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Introduction 

At My Pathway Facility Services (MPFS) we believe that our people provide a key competitive advantage to our 
business.  We have designed our policies and practices to reflect this. 

So that everyone who works For My Pathway Facility Services understands the policies that underpin both 
team member and employer entitlements and obligations, this manual has been developed. 

As outlined in your Letter of Offer/Employment Contract, it is a condition of your employment that you abide 
by these policies and those contained in the Corporate Policies & Procedures. 

As these policies may change from time to time, you need to keep up to date with the changes, by reading all 
new policy issues.  

Our Mission 

Our corporate mission is to be a leader in the commercial cleaning services market. This mission will be 
implemented with the latest available leading edge management procedures and technology for productive, 
effective and efficient business operations.  

Our corporate commitment to our vision, mission and principals will be demonstrated through our hands-on 
involvement in the daily management and operations of our company.  

Our foundation and our future will be built upon a reputation for personal and corporate integrity and a strict 
adherence to the highest professional standards in the industry.  

Our Vision 

My Pathway Facility Services is an experienced and professional provider of high quality commercial cleaning 
services in the markets where we compete. Our corporate vision is to achieve excellence in three key areas:  

• The highest level of customer satisfaction through consistent quality performance  

• Honest and ethical business practices with clients, employees and the communities we serve  

• Management support, encouragement and performance that will nurture successful client business 
growth and corporate profitability  

Our Values 

Safety - We are committed to protecting the safety and health of our employees, our contractors, our 
customers and the people of the communities in which we operate. 
 

Respect - We treat all people with mutual respect and dignity and build trusted relationships with our diverse 
stakeholders. We are passionate about supporting our customers, our communities and our people - their 
success is our success. 
 
Excellence - We show pride, enthusiasm and dedication in everything we do and strive for the delivery of the 
highest quality services. 
 
Cooperation - We work together to achieve common goals, to provide support to others and to share our ideas 
and information across the company. 
 
Accountability - We accept our individual and team responsibilities and we meet our commitments. We take 
responsibility for our performance in all of our decisions and actions. 
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Our People 

My Pathway Facility Services recognises that it is our people who are our greatest asset and in large measure 
determine our ultimate success. We have an ongoing commitment to invest in the training and development 
of our staff at all levels to ensure the highest standards of quality are maintained. This ongoing investment in 
our dedicated team of professionals ensures that My Pathway Facility Services maintains the highest levels of 
service to always deliver the best possible outcome to our clients. 

Policies and Procedures 

From 1 January 2010, the Fair Work Information Statement is to be provided to all new employees by their 
employer as soon as possible after the commencement of employment.  

The Statement provides basic information on matters that will affect your employment.  

If you require further information, you can contact the Fair Work Infoline on 131394 or visit 
www.fairwork.gov.au. 

1. Annual Leave 

Annual leave is calculated on a pro-rata basis from the Commencement Date of each employee, based upon 
the annual entitlement for a full time employee of four weeks (20 working days) as per the National 
Employment Standards (NES). 

Typically the granting of annual leave by your managers is dictated by our clients’ service requirements.  To 
summarise, My Pathway Facility Services has the following policies: 

1.1 Exceptions 
Whilst we need to implement these policies to ensure that everyone is clear on the procedures, My Pathway 
Facility Services recognises the need for flexibility.  An application for a special exemption can be made and 
approved by the Manager. 

1.2 Procedure 
Staff wishing to take annual leave must submit an application for leave at least one month prior to the date 
that the leave is to commence. 

• Approval of annual leave is at the discretion of the manager and staff must never assume that 
leave will be granted until written approval, appropriately authorised by the manager, is 
received. 

• The principle behind the concept of Annual Leave is to provide an avenue for staff to relax and 
rejuvenate without loss of income. Accordingly annual leave should ideally be taken in blocks of 
a minimum of one week’s duration. 

• Accrued annual leave should be taken regularly. No person will be allowed to accrue more than 
6 weeks annual leave without the written approval of the Manager.  Staff are encouraged to take 
leave in the year it falls due. 

• Due to the requirements of the business and other departments, the number of people from the 
same department allowed to take leave concurrently may be limited. 

• In the event of an employee, without appropriate approval, accruing greater than six (6) weeks 
annual leave, My Pathway Facility Services reserves the right to insist that the employee arrange 
to take annual leave. If the employee does not take steps to arrange such leave, My Pathway 
Facility Services will, with 4 week’s notice in writing, send the person on annual leave. 

http://www.fairwork.gov.au/
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• The primary objective of My Pathway Facility Services is to successfully operate its business and 
there are business peaks at various times each year. At these times, annual leave may be either 
unavailable or of limited availability. In all cases, unless extenuating circumstances exist, annual 
leave will be approved on a “first in, first served” basis. 

• My Pathway Facility Services reserves the right to cancel or defer approved annual leave of any 
person if business requirements dictate that the leave would have a detrimental effect on the 
operation of the business. The decision to cancel or defer approved annual leave is at the 
discretion of the Manager. 

• Any variation from the procedures set out in this document will be at the discretion of and must 
be approved by the relevant manager. 

Managers must take all reasonable steps to ensure that the operation of the business is not delayed or unduly 
effected by the absence of one or more people on annual leave. 

2. Personal/Carers Leave 

Entitlement to paid Personal/Carer’s leave will be ten (10) working days per year (for full time employees), 
whilst part time employees are entitled to a pro rata amount as per the National Employment Standards (NES).  
The entitlement to Personal/Carer’s leave accrues on a pro-rata basis.  

2.1 Procedure 
• Any person who will be absent from work for any health-related reason must advise his or her 

manager of his or her inability to report for work and of the nature of the illness/injury. Where 
practicable, the manager must be advised no later than 2 hours prior to the normal work 
commencement time. This notification must be by way of telephone call or SMS to their 
supervisor.  Email messages are not acceptable.  

• In cases where a person is absent from work on personal leave for two or more consecutive days, 
a medical certificate from a duly qualified medical practitioner or statutory declaration is 
required to be submitted to the manager at the earliest possible opportunity, or on the day that 
the person returns to work after the absence. 

• My Pathway Facility Services will not require a medical certificate/statutory declaration for 
absences of less than two days UNLESS the absence is immediately before or after a 
weekend/rostered days off/public holiday, or where there is a pattern of repeated absences. 

• Notwithstanding points above, My Pathway Facility Services reserves the right to request a 
medical certificate or statutory declaration from any person, for any absence due to illness, at 
any time if it is believed that unusual circumstances exist. 

• Medical certificates and statutory declarations are confidential documents and must be placed 
in each individual staff member’s HR file as soon as possible after receipt. 

• Managers must take all reasonable steps to ensure that the operation of the business is not 
delayed or unduly effected by the absence of one or more person through personal leave. 

3. Long Service  

My Pathway Facility Services recognises that people with extensive service are entitled to Long Service Leave 
and agrees that such leave shall be applied in accordance with the National Employment Standards (NES). 
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3.1 Procedure 
• For the purposes of this policy “service” shall be deemed to mean “continuous service”, which is 

defined in the relevant State legislation.   

• A break in your continuous employment for any unpaid leave is not included towards the 
calculation of the employee’s continuous service. 

• My Pathway Facility Services shall ensure that the legislation relating to Long Service Leave in 
each state is adhered to and that people receive the benefit accordingly. 

• Any person wishing to take Long Service Leave should provide My Pathway Facility Services with 
a minimum of 3 months notice, in writing, of his or her intention. 

• Any variation from the content of this policy that is not dictated by legislative requirements shall 
be at the discretion of the managers. 

• Managers must take all reasonable steps to ensure that the operation of the business is not 
delayed or unduly effected by the absence of one or more people on Long Service Leave. 

4. Parental Leave  

My Pathway Facility Services recognises and accepts that staff may take Parental Leave in accordance with the 
National Employment Standards (NES).  Parental Leave may include Maternity Leave, Paternity Leave or 
Adoption Leave. 

4.1 Procedure 
• Employee needs to have completed 12 months continuous service. 

• Any person who requires Parental Leave will be entitled to take such leave in accordance with 
the NES. The employee will be required to provide a letter from a duly qualified practitioner 
setting out the expected date of confinement. 

• A minimum of 2 months notice, in writing, must be provided to My Pathway Facility Services by 
any person intending to take Parental Leave. 

• When a person wishes to return to work from Parental Leave, he or she must provide My 
Pathway Facility Services with a minimum of 1 months notice in writing prior to the intended 
date of return. 

• The manager must take reasonable steps to ensure that the operation of the business is not 
unduly effected by absences due to Parental Leave. 

• My Pathway Facility Services will take reasonable steps to ensure that a person returning from 
Parental Leave may return to the same role that he or she held prior to commencing the leave. 
Changes within the business may however dictate that the role has significantly changed or no 
longer exists. My Pathway Facility Services will consult with the employee concerned prior to any 
decision being made which would impact on their ongoing employment.  In these instances, each 
situation shall be dealt with in a way that provides the best possible outcome, within legislative 
requirements, for all parties. 

4.2 Requirements 
All eligible employees who are parents of children born or adopted on or after 1 January 2011 are 
entitled to receive 18 weeks of paid parental leave at the Federal Minimum Wage rate.  To be eligible 
the person must, 

.1.1. Have worked at least 10 of the 13 months prior to the birth or adoption of the child, with 
no more than an 8-week gap between 2 consecutive work days;  
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.1.2. Have worked for at least 330 hours of paid work in that 10-month period (which is just 
over one day of paid work a week);  

.1.3. Not have worked between the date of birth or adoption of the child and their nominated 
start date for PPL;  

.1.4. Have an income of $150,000 gross or less in the financial year prior to the birth or 
adoption of the child or the date of their claim, whichever is earlier (indexed in line with 
the baby bonus); and  

.1.5. Be an Australian resident.  

5. Public Holidays 

Statutory public holidays which are published in line with Government Policy (Gazetted Public Holidays) are in 
addition to the above entitlements.  

6. Leave of Absence (unpaid leave) 

Subject to business requirements My Pathway Facility Services may elect to allow people to take Leave of 
Absence, without pay, for specific purposes not covered by any other type of leave. 

6.1 Procedure 
• Any person wishing to apply for Leave of Absence must submit an application in writing to your 

manager providing a minimum of two months’ notice, or as much notice as possible.  It must 
include: 

a. the proposed date of commencement of the leave; 

b. the proposed date of return to work;  and 

c. the reason for the proposed leave. 

• Approval of Leave of Absence will be at the discretion of the manager. 

• A period of unauthorised absence does not break an employee’s continuous service with an 
employer, though is not included towards the length of the employee’s continuous service 

• All Annual Leave entitlements must be exhausted prior to any Leave of Absence being taken. 

• Due to business requirements, My Pathway Facility Services cannot guarantee that a person 
taking Leave of Absence for a lengthy period will be able to return to the same role that he or 
she held prior to the leave commencing. 

• Any variation to the procedures set out in this policy will be at the discretion of the manager. 

