communicate with workers regarding any concerns they may have on WHS issues. (These issues will be 

promptly addressed and resolved via a consultative process

Further to this Amy will also:

	� Communicate proposed changes to working and WHS&E procedures
	� Inspect the workplace to ensure compliance to the Safety and Environment system

Other Consultation Mechanisms

A W Edwards will encourage and promote other means of consultation, including:

	� Relevant information to be posted in the printing area of the office

	� Relevant safety related information being disseminated via email to all workers

Review of Consultation Arrangements

The workers and personnel of the office have agreed to review the effectiveness this consultative process (if 
required) during the Operations Meetings and upon agreement, can at any time choose to change these agreed 
consultative arrangements.
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Purpose

This Policy aims at establishing clear authority levels and protocols for external communications to ensure accurate, 
timely, and appropriate dissemination of information to external stakeholders including media. It applies to all 
employees and representatives of A W Edwards (AWE) engaging in media communications, social media, crisis 
management, and public speaking engagements.

Press Releases

This framework ensures that all external communications reflect group-level strategy while preventing market-
sensitive information from being disclosed outside official channels.

1.  Strategic Authority

Bouygues Construction holds overall oversight and accountability for the content and message consistency across 
all press releases and related collateral.

2.  Breakdown of Roles & Approvals

The AWE Marketing and Communications Department and BBI’s Communications Department are responsible for 
drafting press releases relating to A W Edwards. Input may be sought from other departments when required for 
Subject-Matter expertise. 

Harry Ellis (BBI) and Kristine Hurley (AWE) are responsible for drafting press releases, liaising with contributors and 
implementing this policy. 

Aurelie Devallet (BBI) and Elle Mursell (AWE) are responsible for reviewing final drafts of press releases, liaising 
with the Bouygues Construction Communications Department and ensuring this policy is being respected.  

Céline Badet (BYCN) and Bertrand Ribière (BYCN) are accountable for message consistency across the Group, 
alignment with Group strategy and dissemination of the press release. 

Bouygues Construction Jurisdiction

Bouygues Construction handles:
	� Group communications strategy
	� Press releases on contracts valued at €100 million (AUD$165 million) or above
	� Strategic partnerships
	� National and group-level press relations

For press releases relating to strategic topics or projects over €100 million, review and approval must be sought 
from:
	� Project Director/subject lead
	� Client
	� CEO of A W Edwards – Justin Smith
	� CEO of Bouygues Batiment International – Philippe Jouy
	� CEO of Bouygues Construction – Pierre-Eric Sain André
	� Communications Department and Investor Relations Department at Bouygues SA

Entity/Business Unit Jurisdiction (A W Edwards)

A W Edwards will manage:
	� Press releases on contracts valued at less than €100 million
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	� Initiatives involving only their entity
	� Local communications

For press releases for projects under €100 million, review and approval must be sought from:
	� Project Director / subject lead
	� CEO of A W Edwards – Justin Smith
	� Client

Approval times must be factored into the communications schedule well in advance. All stages of the procedure 
are compulsory.

If necessary:
	� Have project values and conversion rates validated by Bouygues Construction management control
	� Obtain the approval of the appropriate Bouygues Construction functional director (HR, legal affairs, purchasing, 

finance, etc.). 

3.  Sensitive Communications Approval Chain

Communications involving sensitive topics (contracts, strategy, financial results, appointments) require:
	� Primary approval: Bouygues Construction
	� Secondary approval: Bouygues SA (when necessary, given the group’s stock market listing)

4.  Quiet Period Restrictions

During the 4-week period preceding quarterly/annual results announcements:
	� Strategic statements are prohibited
	� New contract announcements are prohibited
	� Other communications (inaugurations, ground-breaking ceremonies, project milestones, events) are permitted 

only if:
	  Planned well in advance

	  Approved sequentially by Bouygues Construction, then Bouygues SA

5.  Mandatory Notification Requirement

The Bouygues Construction press office must be informed of:
	� Any direct contact with national press
	� All key interviews
	� All site visits by press and press conferences