7. Other Leave 

My Pathway Facility Services provides avenues for team members to be absent from the workplace for the 
following reasons: 

• attendance of Jury Service (Jury Service Leave); 

• death of a close relative (Compassionate Leave);  or 

• caring for a member of the household who requires temporary care (Carer’s Leave). 

Variation to the content of this Policy, which may be required to suit the needs of an individual, will be at the 
discretion of the manager. 
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7.1 Jury Service Leave Procedure 
• Any person who receives a request to attend Jury Service must advise the manager as soon as 

possible. Documentation from the relevant government department must be produced to 
support the advice. 

• My Pathway Facility Services may, at its discretion, elect to provide the person with a letter 
requesting that he or she be excused from jury service. The person should present this letter to 
the relevant government official through the appropriate channel. 

• When a person, other than a casual team member, is required to attend jury service, My Pathway 
Facility Services will allow that person to be absent from work for the required period without 
financial disadvantage.  My Pathway Facility Services will pay to the employee their normal 
salary.  The employee will be required to provide to My Pathway Facility Services any monies 
received from the government department.  

• Casual team members required to attend jury service will be allowed to be absent from the 
workplace. This time will be taken as leave without pay. 

7.2 Compassionate Leave Procedure 
• People, other than casual team members, may take two days compassionate leave per occasion, 

without loss of pay, upon the death, or life threatening illness or injury, of an immediate relative 
or a member of their household. For the purposes of this policy “immediate relative” shall be 
defined as: 

• child (including step-child) 

• husband 

• wife 

• father (including step-father) 

• mother (including step-mother) 

• brother (including step-brother) 

• sister (including step-sister) 

• grandparent 

• de facto or other permanent partner. 

• someone who has raised the person although not a close relative (could be an aunt, uncle or foster 
parent) 

• Casual team members shall be allowed time off without pay for the purposes of compassionate 
leave. 

• The two days compassionate leave should be consecutive days. 

• For the purposes of maintaining appropriate records, any Compassionate Leave taken should be 
recorded in writing. 

• Compassionate leave outside of the guidelines of this policy may be granted at the discretion of 
the manager. 

7.3 Carer’s Leave Procedure 
• People, other than casual team members, may utilise sick leave entitlements to care for 

immediate family or household members who are in need of care.  For the purposes of Carer’s 
Leave, “immediate family” shall be defined as: 
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• child (including step-child) 

• husband 

• wife 

• father (including step-father) 

• mother (including step-mother) 

• brother (including step-brother 

• sister (including step-sister) 

• grandparent 

• de facto or other permanent partner. 

• Or someone who has raised the employee although not a close relative (could be an aunt, uncle 
or foster parent) 

• Casual team members requiring Carer’s Leave shall be allowed 2 days per annum leave without 
pay. 

• In all cases where Carer’s Leave is taken, a certificate from a duly qualified Medical Practitioner, 
stating that the immediate family or household member requires constant care, must be 
provided to My Pathway Facility Services by the person. 
 

7.4 Family and Domestic Violence Leave 

7.4.1 Entitlement to unpaid leave 

 An employee is entitled to 5 days’ unpaid leave to deal with family and domestic violence, as follows:  

• the leave is available in full at the start of each 12 month period of the employee’s 
employment; and 

• the leave does not accumulate from year to year; and 

• is available in full to part-time and casual employees.  

Note:  

1.  A period of leave to deal with family and domestic violence may be less than a day by 
agreement between the employee and the employer. 

2.  The employer and employee may agree that the employee may take more than 5 days’ 
unpaid leave to deal with family and domestic violence. 
 

7.4.2 Taking unpaid leave 

An employee may take unpaid leave to deal with family and domestic violence if the employee: 

1.1.1. is experiencing family and domestic violence; and 

1.1.2. needs to do something to deal with the impact of the family and domestic violence and it is 
impractical for the employee to do that thing outside their ordinary hours of work. 

Note:  The reasons for which an employee may take leave include making arrangements for their 
safety or the safety of a family member (including relocation), attending urgent court hearings, 
or accessing police services. 

7.4.3 Service and continuity 
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The time an employee is on unpaid leave to deal with family and domestic violence does not count as 
service but does not break the employee’s continuity of service. 
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7.4.4 Notice and evidence requirements  

Notice 

An employee must give their employer notice of the taking of leave by the employee under clause 7.4. 
The notice: 

2.1.1.1. must be given to the employer as soon as practicable (which may be a time after the leave has 
started); and 

2.1.1.2. must advise the employer of the period, or expected period, of the leave. 

Evidence  

An employee who has given their employer notice of the taking of leave under clause 7.4 must, if 
required by the employer, give the employer evidence that would satisfy a reasonable person that the 
leave is taken for the purpose specified in clause 7.4.  

Note:  Depending on the circumstances such evidence may include a document issued by the police 
service, a court or a family violence support service, or a statutory declaration. 

7.4.5 Confidentiality  

Employers must take steps to ensure information concerning any notice an employee has given, or 
evidence an employee has provided under clause 7.4 is treated confidentially, as far as it is reasonably 
practicable to do so. 

Nothing in clause 7.4 prevents an employer from disclosing information provided by an employee if 
the disclosure is required by an Australian law or is necessary to protect the life, health or safety of 
the employee or another person. 

Note:  Information concerning an employee’s experience of family and domestic violence is 
sensitive and if mishandled can have adverse consequences for the employee. Employers 
should consult with such employees regarding the handling of this information.  
 

7.4.6 Compliance  

An employee is not entitled to take leave under clause 7.4 unless the employee complies with clause 
7.4 

“Leave application form can be found on the share drive” 

8. Pay & Pay Records 

We know the importance of pays and pay records, so strive to make them 100% accurate, easy to understand 
and on time every time. 

All new team members must complete an Employee Details Form before their first day of work.  

“Employee Details Form is located on the share drive” 

Wages are paid electronically into your account fortnightly in arrears on Fridays.  

Deductions can be made from your pay to other accounts if you require. Details of your pay appear on a pay 
slip which is distributed by Payroll. 

Superannuation is paid at the current superannuation guarantee contribution level to the fund chosen by you. 
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8.1 Tax File Numbers 
If you do not have a Tax File Number or can’t find your Tax File Number then you should complete a Tax File 
Number Application/Inquiry Form and send it to the Tax Office. Once you have obtained your tax file number, 
you must then inform your Manager who will forward your Tax File Number to Payroll.  

Unless Payroll receives your Tax File Number within 28 days from your start date, then tax at 46.5% will be 
deducted. If you have completed the Tax File Number Application/Enquiry, please mark it on the Employee 
Details Form. If you have not provided your Tax File Number and have not completed a Tax File Number 
Application/ Enquiry Form, you will be taxed at 46.5% immediately. 

8.2 Payroll Processing 
• New employment agreements, employee forms, inductions and your tax declaration must be 

completed and submitted to Payroll prior to commencement – otherwise you will not be paid. 

• Your timesheet must be signed by your Manager and submitted to Payroll by 8am on the Monday 
morning of pay week. 

NOTE – you will not be paid unless you have completed/submitted a timesheet. 

“Timesheets will be provided to you by your Manager” 

8.3 Payroll Queries 
If you have any questions about your pay, first raise them with your Manager. 

9. Personnel Files 

We believe in openness and honesty in our dealings with you. Your personnel file contains your name, title 
and/or position held, salary, changes in employment status, training received, performance evaluations, 
personnel actions affecting the team member, including discipline, and other pertinent employment 
information. No other personnel file is kept without your knowledge and approval.  

Payroll is required to maintain all team member records. It is your responsibility to promptly notify Payroll of 
any changes in your information such as personal mailing addresses, telephone numbers, email address, 
number and names of dependents, individuals to be contacted in the event of an emergency, bank details and 
any critical health information potentially impacting on your employment. 

It is your responsibility to notify Payroll of any change of address, telephone number or emergency contact 
details.  

9.1 Team Member Records: 
We keep the following records for each team member: 

• Full name of the employer. 

• Full name and address of the team member. 

• The date of birth of the team member. 

• The date on which the team member commenced employment and, if appropriate, the date of 
termination. 

9.2 Staff Privacy  
Employee records are private and confidential. Generally no-one can access them other than you, your 
employer and relevant payroll staff. However, Industrial Inspectors and union officials may be able to access 
your records (including personal information) to determine if there has been a contravention of workplace 
laws. 



Employee Policies and Procedures | 20 January 2022 | Version 1.9                                                                                  Page 14 of 44 

My Pathway Facility Services will not release your information to third parties unless the recipient has a legal 
right to know. My Pathway Facility Services will take reasonable steps to keep personnel files confidential to 
the extent permitted by law.  

Except for routine verifications of employment dates and most recent job title, no information from your 
personnel file will be released to the public, including the press, without a written request for specific 
information or your specific approval. Personnel files are treated with the strictest confidentiality.  

Only the Manager is authorized to disclose team member information. 

10. Corporate Credit Card 

10.1 Purpose 
• My Pathway Facility Services issues company credit card to certain employees for use in their 

jobs. This policy sets out the acceptable and unacceptable uses of such credit cards. 

• My Pathway Facility Services provides guidelines for employees issued with corporate credit card 
expenses when on official My Pathway Facility Services business. 

10.2 Scope 
• This policy applies to Directors/CEOs and employees and contract employees working for the My 

Pathway Facility Services Group. 

10.3 Definitions 
• “ATO" Australian Taxation Office 

• "Employee" means a person employed by My Pathway Facility Services who has an ongoing, 
fixed term or casual contract under the terms of the Employment Agreements 

• “Client” a non-employee, including visitors 

• “Company” EMG Facility Services Pty Ltd including all trading entities e.g. Queensland Facility 
Services and J & C Cleaning Service or My Pathway Facility Services 

• “Associate” widely defined and includes relatives, partners, spouses and children of the 
employee or partner 

• “FBT” Fringe Benefit Tax  

• “Food and Drink” The provision of food and drink to an employee in most instances is considered 
to be a meal entertainment benefit and may be subject to FBT 

• “Bank” Commonwealth Bank of Australia 

10.4 Procedure 
• Use of company credit card  

• Use of company-issued credit cards is a privilege that the Company may withdraw at any time, 
with or without cause. Upon an employee’s termination of employment at the Company, all cards 
must be returned to the Company. 

• The employee in possession of the company credit card is solely responsible for all purchases on 
the card and for ensuring that the card is not used by unauthorized personnel. Card numbers may 
not be distributed and should not be saved in online accounts. 

• Any credit card My Pathway Facility Services issued to an employee must be used for business 
purposes only and for purposes in conjunction with the employee’s job duties. Employees with 
such credit cards shall not use them for any non- business purpose. Non-business purchases are 
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considered any purchases that are not for the benefit of the Company including expenses for an 
associate. 

• Business-related expenses, such as food and lodging while on Company- approved business travel, 
may be purchased on the company credit card as long as these purchases are consistent with the 
Company’s travel and expense reimbursement policy. 

• All purchases must be approved within budget, financial delegation and prior to purchase. The 
employee must complete the purchase order requisition, including approval within financial 
delegations to finance department. The employee should attach a copy of the receipt and provide 
them together when submitting the receipt to finance department. 