6.  Dual Press Release Approach (€100m+ Projects)

For projects worth €100 million or more, entities may publish two separate press releases:
	� Primary: Bouygues Construction issues strategic/corporate release
	� Secondary: Entity publishes local media release with practical/operational focus to accompany the group 

release
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Interviews/visits/press conferences

Interviews

If an employee is asked to participate in an interview for an article, they must first obtain approval from the AWE 
Marketing and Communications Department, ensuring alignment with company messaging, potential security risks, 
confidentiality standards and competitive disadvantages. The AWE Marketing and Communications Department, 
along with the employee, should collaborate to approve topics and content before any interview, ensuring 
controlled and accurate public information sharing.

Key Requirements: 
	� Employees should prepare approved information in advance 
	� Refrain from sharing personal details 
	� Request final review of their quotes before publication 
	� Only direct quotations can be reviewed; off-the-record remarks are prohibited 
	� A member of the communications team must be present at all interviews

Bouygues Construction Notification: The Bouygues Construction press office must be informed of any direct 
contact with the national press and of all key interviews. 

Site Visits and Press Conferences

A W Edwards may choose to organise a press conference or site visit with a defined objective within the following 
set guidelines:

Approval and Planning: 
	� Topics must be approved by Justin Smith, CEO and the Legal team as well as the AWE and Bouygues 

Construction Communications Departments 
	� If related to a project, obtain prior approval from the client
	� Inform Bouygues Construction’s Communications Team of all site visits and press conferences 
	� A member of the communications team must be present at all site visits and press conferences 
	� For site visits: a safety officer’s presence at the event is compulsory

Statement Preparation: 
	� All statements must be official, with off-the-record remarks prohibited 
	� Statements must be prepared in advance for approval of key messages

Event Preparation: 
	� Ensure spokesperson(s) are identified 
	� Ensure phrasing is prepared and verified with the AWE Marketing and Communications Department 
	� Journalists should be provided with approved documents such as press kits, releases, photos, and videos 
	� When sending HD visuals to journalists, specify the name of the entity, the city, the name of the project and the 

photo credit
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KEY CONTACTS

Useful phone numbers

	� AWE Kristine Hurley (AWE Marketing & Communications Manager): +61 407 215 170
	� AWE Elle Mursell (AWE Communications, Stakeholder Engagement and Social Impact Manager): +61 419 525 

484
	� BBI Harry Ellis (BBI Content & Editorial Manager): +44 7860 917132
	� BBI Aurélie Devallet (BBI Deputy Director Communication): +33 659 488 495
	� BYCN press office: +33 1 3060 5281
	� BYCN Céline Badet (BYCN External Communications Director): +33 1 6 9982 3567
	� BYCN Bertrand Ribière (BYCN Communications Director): +33 6 6964 4600
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Social media activity reflects on both you and A W Edwards. Before posting, ensure your content presents both 
yourself and AWE in a positive light. If in doubt, don’t post.

Platforms Covered:
This policy applies to LinkedIn, X (formerly Twitter), Instagram, YouTube, TikTok, and all other social media 
platforms.

Fundamental Principles:
All content must respect AWE’s commitments to:
	� Health and Safety
	� The Code of Ethics and Compliance
	� Human Rights
	� Corporate Social Responsibility (CSR) 

Posts must comply with any specific rules for your business unit, project, or worksite, and respect client or 
stakeholder relationships.

Key Obligations:
	� Confidentiality: Do not share non-public or sensitive company information. Never post internal, financial, legal, 

or strategic documents.
	� Loyalty: Always act in AWE’s best interests and protect our reputation.
	� Consent: You must obtain explicit permission from anyone featured in photos or videos.

Before Posting, always:
	� Follow safety rules: Only share images/videos where all 6 required Personal Protective Equipment (PPE) (boots, 

vest, helmet, gloves, glasses and chinstrap) are worn, and no unsafe acts or conditions are visible.
	� Check confidentiality: Share only publicly available information. When in doubt, consult your manager.
	� Verify rights: Ensure you have proper authorisation from content owners (AWE, clients, photographers, etc.).
	� Obtain consent: Get explicit permission from all individuals in your photos or videos.

What You Can Share (with approval granted):
	� Ongoing or completed projects
	� Employee initiatives and successes
	� Company-wide actions, community involvement, and CSR programs
	� Industry trends and your professional interests

What You Must NOT Share:
	� Projects or details not officially announced
	� Photos of projects that the client has not agreed be shared
	� Content from internal emails
	� Images/videos that violate health and safety standards
	� Information about confidential or restricted projects
	� Content that could harm AWE’s reputation or breach confidentiality

General Guidance:
	� Even on personal accounts, your posts may be seen as representing AWE.
	� If you are unsure whether a post is appropriate or sensitive, check with your manager and the AWE Marketing 

and Communications Department first.
	� Always use professional judgment and maintain respect for AWE’s values.

Protect yourself and AWE. If in doubt, don’t post.
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KEY CONTACTS

Useful phone numbers

	� AWE Kristine Hurley (AWE Marketing & Communications Manager): +61 407 215 170
	� AWE Elle Mursell (AWE Communications, Stakeholder Engagement and Social Impact Manager): +61 419 525 

484
	� BBI Harry Ellis (BBI Content & Editorial Manager): +44 7860 917132
	� BBI Aurélie Devallet (BBI Deputy Director Communication): +33 659 488 495
	� BYCN press office: +33 1 3060 5281
	� BYCN Céline Badet (BYCN External Communications Director): +33 1 6 9982 3567
	� BYCN Bertrand Ribière (BYCN Communications Director): +33 6 6964 4600
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Purpose

The purpose of this policy is to provide guidance and standards for A W Edwards employees participating in public 
speaking engagements, such as panels, conferences, and other events. This ensures consistency with company 
values, enhances corporate reputation, and protects sensitive information.

Scope
This policy applies to all A W Edwards employees invited to speak at external events on behalf of the company. It 
covers all types of public speaking engagements, including virtual and in-person formats.

Objectives:
	� To represent A W Edwards in a professional and cohesive manner
	� To maintain the integrity and confidentiality of company information
	� To align public messaging with corporate objectives and values
	� To engage positively with audiences and foster networking opportunities

Approval Process

Request Submission: Employees must submit a request for approval to their immediate Supervisor/Manager, the 
Marketing & Communications Manager (Kristine Hurley) and the Communications, Stakeholder Engagement and 
Social Impact Manager (Elle Mursell) well in advance of the event. The request should include the event details, 
topic, audience, and potential benefits to the company.

Review: The Marketing and Communications Department, in collaboration with relevant department heads, will 
review the request to ensure alignment with corporate messaging and strategy.

Approval: Upon approval, employees will receive guidance on key messaging, presentation standards, and any 
topics that must be avoided due to confidentiality.

Preparation and Delivery
	� Employees are encouraged to use company-approved materials and templates for their presentations.
	� Key messages should be clear, concise, and relevant to the audience while maintaining confidentiality 

regarding proprietary information.
	� Employees should practice their delivery to ensure clarity, professionalism, and engagement with the audience.

Conduct and Representation
	� Employees are expected to uphold the highest standards of professionalism and ethical conduct, reflecting 

positively on A W Edwards.
	� They should be prepared to answer questions within their scope of expertise, deferring queries outside their 

remit to appropriate contacts within the company.