• The employee in possession of the credit card is responsible for receiving, printing, and retaining 
all receipts related to purchases made on the company credit card. If a receipt is lost, attempt to 
obtain replacement or duplicate receipt from vendor, if not provided this will be an unauthorized 
transaction. 

• Receipts need to be returned to finance department within one day of the date of purchase. All 
receipts should be labelled with a description of what the purchase was for to ensure proper 
accounting of the purchase. Any receipts for meals or entertainment must be attached to a paper 
that clearly indicates the names of all persons attending the meal or entertainment and the 
business purpose of such event. Receipts and Invoices not provided in substantiation of expenses 
will be deemed to be a personal purchase in violation of this policy.  

• If any employee uses a company credit card for a personal purchase in violation of this policy, the 
cost of such purchase(s) will be considered an advance of future wages payable to that employee 
and will be deducted in full from the employee’s next pay. Any remaining balance will be deducted 
from subsequent pay until the wage advance is fully repaid. These deductions may take the 
employee’s wages below minimum wage for the pay period(s) in question. 

• If any employee uses a company credit card for a non-personal purchase that is not within the 
scope of the employee’s duties or the employee’s authorization to make business-related 
purchases, the cost of such purchase(s) will be the financial responsibility of that employee unless 
otherwise expressed in writing by Senior Leadership Team (SLT) member. The employee will be 
expected to reimburse the Company via deductions from pay until the unauthorized amount is 
fully repaid. These deductions will at no time take the employee’s wages below minimum wage. 

• In addition to financial responsibility and liability for wage deductions, any purchases an employee 
makes with a company credit card in violation of this policy will result in disciplinary action, up to 
and possibly including termination of employment. 

• This policy will remain in effect as long as employee has a company credit card or until a new policy 
has been issued and which clearly indicates that it is intended to be a replacement of this policy. 
to finance department and receive approval in writing before making the purchase. The employee 
should attach a copy of the purchase approval to the receipt and submit them together when 
submitting the receipt to finance department. 

• This policy will remain in effect as long as employee has a company credit card or until a new policy 
has been issued and which clearly indicates that it is intended to be a replacement of this policy. 

10.5 Acquittal of Monthly Cardholder Statements 
Cardholder Statements itemising transaction activity are issued on a monthly basis. Statements are received 
by Finance, for reconciliation. Finance Officer/s must reconcile and acquit monthly statement within 15 days 
of the Statement Date.  
 
Cardholders are required to furnish supporting documentation for unaccounted transactions, within one day, 
including receipts. (Repeated failure to account for all transactions may result in the credit card being 
cancelled).  

 
As part of the acquittal process the finance officer is to: 
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• examine each transaction and attach supporting transaction dockets and Tax Invoices. Where 
documentation in support of a transaction is not available the finance office should notate (on the 
statement) contact with cardholder, the reason and describe the nature of the expense; 

• highlight any transactions “in dispute” and so notify the Finance Administration Manager, who will 
pursue such charges with the Bank; 

• make notations on the statement (or attached Tax Invoice/s) where a transaction relates to 
entertainment/hospitality expenses as to the nature of the expense/s incurred, the purpose and 
details of the individuals to whom the expense relates (both My Pathway Facility Services 
employees and non-employees); 

• certify the Statement, in the space provided, that all charges shown are correct, were incurred for 
official purposes and are in accordance with policy; and 

• return the certified statement to the Finance. 
Finance will ensure that all cardholder statements are returned in a timely fashion and are properly 
supported, annotated and certified. 
 
Any expenditure that looks to be questionable in terms of its business nature is to be highlighted for the 
attention of the delegated approving officer. 
 
Acquittal of Monthly Cardholder Statements 
Delegated approving officers are to examine the nature of the expenditure shown on cardholder statements, 
in particular, entertainment/hospitality expenses, and if satisfied that all is in order formally approve the 
cardholder statement in the space provided.  
 
Please note: An officer other than the cardholder must approve expenditure charged to the cardholder’s 
credit card account. In the case of the Chief Financial Officer, credit card expenditure is to be examined and 
approved by the Chief Executive Officer or another senior manager delegated to undertake this expenditure 
approval role. 

10.6 Chief Financial Officer Accountability Requirements  
To ensure the effective implementation of the above accountability requirement the following 
procedures are required to be carried out: 

1. the Chief Financial Officer is to receive regular (quarterly) reports on card usage (by all card holders) 
highlighting – expenditure for the period and YTD in summary form; instances where the use of 
credit cards is contrary to policy guidelines (for example, credit limits exceeded, acquittal 
documentation not received on time, and any inappropriate use of a card) and action taken in 
relation to any such matters raised; 

2. the Chief Financial Officer is to certify (annually) that credit card use by all card holders has been in 
accordance with this policy. 

11. Company Motor Vehicle  

O Purpose of the policy 
This policy outlines the conditions and obligations of My Pathway Facility Services employees use of vehicles 
provided by My Pathway Facility Services. 

This policy, where relevant, operates in conjunction with an employee’s contract of employment. 

o Scope 
 This Policy applies to casual, part-time and full-time employees of My Pathway Facility Services. 

 This Policy does not form part of any employee’s contract of employment. 
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 This policy does not permit people who are not employees to drive My Pathway Facility Services 
Vehicles. 

o Responsibility for expenses 
If My Pathway Facility Services provides an employee with a motor vehicle, the employee is entitled to use it 
for work-related purposes. Reasonable personal use is also permissible in accordance with My Pathway Facility 
Services instructions from time to time, and subject to the restrictions specified in this Policy. 

Employees will be provided with a fuel card for exclusive use for the allocated My Pathway Facility Services 
vehicle. If excessive fuel consumption charges appear on the statement for the vehicle, My Pathway Facility 
Services may investigate and the employee may be required to reimburse My Pathway Facility Services for part 
or all of the costs. Employees are required to retain all invoices for fuel used for the vehicle and provide 
odometer reading at time of purchase. 

My Pathway Facility Services will pay all registration, taxes, insurance premiums, running costs, maintenance, 
and repair expenses associated with the running of the vehicle. My Pathway Facility Services vehicles have 
EToll tags. 

O Ownership of vehicle 
 At all times, the vehicle remains the property of My Pathway Facility Services 

o Vehicle use 
All travel in My Pathway Facility Services vehicles is to be undertaken in accordance with the Travel Safety 
Procedure located on the WHS Share Point site. Use of a My Pathway Facility Services vehicle is subject to a 
range of conditions. These conditions may differ depending on the type of vehicle or driver. 

Only authorised employees are permitted to drive My Pathway Facility Services vehicle 

Any person responsible for, in control of, a My Pathway Facility Services vehicle is to take due care for the 
condition and security of the vehicle and is to comply with policies and all relevant legislation, traffic laws, 
regulations and by-laws  

Non-employees are not permitted to drive My Pathway Facility Services Vehicles 

O Maintaining MY PATHWAY FACILITY SERVICES’s vehicle 
An employee who is provided with a vehicle must: 

11 take good care of the vehicle; 

12 ensure vehicles are used and maintained in accordance with the manufacturer’s requirements 
and specifications. The owner’s manual for each vehicle is stored in the vehicle’s glove box and 
drivers are encouraged to familiarise themselves with the features and correct operation of 
each vehicle by reviewing the contents of these manuals; 

13 if required by My Pathway Facility Services, ensure that it is properly and responsibly 
maintained and serviced, particularly in accordance with warranty requirements; 

14 ensure that the provisions of any insurance policy relating to the vehicle are observed; 

15 not allow the vehicle to be driven by anyone other than the employee. Written permission 
must be obtained from My Pathway Facility Services (SLT) for any other person to use the 
vehicle; 

16 not fit any accessories to the vehicle without prior written approval from My Pathway Facility 
Services; 
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17 pay all parking and traffic infringement penalties relating to use of the vehicle incurred by the 
employee and provide timely nominations to the appropriate authority for parking and traffic 
infringement penalties not incurred by the employee; 

18 ensure that the vehicle is securely locked when left unattended and that any alarm system 
fitted to the vehicle is turned on; 

19 ensure that the vehicle is available for use by other employees when required; 

20 drive and use the vehicle only for the purpose for which it is intended; 

21 ensure that the vehicle is properly garaged when not in use; 

22 when required by law, immediately report any accidents involving the vehicle to the police; 

23 maintain a logbook as provided by My Pathway Facility Services for all use relating to the 
vehicle; 

24 immediately inform My Pathway Facility Services of any faults or damage to the vehicle; and 

25 keep the vehicle clean and in good order. 

O Use of vehicle while on leave 
While the employee provided with the vehicle is on authorised leave, My Pathway Facility Services may, at its 
absolute discretion, allow the employee to use the vehicle subject to any conditions it may impose from time 
to time. For example, My Pathway Facility Services may require the employee to refuel the vehicle at the 
employee’s own expense whilst on authorised leave. 

O Licence 
Employees must maintain a current driver’s licence. An employee must notify My Pathway Facility Services 
immediately if their licence is suspended or cancelled. If it is a requirement of an employee’s employment to 
drive a motor vehicle, the suspension or cancellation of the employee’s licence will end the employment. 

O Return of vehicle 
The employee must return the vehicle when the employment is terminated, or at any other time as My 
Pathway Facility Services may direct. 

My Pathway Facility Services considers the provision of a motor vehicle as a significant privilege. Accordingly, 
MY My Pathway Facility Services reserves the right to withdraw use of the motor vehicle for any employee 
who is in breach of this Policy. Such breach may also result in other disciplinary action, including, but not limited 
to, termination of employment. 

Additionally, My Pathway Facility Services may inspect the motor vehicle at any time without notice. 

o Vehicle Usage Levels 

(for Employees with a Vehicle as part of the Salary Package) 

There are three vehicle usage levels that an employee can have allocated in their package as outlined below. 

Employees must follow these guidelines in order to maintain personal usage of the company vehicle. If an 
employee does not use the company vehicle in line with their allocated level of usage, disciplinary action will 
apply which could lead to the vehicle being withdrawn from their package.  
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• Level 1  

• This is referred to as garaging and generally applies where no secure storage facility exists. 

• Allows the employee to drive the vehicle to and from work, using the most direct route 
possible. No other passengers other than employees are able to use the vehicle. 

• If the allocated vehicle has upgraded features, such as a tow bar, roof rack, satellite phone the 
use of this feature must only apply for work purposes 

• Based on operational requirements, the Manager can authorise for this vehicle to be used for 
remote servicing or any other work-related usage when deemed necessary.  

• All employees have access to this vehicle during working hours 

• It is not to be used on holidays. 

• It is the responsibility of the employee to keep the vehicle clean and in a good working 
condition.  

• It is the responsibility of the employee to ensure the log book is up to date. 

• Level 2 

• Allows the employee to drive the vehicle to and from work and also within a 30km radius 
deviation of the direct route to the work office for private use.  