Follow-up and Reporting
After the engagement, employees should provide a report to their supervisor/department head and the Marketing 
and Communications Department providing outcomes and any feedback received. Opportunities for follow-up 
networking and collaboration should be identified and pursued if deemed to be beneficial.
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KEY CONTACTS

Useful phone numbers

	� AWE Kristine Hurley (AWE Marketing & Communications Manager): +61 407 215 170
	� AWE Elle Mursell (AWE Communications, Stakeholder Engagement and Social Impact Manager): +61 419 525 

484
	� BBI Harry Ellis (BBI Content & Editorial Manager): +44 7860 917132
	� BBI Aurélie Devallet (BBI Deputy Director Communication): +33 659 488 495
	� BYCN press office: +33 1 3060 5281
	� BYCN Céline Badet (BYCN External Communications Director): +33 1 6 9982 3567
	� BYCN Bertrand Ribière (BYCN Communications Director): +33 6 6964 4600
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Purpose

The purpose of this Crisis Management Policy is to ensure A W Edwards is prepared to effectively respond to crises 
that may impact its operations, reputation and stakeholders. 

Scope & Objectives

A crisis is defined as any event that disrupts operations and/or seriously damages the company’s reputation, 
including incidents involving victims (injuries or fatalities), major issues (health, environmental, economic, or 
customer impact), vulnerable or politically sensitive groups, topics with strong symbolic significance (such as 
nuclear power, water, or health), and situations likely to generate dramatic visuals, eyewitness accounts, or 
significant media attention. 

This policy aims to protect health and safety, safeguard assets and reputation, ensure timely communication, 
minimise operational and financial impact, and promote continuous improvement after each crisis.

Crisis Identification

Any employee who becomes aware of a potential crisis should immediately report it to their manager or the 
Crisis Management Unit. When reporting, they should provide clear and factual information, including what has 
happened, the location, the nature of the crisis, and any known risks or injuries. Prompt and accurate reporting will 
help the Crisis Management Unit respond quickly and effectively.

Crisis Management Unit
 
The Crisis Management Unit is established, with clearly defined and trained roles and responsibilities. Led by CEO 
Justin Smith and coordinated by COO Colin Danby, the unit’s composition is illustrated in the following diagram.

The team is tasked with assessing crises, formulating response strategies, and coordinating actions effectively. To 
ensure swift action, rapid response protocols will be established enabling timely approval and dissemination of 
information.
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Response Strategy

The crisis management unit follows the FRAMA Crisis Management Methodology, which involves:

FACTS: Gather the facts (nature of the problem, time, deadlines for action, people involved, etc.) and select those 
that can be communicated.

RISKS: From the most important to the least important, from proven risks to those that need to be anticipated.

AUDIENCES: Audiences classified in concentric circles: from those most directly affected by the problem to those 
less directly affected, separating internal and external audiences.

ACTIONS: Management and communication actions to be carried out rapidly

MESSAGES: A message that won’t be contradicted in the hours or days that follow, that meets expectations and 
highlights the actions taken.

Notifications: 
The crisis unit is responsible for notifying APAC CEO (Bruno Botella), BBI CEO (Philippe Jouy), BYCN CEO (Pierre-
Eric Saint-André), the BYCN Crisis coordinator (Hubert Engelmann) and the Burson consultancy in the event of a 
crisis. If media is involved, they are also required to notify the BYCN Press Office should there be a risk of press 
involvement.

Evaluation and Improvement: 
Once the crisis is resolved, the Crisis Management Unit will conduct a thorough evaluation to identify lessons 
learned and implement improvements to prevent future occurrences.

Documentation: 
All crisis-related activities, decisions, and communications will be documented. This record will be used for 
evaluation purposes and to refine future crisis management strategies.

Review: 
The Crisis Management Policy will be reviewed annually by the Crisis Management Unit to ensure relevance and 
effectiveness. Amendments will be made as needed to address emerging risks and best practices.

By implementing this Crisis Management Policy, A W Edwards demonstrates its commitment to safeguarding the 
wellbeing of its employees, stakeholders, and assets, as well as protecting its operational continuity and reputation. 
Through clearly defined procedures, comprehensive training, and continuous evaluation, we aim to ensure a swift 
and coordinated response to any crisis. 

Useful Contacts

	� 24/7 Crisis Hotline: +33 1 46 03 12 39 (Burson consultancy)
	� BYCN Crisis Coordinator: Hubert Engelmann: +33 6 99 05 46 66
	� BYCN Press Office: +33 1 30 60 52 81
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