• It is not to be used on holidays unless permission is granted and it doesn’t affect the 
operational needs of the business. If permission is granted, fuel and running expenses are at 
your own cost. 

• Based on operational requirements, the Manager can authorise for this vehicle to be used for 
remote servicing or any other work-related usage when deemed necessary. Where available, 
a replacement vehicle will be provided in liaison with your Manager. 

• All employees have access to this vehicle during working hours. 

• If the allocated vehicle has upgraded features, such as a tow bar, roof rack, satellite phone the 
use of this feature must only apply for work purposes where deemed necessary by Manager. 

• It is the responsibility of the employee to keep the vehicle clean and in a good working 
condition.  

• It is the responsibility of the employee to ensure the log book is up to date. 

• Level 3 

11 Allows the employee to drive the vehicle to and from work and also within a 100km radius 
deviation of the direct route to the work office for private use.  

12 It is able to be used on holidays with permission. Fuel and running expenses are at your own 
cost. 

13 All employees have access to this vehicle during working hours. 

14 If the allocated vehicle has upgraded features, such as a tow bar, roof rack, satellite phone the 
use of this feature must only apply for work purposes unless approved by manager. 

15 It is the responsibility of the employee to keep the vehicle clean and in a good working 
condition.  

16 It is the responsibility of the employee to ensure the log book is up to date. 
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O Breaches of this Policy 

A breach of this Policy may lead to disciplinary action including, but not limited to, termination of 
employment. 

o Accident Procedure  

What to do in the event of an accident:  
17 Stop and switch off your engine to avoid fire and switch on your hazard warning lights.  

18 Your first priority must be the safety and care of any persons involved. Call an ambulance in 
case of injury or the fire brigade if there is danger of fire or where someone is trapped.  

19 Do not discuss what happened.  

20 DO NOT ADMIT LIABILITY, APOLOGISE OR OFFER ANY PAYMENT even if you consider the 
accident was your fault. To do so could invalidate the company’s insurance claim. Even a simple 
apology can be misconstrued at a later stage of the proceedings.  

21 Conversely, do not accept any offer to pay for any damage to your vehicle.  

 

Write down:  
22 Names, addresses and telephone numbers of any witnesses.  

23 The date and time of accident.  

24 The registration number of any vehicle whose occupants may have seen the accident.  

25 Name, number and station of any attending police officers.  

 

Obtain and write down third party(s):  
26 Name (if not owner, relevant particulars of owner).  

27 Address in full, and telephone number if applicable.  

28 Owner of vehicle(s) and addresses.  

29 Insurance company including policy numbers.  

30 Make, model, colour and registration of vehicle.  

31 Details of all damage.  

32 The number of people in the vehicle.  

33 REMEMBER you do not have to make a statement to the police, and it is better not to as you 
may be in a state of shock and could incriminate yourself. If you decide to make a statement 
write it down yourself and keep a copy.  
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• Travel  

O Purpose 
• My Pathway Facility Services recognises that there will be times when 

employees will be required to perform work outside the ordinary place of 
work or attend functions such as conferences or training sessions.  

• The My Pathway Facility Services Travel Policy provides guidelines for the 
purchase of business related travel within Australia and the payment of 
travel allowance and/or reimbursement of travel expenses when on official 
My Pathway Facility Services business. 

O Scope 
This policy applies to Directors/CEO’s, employees and contract employees working for My Pathway 
Facility Services (collectively referred to as travellers within this Policy). 

o Definitions 
• “Travel Allowance" is an upfront travel payment paid through the Payroll 

System which is a definite, predetermined amount to cover the estimated 
reasonable travel costs of employees not to exceed the prescribed rates in 
the My Pathway Facility Services Letter of Offer/Employment Contract  

• “Employee" means a person employed by My Pathway Facility Services 
who has an ongoing, fixed term or casual contract under the terms of the 
Letter of Offer/Employment Contract 

O Policy 
• Domestic Air Travel  

Travellers are expected to travel economy class. All airline travel must be booked at the best available airfare 
(either a full or discounted fare) providing it is suitable for the timing of the traveller’s business requirements.  

• There will be instances where travelling business class may be approved. Business class 
travel must be approved by the Directors prior to arranging the flights.  

• All travellers will be presented with a travel itinerary which should be confirmed by the 
traveller, if the traveller requests a change to the flights then the traveller may be charged 
an adjustment fee depending on the circumstances. If the change is due to an unforeseen 
circumstance, then the department manager must be advised and their approval sought 
for any costs to be covered by the Company. 
 

• Travel Accommodation  

• Accommodation will be paid for corporately based on expenditure budgets, suitability and 
availability  

• The categories of accommodation include Remote, Regional and City and include self-
contained, not self-contained, employees are responsible for additional charges  

• Corporately acceptable accommodation is in accordance with reasonable travel allowance 
rate and dependant on availability in remote communities. 
 

• Travel Expenses 
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• Travel expenses or TA will be paid in advance in accordance with the approved travel form 
directly to employee bank account. 

• Travel expenses include expenditure on meals, incidental private phone calls, car travel and 
other expenses associated with Travel. Travel expenses must be reasonable, with due 
consideration being given to factors such as traditional custom, geographical cost of living 
and acceptable community practice. 

• Hire car are to be refuelled prior to return to hire company and receipt to be retained for 
reimbursement. 
 

• Approval Process 

• A travel requisition form request is to be completed for all domestic travel and approved in 
line with the delegation of authority.  Under no circumstances can an employee approve 
their own expenditure. 

• Approved travel form request is to be forwarded (e-mail is preferred) to travel function with 
a lead time of two weeks (preferred).  

• Travel function will book and pay for air travel and accommodation on corporate credit 
card in advance. 
 

• Frequent Flyer Schemes 

• Where employees have frequent flyer schemes, points accrued can be for personal benefit. 
Employees are responsible for providing travel function with correct details. 
 

• Approval Requirements  

• All approvals must be obtained before the travel is booked. 

• Domestic travel must be approved by the relevant line manager/supervisor according to 
budget limitations.  If budget restraints exist approval from the relevant SLT member must 
be sort. 

• Private Car Usage  

o Purpose 
This document establishes a policy governing the payment of travel allowance and reimbursement of parking 
fees when a private vehicle is used for work purposes. 

o Car Usage 
Travel, using your own vehicle, will be paid for at the current rates as per the Australian Tax Office guide.  As 
at July 2018 this rate is 78 cents per kilometre. 

Staff are to complete an expense claim form noting the following: 

• the date;  

• trip (eg Herston to North Lakes return);  

• the kilometres travelled; and  

• purpose of trip.   

NB: The claim will be approved by the Chief Executive Officer. 
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o Reimbursable travel 
The Tax Office ruling on deductible expenses for using your car for work provides that:  

“You can claim the cost of using your car to travel: 

• from your normal workplace to an alternative workplace – for example, a client’s premises – 
whilst on duty, and back to your normal workplace or directly home, or 

• from your home to an alternative workplace for work purposes, and then to your normal 
workplace or directly home. 

Ordinary travel to and from work is not a work related car expense. This is so even if:  

• you have to travel between home and work more than once a day, or 

• you are required to travel to work outside normal hours, or 

• you do minor tasks (such as picking up mail) on your way to or from work, or 

• your home was a place of business and you travelled directly to a place of employment.” 

o Responsibility 
It is an offence for the driver to use a mobile phone whilst a vehicle is being driven or is in a stationary position 
in traffic, unless it is being used with a hands-free kit. Even with legal hands free kit My Pathway Facility Services 
still believes the use of a mobile phone increases risk dramatically and employees are expected to use sensible 
judgement to restrict calls on the move to situations where there is little or no risk.  

The vehicle must have adequate insurance.  Any fines incurred of any nature will be your personal 
responsibility. 

o Parking Costs 
Parking costs will be reimbursed when they are incurred when you are on work business away from 
your normal place of work.  An expense claim form noting the date, trip and purpose will be approved 
by the Chief Executive Officer. 

Parking fines will not be paid by My Pathway Facility Services.  These are the responsibility of the driver 
of the vehicle.  

Parking fees while at your normal place of work are your own responsibility. 

“Expense claim form can be found on the share drive” 
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• Hours of work 

Full Time - Average 38 ordinary hours per week based on award   

Part Time - Minimum 4 hours per day (predictable days) 

Casual  - Minimum 3 hours per shift + 25% loading based on award 
 

• Fitness for Work 

1. PURPOSE 
It is the goal of My Pathway Facility Services to prevent harm to all of our team members at all worksites, 
whether it is in the office building, vehicle or accommodation. To reach this goal My Pathway Facility Services 
will comply with the requirements of legislative and regulative standards relating to workplace health and 
hygiene. 

 

This procedure sets out to define key terms, describe key roles and outlines steps for eliminating the risk of 
work-related health illnesses and how to handle team members, clients or visitors who may be under the 
influence of drugs and alcohol. 

 

1. SCOPE 
All workers of My Pathway Facility Services (whether full-time, part-time or casual) and all persons performing 
work at the direction of, or on behalf of My Pathway (for example subcontractors) collectively referred to as 
“workers” or “Staff”, and 

 

All of My Pathway Facility Services client workplaces and to other places where workers may be working or 
representing My Pathway Facility Services for example, when visiting a customer, travelling whilst on work 
time, client or supplier (collectively referred to as “workplace”). 

 

2. DEFINITIONS 
Drugs  

Include any substance (prescription or abusive) that alters or impairs your coordination and thought processes.  

 

Fatigue 

Fatigue is a condition that can impair a worker’s fitness for work albeit work related or otherwise. 

 

Work related injury  

A workplace injury which requires first aid and/or medical treatment. 

 

Work related illness 

An illness attributable from a work process, environment or condition causing an illness to a worker.  This can 
be from a short term or long term exposure to the illness source. 
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Non work related injury/illness  

An occurrence that does not arise out of, or in the course of employment. 

 

Injury Management    

Injury Management is a managed process involving medical assistance and early intervention aimed at 
returning injured or ill workers to their pre-injury level of functioning. 

 
Property  

All sites, business premises, transportation, mobile equipment, accommodation under the control of, either 
partially or fully, owned, hired or leased, by My Pathway Facility Services or its clients’. 

 
3. RESPONSIBILITIES 
Chief Executive Officer (CEO) 

• Review and approve all WHS system writings. 

• Advise the Board of Directors (BOD) on matters concerning legislative and regulative change that 
may affect business planning and BOD liability. 

• Provide the human and financial resources that will ensure the requirements of all legislative and 
regulative ruling applicable to the organisation are satisfied.     

• Act as the PCBU for the business. 

 

Managers and Supervisors 

• Shall participate in fitness related incident investigation and reporting training.  

• Shall assist their managers in all high level fitness incident investigations.  

• Shall conduct and report on low fitness related injury incident investigations.  

• Shall ensure that all injuries either work related or non-work related are reported to the 
rehabilitation coordinator.  

• Shall actively assist the rehabilitation coordinator in identifying suitable duties to develop return-
to-work plans for those suffering an injury. 

• Shall adjust workplace procedures and rosters, to reduce fatigue and enable successful 
implementation of a suitable duties plan. 

• Shall monitor the worker’s hours and an ill or injured worker’s progress. 

• Shall ensure that all injured workers adhere to their rehabilitation and suitable duties programs. 

• Pass on lessons learnt from incident events to workers through the toolbox talk or prestart 
process.  

• Shall generally offer support and encouragement to a worker battling with an alcohol or drug 
addiction or an injured or ill worker.  

• Shall provide information around our support services available, such as our Employee Assistance 
Programme (EAP), our Mental Health Policy, and our Health and Wellbeing program 
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Workers  

• Shall participate in fitness related incident investigation and reporting awareness training.  

• Shall report on all injuries both work-related and personal to their direct supervisor.  

• Shall assist their manager in the completion of corrective actions stemming from fitness related 
incident investigations. 

• Shall undertake in EAP and other support programs as required. 
 

Injured Workers 

• Shall report on all injuries that occur within their area or at outside of the workplace as soon as 
practicable. 

• Shall take care to prevent injuries to themselves or other. 

• Shall cooperate in their rehabilitation / return to work plan. 

• Shall provide accurate information about any aspect of the claim. 

• Shall cooperate in workplace changes that will assist other injured workers. 

• Shall attend medical and rehabilitation assessments. 

• Shall comply with any physical restrictions placed upon you by your doctor – even when not at 
work. 

 
Workplace Health and Safety Manager 

• Shall monitor all fitness related incidents and reporting frequencies to ensure the requirements 
of this procedure are followed.  

• Assist in department fitness related incident investigations and reporting and enter into the 
Incident Reporting Database.  

• Collate all fitness related incident statistics from all Property, into the monthly management 
report and WHS and other worker meetings.  

• Assist in furnishing investigation and other reports as requested by regulatory authorities and 
other government departments.  

• Assist in developing toolbox talks and other training media for departments to access as a 
component to educating workers in being fit for work.  

 
Health and Safety Committee 

• Be consulted about the development, establishment and implementation of fitness for work 
measures and procedures. 

 

4. FIT FOR WORK MANAGEMENT 
 
Alcohol and Drugs 

My Pathway Facility Services workers and subcontractors shall be required to carry out their work tasks free 
of psychological impairment from substances. My Pathway Facility Services has a zero tolerance to alcohol and 
drugs that can adversely affect work performances.  
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No staff member shall consume alcohol or drugs during their rostered time of work. Supervisors shall remain 
vigilant of workers or subcontractors who show signs of alcohol or drug impairment in the workplace.  

 

Staff suspected of being under the influence of alcohol or drugs shall be counselled by their manager, and 
referred to the Workplace Health and Safety Manager. A manager may request staff members to undertake a 
fitness for work assessment by a suitably qualified independent medical examiner. Where a test result is 
returned that indicates impairment is likely, the worker shall be referred to his/her manager and Human 
Resources for further action.  

Subcontractors found at My Pathway Facility Services sites under the influence of alcohol or drugs shall be 
removed off site and their respective employer notified.  

 

Where a medical condition requires a worker to be on medication that could potentially cognitively impair the 
worker decisions or actions, the worker shall notify his/her manager prior to the start of work. The manager 
shall then seek advice from the Workplace Health and Safety Manager to determine if alternate duties are 
available or if they need to take sick leave until fit for normal work duties. 

  

Workers may, as a necessity of their employment, be required to enter and/or work in Aboriginal and Torres 
Strait Islander communities who are subject to alcohol restrictions. These restrictions either ban or limit the 
amount and type of alcohol you can take into a community, and restrictions differ from community to 
community. Fines of up to $75,000 and/or 18 months imprisonment may apply if you do not adhere to these 
restrictions.  Workers will be advised of these before entering these communities.   

 

Heat Stress  

Workers who do not adequately hydrate are at risk of dehydration and heat stress. The Workplace Health and 
Safety Manager shall promote heat stress awareness for all workers, detailing preventative measures that can 
be taken by individuals to prevent heat stress.  

 

Where possible, water shall be made available on sites. All workers shall be encouraged to adequately hydrate 
during work periods. Workers working in outside areas should dress appropriately to protect exposed skin 
areas from the sun  and apply sunscreen to unprotected areas of skin. Workers who require additional sun 
protection may approach their manager to organise such protection.  

 

Stress Management  

Stress can arise from a variety of sources including at work or home situations. Where a worker shows visible 
signs of stress, the manager shall remove the worker from their work area and talk with the worker to establish 
the root cause of their stress. All attempts shall be made in eliminating or reducing stress related situations 
within the workplace.  

 

Where the manager cannot assist a worker with stress related issues, the situation shall be referred to Human 
Resources to resolve. All avenues of investigating and resolving the stress situation shall be exercised to 
prevent a workplace illness developing.  

 

The Workplace Health and Safety Manager shall promote stress awareness for all workers, detailing 
preventative measures that can be taken by individuals to prevent stress.  
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Fatigue  

Fatigue is a condition that can impair a worker’s fitness for work. Common symptoms of fatigue include loss 
of alertness, impaired decision making and inability to assess and respond to risks and hazards. 

 

Fatigue can be caused by a range of work and non-work related factors including but not limited to:  

• A lack of adequate sleep  

• Physically or mentally demanding activities  

• Drugs (prescription and non-prescription)  

• Illness or disease.  

• Travel Fatigue 

 
Managers and supervisors shall ensure workers rosters are managed to prevent fatigue in the workplace. If a 
worker shows signs of fatigue, the manager shall counsel the worker to establish the root cause of his/her 
fatigue.  

Where a worker’s fatigue is affecting his/her safe work or the safe work of others, the manager shall remove 
the worker from the work area. The supervisors or manager shall then report the matter as an incident to the 
Workplace Health and Safety Department. The Chief Executive Officer (CEO) shall be advised of the situation 
and take the required actions to manage the situation. 

 

Alcohol consumption exemption 

There is a general expectation that alcohol will not be consumed on company property. Exceptions may be 
made for appropriate work functions when manager approval is granted (i.e. client entertainment, staff 
farewells). At such functions, even if they are after normal working hours, workers are responsible for ensuring 
their behaviour and interaction with others remains appropriate at all times with company policies and 
procedures. Behaviours should also be in line with current responsible service of alcohol guidelines. 

 
Personal Injuries 

Where a worker has a non-work related injury or there is a concern that the worker’s injury or illness may put 
themselves or other workers at risk, the worker shall report the issue to his supervisor or manager prior to 
start of work on the day. If the supervisor or manager find the injury with require clearance from a doctor, 
they will follow the steps outlined in the Injury Management Procedure.  

 

Fitness for Work Training 

All workers receive the basic injury management training through the My Pathway Facility Services training 
program. Through the induction program, all participants shall at a minimum, know the correct reporting 
process for injuries and their role in the rehabilitation process.  

• Time Off in Lieu (Toil)    

o Purpose 
This document establishes a policy outlining the conditions that apply when employees are required to work 
hours in excess of their ordinary working hours. 
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The intention is that the conditions for the accrual of time in lieu are applied fairly and consistently across My 
Pathway Facility Services. 

o Definitions 
TOIL - Time off in lieu of overtime.  Instead of being paid at overtime rates for the additional hours worked the 
employee may elect to have hours accrued to be taken off at a mutually convenient time in the future. 

ACCRUE - Accrue means to add to.  In terms of this policy it means that for each hour worked an hour of leave 
is accrued (add to) the employees accrued leave balance rather than them being paid in cash for the hours 
worked. 

o (TOIL) 
TOIL is accrued at an hour for hour rate (eg. 1 additional hour worked = 1 hour accrued) 

TOIL must be taken at a mutually acceptable time. (ie. TOIL applications may not be approved if there is a 
genuine need for that employee to be available to work at that time). 

TOIL may not be accrued for time worked without approval or direction from a delegated supervisor. 

Additional considerations for TOIL include: 

Accrual bank not to exceed 36 hours. 

TOIL taken is not to exceed 3 consecutive days in duration. 

TOIL balances held at termination of employment will not be paid out.  All accrued TOIL must be taken prior 
to termination of employment. 

o Travelling Time (TOIL) 
The calculation of travelling time will normally be based on the most practical and economical form of 
transport available for the journey. 

Travelling time during normal work hours is calculated as work.  Travelling outside of normal work hours is 
calculated as TOIL. 

TOIL is accrued at an hour for hour rate (eg. 1 hour travel = 1 hour accrued TOIL). 

o Responsibilities 
It is the responsibility of the supervisor/manager to monitor accrual of TOIL when authorising employee 
timesheets. 

• Superannuation 

In addition to your salary and wages superannuation at the current superannuation guarantee contribution 
level is paid on your behalf by My Pathway Facility Services, into a superannuation fund of your choice. 

• Termination  

o Either you or My Pathway Facility Services may terminate your employment with 
My Pathway Facility Services on giving written notice as per the period of notice as 
shown in your employment agreement.   If no date is provided then the following 
notice periods must be adhered to: 
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Continuous Employment Notice Period 

Not more than 1 year 1 week 

More than 1 year but not more than 3 years 2 weeks 

More than 3 years but not more than 5 years 3 weeks 

More than 5 years 4 weeks  

o My Pathway Facility Services may terminate your employment at any time without 
notice if, in its opinion, you are guilty or any serious misconduct, neglect of duty or 
dishonesty.   

o Subject to any written agreement to the contrary, upon termination of your 
employment with My Pathway Facility Services, all sums owing by you to My 
Pathway Facility Services, if any, shall be repaid by you immediately whether such 
sums are then due to be paid or not and may be deducted by My Pathway Facility 
Services from any severance payments that may be owing to you. 

o Upon termination of this agreement for any reason, you are to deliver to My 
Pathway Facility Services (without retaining copies of the same) all documentation 
and information (in whatever form it is held including but not limited to written, 
graphic or electromagnetic form) which is in your possession or control relating to 
the business carried on by My Pathway Facility Services.  You are also to provide to 
My Pathway Facility Services all relevant passwords, if any, to enable My Pathway 
Facility Services to access all data and information on the computer files which have 
been in your care or control during the term of your employment. 

o After termination of this agreement, any provision of this agreement remaining to 
be performed or which, by its terms must continue to be observed, continues to 
have effect. 

• Performance Management Program  

To ensure that you perform your job to the best of your ability it is important that you be recognised for good 
performance and that you receive appropriate suggestions for improvement where necessary.  Consistent with 
this goal your performance will be reviewed on an ongoing basis.  

o Procedure 
The performance of all people employed by My Pathway Facility Services is monitored and measured 
on an ongoing basis focusing on achievement of results.  A “Performance Assessment”, which covers 
all aspects relating to employment with My Pathway Facility Services is completed bi-annually for each 
person.  

1. Each manager, will ensure that a formal Performance Assessment is completed for each team member 
bi-annually.  The Assessment will detail the performance of each of his or her people. 

2. The manager will discuss the Performance Assessment, in detail, with the relevant team member. 

3. The person will be provided with an opportunity to comment on the manager’s assessment of his or 
her performance and all comments will be recorded in writing and attached to the Performance 
Assessment. 
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4. Yearly remuneration reviews take into account factors such as: the results of annual performance 
assessments, the results of monthly or quarterly reviews, and whether the employee is meeting 
performance expectations. 

Performance review material can be found on the share drive  

• Training & Development 

My Pathway Facility Services recognises and accepts that, to remain leaders in our field, people must be 
appropriately skilled in their roles and must be proficient in all areas of knowledge and technology relating to 
our industry. 

o Procedure 
• Induction 

All new employees will receive an appropriate induction which prepares them for employment with My 
Pathway Facility Services. 

It is process of bringing/introducing/familiarising a new recruit into the organisation. This program familiarises 
the new employee about the culture, accepted practices and performance standards of the organisation. 

Induction should be conducted on the first day of the new recruit. The importance of induction cannot be 
underestimated. 

• Skills Training 

Most roles within My Pathway Facility Services require skills that are specific to our systems, processes and 
customer service requirements. People will receive training in these My Pathway Facility Services job specific 
skills upon commencement of employment. 

This training is conducted by the person’s manager or another nominated, experienced team member. 

• Career Development 

On-going technological advancement and new approaches to service will determine that conferences, 
seminars and training programs will be conducted by external groups that may be of advantage to My Pathway 
Facility Services and its people. 

It may be beneficial for people to attend these programs as they arise, provided that the content of the 
program will provide the person with additional skills, knowledge or experience that can be applied in the 
workplace to the benefit of My Pathway Facility Services. 

Attendance of these programs may be at the instigation of the Company or the person. 

Any person wishing to attend an external program for the development of his or her career should discuss the 
program with the manager and obtain their approval. 

All training costs will be paid by My Pathway Facility Services.  All costs are to be repaid by the employee if the 
training is not completed or if the employee is dismissed (for any reason, other than lack of work) or resigns 
within one year from completing the training.  The employee will be advised of all costs before the 
commencement of the training. 

• Personal Development 

People who wish to undertake tertiary study or other personal development programs are strongly 
encouraged to do so. 
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• Individual Development Plan 

People may, as an outcome from skill requirements, performance assessments and the requirements of the 
business, have Individual Development Plans that outline the Training and Development that the person will 
undertake over a specified period. 

These plans are to be used as guidelines to achieving optimum knowledge and performance only and are not 
a guarantee that the person will be provided with the activities outlined. 

• Flexible Working Hours   

o Job sharing 
Job sharing is an arrangement in which one full-time job is shared between two part-time staff.   

A job-share arrangement is not an automatic entitlement.  For certain jobs, it might not be possible at all.  
However, My Pathway Facility Services will consider all requests and will treat each case on its own merit. 

My Pathway Facility Services will initially consider the following factors supplied by the staff member: 

• reasons for requesting job-share 

• days per week the staff member wishes to work 

• effective date of commencement 

• any other matters which the staff member believes may be relevant to the  decision by the 
company to accede to the request 

The manager will then assess and prepare a business case if it is thought there is sufficient merit in the staff 
member’s proposal that will have regard to a number of factors including the following: 

• nature of the department 

• type of work being conducted 

• volume of work 

• continuity issues 

• servicing and undertaking of all duties and functions 

• communication and interpersonal skills 

• additional costs to the company due to the proposal 

• reduction in the ability of the company to properly secure clients 

 

Staff Characteristics: 

• reliability 

• management of work output 

• application and drive 

• quality of work 

• relationships with internal and external clients 

• ability to work as part of a team 

 
Staff member’s past performance: 
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• length of service 

• general performance 

• value and prospect of continuing the employment relationship 

• demonstrated team player 

• valued member of staff 

 
Benefits to My Pathway Facility Services: 

• benefits to the department 

• benefits to the other team members 

 
In processing an application the company’s intention is to identify and highlight positive past performance that 
lends weight to the job-share proposal.  The staff must recognise that job-sharing involves a high standard of 
skills necessary to perform a job e.g. organisational, interpersonal and technical. The staff member’s past 
performance may provide an indication of whether job sharing is feasible.  Further, as the agreement to a 
request for job-sharing is in the nature of a benefit and is not an entitlement, the company considers it 
appropriate to take into account matters such as length of service and commitment. 

The business case is first presented to the manager, and then reviewed by the manager who puts a 
recommendation to the Chief Executive Officer for final approval. 

Once approved the Chief Executive Officer will assist in finding a suitable staff member with whom the job 
would be shared.  Should the Chief Executive Officer determine that the arrangement ceases to be suitable to 
the business, the arrangement will be terminated with the provision of four weeks notice. 

o Flexible Working Hours / Part Time  
Where possible My Pathway Facility Services endeavours to assist staff to balance work and family life, we 
understand it can sometimes be necessary to alter working hours to meet some of these commitments. 

Part-time working hours is not an automatic entitlement and for certain jobs it may not be possible.  The 
company will consider all requests however, as part-time is in the nature of a benefit and not an entitlement, 
the company will take into account matters such as: 

• impact on the work team and operational efficiency 

• reliability 

• management of work output 

• application and drive 

• quality of work 

• relationships with internal and external clients 

• ability to work as part of a team 

A recommendation is first presented by the staff member’s manager to the Chief Executive Officer for 
approval.  

• IT & Communications Systems Security 

o Purpose 
• My Pathway Facility Services is committed to responsible use of 

Communication and Information Technology (Comms and IT) systems. This 
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Policy sets out the standards of behaviour expected of persons using My 
Pathway Facility Services Comms and IT facilities. 

• Our group promotes and creates a work environment, which permits and 
encourages the efficient transfer and receipt of digital data and therefore 
assists the company to achieve a competitive advantage. 

• This policy applies to the use of all IT & Communication Systems, including 
phones, computers, email, internet and other devices supplied by My 
Pathway Facility Services, regardless of whether the use is in the office or 
off-site. 

o Scope 
• This policy applies to My Pathway Facility Services Pty Ltd as a corporate 

entity, members of the My Pathway Facility Services Group as a whole, and 
all staff (regardless of their mode of employment) of My Pathway Facility 
Services and its controlled entities. 

• This policy applies to all My Pathway Facility Services employees, including 
all subsidiaries, contractors and visitors in the workplace who use My 
Pathway Facility Services devices and/or systems. 

• The policy also applies to users who contribute to external blogs and sites 
that identify themselves as associated with the My Pathway Facility 
Services. 

• This Policy also sets out the type of surveillance that will be carried out in 
the My Pathway Facility Services workplace, relating to the use of My 
Pathway Facility Services devices and/or systems. 

• This Policy does not form part of any employee’s contract of employment. 
Nor does it form part of any other user’s contract for service. 

o Definitions 
• “Sensitive information” is defined as information which, if made available 

to unauthorized persons, may adversely affect My Pathway Facility 
Services, its programs, or participants served by its programs. This includes 
but is not limited to trade secrets of My Pathway Facility Services; non-
public information about the business and affairs of My Pathway Facility 
Services such as: pricing information such as internal cost and pricing rates; 
marketing or strategic plans; commercial and business plans; contractual 
arrangements with third parties; tender policies and arrangements; 
financial information and data; sales and training materials; technical data; 
designs; policies and procedures documents; information which is personal 
information for the purposes of privacy law; and all other information 
obtained My Pathway Facility Services or obtained in the course of working 
or providing services to My Pathway Facility Services that is by its nature 
confidential. 

• “Business Purpose” refers to business-related communications. 

• “Blogging” means the act of using web log or ‘blog’. ‘Blog’ is an abbreviated 
version of ‘weblog’ which is a term used to describe websites that maintain 
an ongoing chronicle of information. A blog is a frequently updated website 
featuring diary-style commentary, audio-visual material and links to 
articles on other websites. 
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• “ITC Systems” refers to Information Technology and Communication 
Systems which includes all My Pathway Facility Services telephone, fax, 
internet, email, and electronic facilities which are used both, inside and 
outside working hours, in the workplace of My Pathway Facility Services or 
at any other place while performing work for My Pathway Facility Services. 
It includes, but is not limited to, desktop computers, laptops, tablets, 
mobile phones and other handheld electronic devices, as well as any 
personal devices accessing company systems and any other means of 
accessing My Pathway Facility Services Communications and IT facilities. 

• “Intellectual property” means all forms of intellectual property rights 
throughout the world including copyright, patent, design, trade mark, 
trade name, and all confidential information and including know-how and 
trade secrets. 

• “Removable Media” is defined as devices or media that is readable and/or 
writable by the end user and are able to be moved from computer to 
computer without modification to the computer. This includes flash 
memory devices such as thumb drives, SD cards, cameras, MP3 players and 
PDAs; removable hard drives (including hard drive-based MP3 players); 
optical disks such as CD and DVD disks; floppy disks and software disks 

• “Encryption” is a procedure used to convert data from its original form to 
a format that is unreadable and/or unusable to anyone without the 
tools/information needed to reverse the encryption process. 

• “Malware” is defined as software of malicious intent/impact such as 
viruses, worms, and spyware. 

o Policy 
• General ITC System Use 

• ITC Systems must primarily be used for business purposes. Accessing material through these 
systems other than for business purposes may lead to disciplinary procedures. 

• Users are permitted limited and reasonable personal use. However, any such personal use 
must not impact upon the user’s work performance, My Pathway Facility Services resources, 
or violate this Policy or any other My Pathway Facility Services Policy. 

• A user must not conduct personal use if that use interferes with the efficient business 
operations of My Pathway Facility Services or relates to a personal business of the user. 

• My Pathway Facility Services is legally responsible for all communications and will therefore 
review these communications where it deems necessary. 

• My Pathway Facility Services gives no warranty or assurance about the confidentiality or 
privacy of any personal information disclosed by any user in the course of using our ITC 
Systems for personal purposes. 

• Files, Data & Software 

• Users must store company related material in appropriate network storage locations such as 
their provided my documents store, group/department network shares and The Sharepoint 
Team Sites. This ensures data security is maintained and is included in regular backups. 

• All files hosted on ITC Systems can be traced to their original owner. Unauthorised material 
and files may be removed without warning. Prohibited material includes: 

a) Multimedia content of a personal nature. 
b) Unapproved applications. 
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c) Personal information and documentation unrelated to work. 

• Staff are accountable for the data they transfer into and out of the My Pathway Facility 
Services ITC System. They must make every effort to ensure the validity of the data and that 
the data is not being transferred from unsecured system that could possible contain 
malware. 

• At the end of a business day, users must implement the practice of saving and closing all open 
work and restarting the computer/device. These devices should be allowed to remain on 
overnight allowing system maintenance tasks and backups to run effectively and timely. 

• Note that computers/devices may be restarted without warning outside of business hours. 

• Staff need to ensure the physical security of portable devices such as laptops is maintained 
when these are removed from the office. For example, these devices should never be left 
unattended in public areas or left unsecured or visible in vehicles. 

• My Pathway Facility Services operates only corporate standard software and other 
authorised programs. These programs are all vetted by the IT Department to ensure security 
and compatibility is maintained. The IT Department must authorise and perform the 
installation of all software to ITC Systems. This ensures they are able to carry out their 
support duties and that the efficiency of the systems is not compromised. 

• Removable Media 

• Copying, moving, and storage of sensitive data onto removable electronic media is prohibited 
unless explicitly authorized for a defined business need 

• If staff need to share information with outside organisations or people, they should only use 
removable media if there isn’t a more secure option available. Users must have the 
permission of the data owner to share the information and must ensure the data and the 
removable media are stored securely. 

• Any one time copy activities will be performed by the IT Department. They will have USB keys 
approved for this activity. Any data to be copied will be approved by your line manager and 
HR/Compliance if it is regarding copying of corporate or sensitive data. 

• Users must securely store all removable media to ensure it is not lost, stolen or damaged. If 
Users are using removable media to transfer data, they must be able to show that they have 
taken reasonable care to avoid damage or loss when transporting the removable media. 

• Users should make sure data on removable media is stored and transported securely, in line 
with the type of data and its sensitivity. 

• If a User’s removable media device is lost or stolen, they must report it to the IT Department 
as soon as possible using the Information Security Incident Reporting process. 

• Any removable media device that is no longer needed must be returned to the IT Department 
so that it can be securely sanitised/destroyed. 

• Telephones & Facsimile (Fax) 

• Private telephone numbers of employees are not to be released to clients or any other 
person unless the staff member gives specific instructions to issue this information. Personal 
calls should be kept to a minimum. 

• Taking down of messages should include the name of the person who made the contact, the 
date and time, and a return phone number or other communication path. 

• Facsimile (fax) is quickly becoming a redundant technology and should be used as a last resort 
only when other methods of communication are not available. In the first instance staff 
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should endeavour to use the more flexible scanning and emailing procedure over traditional 
fax. 

• Sensitive information should not be transmitted by fax machine but rather should be scanned 
and emailed. 

• Usage of all telephony services are monitored, and costs identified as personal use will result 
in cost recovery procedures. 

• Staff are to be aware of the potential risk of discussing sensitive information in areas where 
conversations can be overheard by others. If this is identified staff should move to secure 
offices/boardrooms to make these calls. 

• Mobile and Satellite Phones 

• Company provided mobile phones are to be used primarily for fulfilling business 
responsibilities. Personal use is permitted providing the usage does not impact work duties 
or result in excess usage charges. If service fees or charges exceed the monthly quota as a 
result from personal use, the employee is responsible for making payment for those fees and 
charges and any related billing costs. 

• Employees are prohibited from installing unapproved and unauthorized software or Apps on 
company-provided mobile phones. Employees shall refrain from downloading additional 
software and services, including distinctive ring tones, games and other messaging services, 
to company-provided mobile phones. 

• No employee may connect, dock or otherwise synchronize any unapproved mobile phone, 
whether owned personally by the employee or provided by the company, with any company 
computer, laptop, server, system or network, without the prior written consent of the IT 
manager. 

• Employees provided with mobile phones are responsible for the security of those devices. 
Employees are to keep the devices on their person at all times whilst traveling. In the event 
a mobile phone is lost, stolen or misplaced, the IT Department should be notified 
immediately so that appropriate action can be taken to secure/wipe the device. 

• No sensitive, proprietary or confidential information (excluding company email) is to be 
stored on mobile phones at any time. SMS messages must not be used to transmit sensitive 
data. 

• When using mobile phones there is a potential risk of sensitive information being overhead 
by others. Staff need to be aware of their surroundings and appropriate action taken to 
reduce this risk. 

• Staff must take care when pairing their device with Bluetooth accessories to ensure that 
connections are made only to the device intended 

• Mobile phones will be issued where the role is deemed to require one. Personal mobile 
devices will not be supported for work purposes. 

• Personal devices should remain switched off during the day. Staff members are always 
contactable via their company phones should there be an emergency. 

• SIM cards issued by the group should remain in their assigned device unless instructions are 
received by the IT department to the contrary. 

• Satellite phones are strictly for company use only and will be monitored. No personal calls 
are permitted except in the case of emergency or exceptional circumstance. 

• Emails 
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• A signature block including a disclaimer is automatically generated and included in all My 
Pathway Facility Services emails and must not be removed or otherwise tampered with. Staff 
can ensure the details in this signature are correct by using the Directory Update program 
found on Share Point. 

• If a user receives an email which the user suspects contains a virus, the user should not open 
the email or attachment to the email and should immediately contact the IT Department for 
assistance. 

• If a user receives an email the content of which (including an image, text, materials or 
software) is in breach of this policy, the user should immediately delete the email. The user 
must not forward the email to any other person and/or location. This should be reported to 
the IT Department 

• The following precautions and behaviours must be taken: 
d) DO NOT send email messages (including attachments) over 10 megabytes. Large files can tie 

up the interstate data links and cause extreme frustration to other users. Content larger than 
2megabytes should be sent via other methods where possible. 

e) DO frequently undertake housekeeping of your mailbox using the guides provided. 

• As the use of email increases, more disk space is required to store messages. Users will be 
notified as they reach these limits to provide ample time for the user to commence action. 

• Failure to decrease mailbox size by housekeeping and deleting old messages will lead to the 
mailbox becoming inoperable. 

• On termination of employment, the employees email address will be setup with an auto- 
responder of the following message: 

THIS MAILBOX IS CURRENTLY CLOSED. 

Please contact your nearest office for updated contact information. 

Further forwarding and mailbox access must be requested via the appropriate forms. 

• Employee Security & Credentials 

• Users must comply with the My Pathway Facility Services rules and policy when using My 
Pathway Facility Services ITC Systems. Users must use their own unique username/login code 
and/or passwords when accessing the ITC systems. 

• Users should protect their username/login code and password information at all times. Users 
must memorise logon information, and not record these details on unsecure formats such as 
books, paper or post it notes. Users must not divulge such information to any other person 
unless it is necessary to do so for legitimate troubleshooting of problems by a support 
department. 

• Users are enforced to updating their password regularly as required to maintain security and 
must abide by the enforced password complexity rules. Passwords must also be changed 
following the conclusion of a support departments troubleshooting where it was necessary 
to divulge the password. 

• The My Pathway Facility Services Password Requirements are as follow: 
f) Be at least ten (10) characters in length 
g) Not contain the user's account name or parts of the user's full name that exceed two 

consecutive characters 
h) Contain characters from three of the following four categories: 

(i) English uppercase characters (A through Z) 
(ii) English lowercase characters (a through z) 
(iii) Base 10 digits (0 through 9) 
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(iv) Non-alphabetic characters (for example, !, $, #, %) 
i) Password Changes are enforced every 90 Days 
j) Passwords cannot be changed more than once per day 
k) Passwords are prevented from being reused within 8 password changes. 

• Users must lock their computer workstation/laptop/other device when they leave it 
unattended by Pressing  + L so that it requires a password to unlock upon returning. 
Automatic locking of domain computers is set to take place after 10 minutes of user 
inactivity. 

• Users are responsible for keeping their own contact details updated by use of the Company 
Directory Update system. 

• Users must report any suspicious contact, potential security risks or suspected compromises 
or anomalies in the system to the IT Department immediately so that necessary actions can 
be taken. This includes cyber security incidents such as phishing attacks and malware attacks. 
Staff are encouraged to report misuse of IT Systems by colleagues so that they can be 
retrained or action taken where necessary. 

• Physical Securities, Equipment Assignment and Care 

• Users in possession of My Pathway Facility Services electronic equipment must at all times 
handle the equipment in a responsible manner and ensure that the equipment is kept secure 
from damage as well as theft. 

• Users should ensure the physical security of all portable devices at all times, particularly when 
not in use or unattended. Unassigned equipment should be logged with the IT Department 
prior to being stored in a secure area such as a locked filing cabinet. 

• During travel, portable devices must: 
l) Be turned off prior to travel – sleep mode is not valid for device transportation. 
m) Remain in their allocated carry bags/cases. 
n) Be kept in the cab section of vehicles. 
o) Be taken as carry-on luggage on flights, never as checked-in bagged. 

• My Pathway Facility Services reserves the right to initiate cost recovery against and staff 
member found to be in breach of this policy resulting in the loss or damage to equipment. 

• ITC devices and equipment are assigned by the IT Department. Assignment changes must be 
vetted by and IT representative prior to changing hands 

• Users are responsible for returning their assigned devices and equipment to either their line 
manager or directly to IT. Where this involves shipment, gear should be appropriately 
packaged to protect it from transit damage, and it must be sent via a service which includes 
tracking. Courier and tracking details must then be provided to both IT and the line manager 
in these instances. 

• External Systems & Contractor Interactions 

• Care should be taken when sharing data with, or connecting to external computer systems 
(e.g. Internet). Although anti-virus solutions are present on our systems, new threats are 
always being created. Executable files (i.e. files ending in exe) received from an external 
source (via Internet sites, email, USB or CD) may contain a virus. When or if such files are 
received from other than a recognised and authorised source they must be deleted 
immediately. They should not be opened or forwarded to other users. All introduced 
information/software should be scanned for viruses prior to opening/loading. 

• Approval must be sought and given by the IT Department (EMG IT) prior to any external 
contractor performing any work on any ITC Systems. It is better to err on the side of caution 
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by contacting the IT Department if you are unsure as to whether work on a particular 
item/service would constitute the above scenario. 

• Web Usage 

• User must adhere to the guidelines outlined in the My Pathway Facility Services Social Media 
Policy. 

• My Pathway Facility Services acknowledges that users have the right to contribute content 
to public communications on websites not operated by My Pathway Facility Services, such as 
social networking. However, inappropriate use of such communications has the potential to 
cause damage to My Pathway Facility Services, employees, clients and suppliers. 

• As it may be possible for any user of an external site to conduct a search that will identify any 
blogged comments about My Pathway Facility Services, users should not post negative 
comments about My Pathway Facility Services on-line. 

• Users must not publish any material that may expose My Pathway Facility Services to any 
possible legal liability. Examples include, but are not limited to, defamation or discrimination 
proceedings. 

• If it comes to My Pathway Facility Services attention that a user has made inappropriate 
and/or unauthorised comments about My Pathway Facility Services or a My Pathway Facility 
Services employee, or My Pathway Facility Services contractor My Pathway Facility Services 
may choose to take disciplinary action against a user as outlined in this Policy. 

• Prohibited conduct 

• Users must not send (or cause to be sent), upload, download, use, retrieve, or access any 
material in any format on My Pathway Facility Services ITC Systems that: 
p) is obscene, offensive or inappropriate. This includes text, images, sound or any other 

material, sent either in an email or in an attachment to an email, or through a link to a 
site (URL). For example, material of a sexual nature, indecent or pornographic 
material; 

q) causes (or could cause) insult, offence, intimidation or humiliation; 
r) may be defamatory or could adversely impact the image or reputation of My Pathway 

Facility Services. A defamatory message or material is a message or material that is 
insulting or lowers the reputation of a person or group of people; 

s) is illegal, unlawful or inappropriate; 
t) affects the performance of, or causes damage to aforementioned My Pathway Facility 

Services systems in any way; 
u) gives the impression of or is representing, giving opinions or making statements on 

behalf of My Pathway Facility Services without the express authority of My Pathway 
Facility Services. Users must not transmit or send My Pathway Facility Services 
documents or emails (in any format) to any external parties or organisations unless 
expressly authorised to do so. 

• Material subject to copyright must not be downloaded from the internet; any breach of 
copyright may have serious implications for the user and My Pathway Facility Services. 

• No person may, in any circumstances, send an email in the name of another person. 

• Furthermore, users must not use My Pathway Facility Services ITC Systems: 
v) to violate copyright or other intellectual property rights. Computer software that is 

protected by copyright is not to be copied from, or into, or by using My Pathway 
Facility Services computing facilities, except as permitted by law or by contract with 
the owner of the copyright; 

w) in a manner contrary to My Pathway Facility Services Privacy Policy; 
x) to create any legal or contractual obligations on behalf of My Pathway Facility Services 
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unless expressly authorised by My Pathway Facility Services; 
y) to disclose any confidential information of My Pathway Facility Services or any 

customer, client or supplier of My Pathway Facility Services unless expressly 
authorised by My Pathway Facility Services; 

z) to install or run, unknown or unapproved software/programs on My Pathway Facility 
Services ITC Systems. Under no circumstances should users modify the software or 
hardware environments, all changes to which are to be vetted by the IT Department; 

aa) to gain unauthorised access (hacking) into any other computer within My Pathway 
Facility Services or outside My Pathway Facility Services, or attempt to deprive other 
users of access to or use of any My Pathway Facility Services systems; 

bb) to send or cause to be sent chain or SPAM emails in any format; 
cc) for personal gain. For example, running a personal business. 
dd) to transfer/distribute materials/files of a personal nature. 

• Users must not use logon credentials that have been explicitly assigned to another user for 
any reason. This can result in dismissal. Your credentials allow you access to view and modify 
confidential information. 

• Blocking Access 

• My Pathway Facility Services reserves the right to prevent (or cause to be prevented) the 
delivery of an email sent to or from a user, or access to an internet website by a user, if the 
content of the email or the internet website is considered: 
ee) obscene, offensive or inappropriate. This includes text, images, sound or any other 

material, sent either in an e-mail message or in an attachment to a message, or 
through a link to an internet website (URL). For example, material of a sexual nature, 
indecent or pornographic material; 

ff) causes or may cause insult, offence, intimidation or humiliation; 
gg) defamatory or may incur liability or adversely impacts on the image or reputation of 

My Pathway Facility Services. A defamatory message or material is a message or 
material that is insulting or lowers the reputation of a person or a group of people; 

hh) illegal, unlawful or inappropriate; 
ii) to have the potential to affect the performance of, or cause damage to or overload 

My Pathway Facility Services computer network, or internal or external 
communications in any way; 

jj) to give the impression of or is representing, giving opinions or making statements on 
behalf of My Pathway Facility Services without the express authority of My Pathway 
Facility Services. 

• Surveillance 

• On a continuous and ongoing basis during the period of this Policy, My Pathway Facility 
Services may carry out ITC Systems surveillance of any user at such times of My Pathway 
Facility Services choosing and without further notice to any user. 

• Telephony systems are tracked via Telco systems and item level billing reports. 

• Computer surveillance occurs in relation to: 
kk) storage volumes; 
ll) internet sites — every web site visited is recorded including the time of access, volume 

downloaded and the duration of access; 
mm) download volumes; 
nn) suspected malicious code or viruses; 
oo) emails — the content of all emails received, sent and stored on the ITC System (this 

also includes emails deleted from the Inbox); and 
pp) Computer workstations and other devices — My Pathway Facility Services may access 
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any device it provides, or otherwise accesses its ITC Systems. 

• My Pathway Facility Services retains logs, backups and archives of computing activities, which 
it may audit. Such records are the property of My Pathway Facility Services, are subject to 
State and Federal laws and may be used as evidence in legal proceedings, or in workplace 
investigations into suspected misconduct. 

• My Pathway Facility Services may use and disclose the computer surveillance records where 
that use or disclosure is: 

qq) for a purpose related to the employment of any employee or related to My Pathway Facility 
Services business activities; or 

rr) use or disclosure to a law enforcement agency in connection with an offence; or 
ss) use or disclosure in connection with legal proceedings; or 
tt) use or disclosure reasonably believed to be necessary to avert an imminent threat of serious 

violence to any person or substantial damage to property. 

• For example, use or disclosure of computer surveillance records can occur in circumstances 
of assault, suspected assault, theft or suspected theft of My Pathway Facility Services s 
property (or that of a related corporation of My Pathway Facility Services) or damage to My 
Pathway Facility Services equipment or facilities (or that of a related corporation of My 
Pathway Facility Services). 

• Email messages form a part of the official records of our group and may be subject to internal, 
departmental and public scrutiny. 

o Responsibilities 
• It is the responsibility of all users of the My Pathway Facility Services ITC 

Systems to be familiar with the acceptable uses of those systems and all 
associated computer equipment, including but not limited to desktop 
computers, laptops and hand-held devices. 

o Enforcement 
• Users must comply with the requirements of this Policy. Any breach of this 

Policy may result in disciplinary action which may include termination of 
employment (or, for persons other than employees, the termination or 
non-renewal of contractual arrangements). 

• Other disciplinary action that may be taken includes, but is not limited to, 
issuing a warning, suspension or disconnection of access to all or part of 
My Pathway Facility Services ITC Systems whether permanently or on a 
temporary basis. 

• If an employee’s conduct involves a potential breach of any Australian law, 
My Pathway Facility Services may notify the police or other relevant 
government authority. 

o Conclusion 
• Employees should contact their manager or a member of the Human 

Resources Team for further information regarding this policy 

• The IT Department should be the first point of contact for all System 
Security related issues. This include attempts by staff to bypass the system 
security, reporting of risk or suspicious behaviour, physical damage to 
systems, use of unauthorised ICT or software on the My Pathway Facility 
Services ITC System. 
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• Social Media 

o Use Of Social Media In The Workplace 
It is contrary to the efficient and productive operation of our business to access social media during working 
time.  It is therefore necessary to ensure that use of social media is restricted to authorised rest and meal 
breaks during working hours. 

o Posts About Work 
Whilst we understand that every employee is entitled to hold an opinion about their employer, managers, co-
workers, and even clients, these views must be kept private as much as possible.  It is contrary to the 
continuation of our employment relationship to post negative, abusive, and/or defamatory posts about the 
company or any person associated with the company on any social media platform.   Employees who post such 
statements will be terminated. 

Employees also need to be aware that if they have identified themselves on social media as being employed 
by My Pathway Facility Services they are making themselves an ambassador for our company and any posts 
which the company may determine to be contrary to our values and values may result in the termination of 
your employment.   

• Confidentiality  

The contractual relationship between the Employer and its employees is founded on trust.  Any breach of this 
trust by an employee (such as the unauthorised disclosure to a third party of confidential information about 
matters connected with the business) will render an employee liable to disciplinary action:- 

12. Restrain the employee from disclosing the information to a third party; or  

13. Restrain the employee from using the information or from making personal use of it without authority 
from the Chief Executive Officer of the employer; 

14. Apply for damages again the employee if loss to the employer may result from an unauthorised disclosure. 

All confidential records, documents, customer lists, names, files, software, manuals, policies and other papers 
together with any copies or extracts thereof, made or acquired by you in the course of your employment will 
be the property of the employer on the termination of your employment, regardless of whether any outlays 
were incurred by you.  

• Personal Conduct  

It is a condition of your employment that you be aware of and adhere to the My Pathway Facility Services Code 
of Conduct & Ethics Policy found in the Corporate Policies.  

• Intellectual Property 

You acknowledge and agree that My Pathway Facility Services is the exclusive owner of all copyright, creations, 
inventions, designs and other intellectual property relating to your work in the course of your employment.  
You acknowledge and agree that you will co-operate with My Pathway Facility Services in registering or 
otherwise protecting any intellectual property created during your employment with My Pathway Facility 
Services.  
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• Tax File Number Policy  

My Pathway Facility Services is bound by the Tax File Number (‘TFN’) guidelines issued under the S.17 of the 
Privacy Act 1988. 

Briefly, these guidelines require (amongst other things) that: 

The tax file number is not to be used or disclosed to establish or confirm the identity of an individual, or obtain 
any information about an individual, for any purpose not authorised by taxation, assistance agency, or 
superannuation law. 

Tax file number information shall only be requested or collected from individuals by My Pathway Facility 
Services as authorised by taxation, assistance agency, or superannuation law.  My Pathway Facility Services 
shall take such steps as are reasonable in the circumstances to ensure that the individual is informed: 

• of the legal basis for collection; 

• that declining to quote a tax file number is not an offence; and 

• of the consequences of not quoting a tax file number. 
 

My Pathway Facility Services shall ensure: 

• that tax file number information is protected, by such security safeguards as it is reasonable in the 
circumstances to take, to prevent loss, unauthorised access, use, modification or disclosure, and 
other misuse; and 

• that access to records that contain tax file number information is restricted, where practicable, 
to persons undertaking duties related to responsibilities arising under taxation, assistance agency 
or superannuation law which necessitate the use of tax file numbers. 
 

My Pathway Facility Services shall take such steps as are reasonable in the circumstances: 

 to make all staff aware of the need to protect the privacy of individuals in relation to their tax 
file number information; and 

 to inform those staff whose duties include the collection of tax file number information or 
access to tax file number information for the operation of taxation, assistance agency, or 
superannuation law:- 

1. the circumstances in which tax file number information may be collected; 

2. the need to protect the privacy of the individuals to whom the tax file number information relates. 

3. the prohibitions on the use and disclosure of tax file number information; and 

4. the sanctions that apply to breaches of tax file number and privacy requirements. 
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	11. Company Motor Vehicle
	o Purpose of the policy
	This policy outlines the conditions and obligations of My Pathway Facility Services employees use of vehicles provided by My Pathway Facility Services.
	This policy, where relevant, operates in conjunction with an employee’s contract of employment.

	o Scope
	 This Policy applies to casual, part-time and full-time employees of My Pathway Facility Services.
	 This Policy does not form part of any employee’s contract of employment.
	 This policy does not permit people who are not employees to drive My Pathway Facility Services Vehicles.
	 This policy does not permit people who are not employees to drive My Pathway Facility Services Vehicles.

	o Responsibility for expenses
	If My Pathway Facility Services provides an employee with a motor vehicle, the employee is entitled to use it for work-related purposes. Reasonable personal use is also permissible in accordance with My Pathway Facility Services instructions from time...
	Employees will be provided with a fuel card for exclusive use for the allocated My Pathway Facility Services vehicle. If excessive fuel consumption charges appear on the statement for the vehicle, My Pathway Facility Services may investigate and the e...
	My Pathway Facility Services will pay all registration, taxes, insurance premiums, running costs, maintenance, and repair expenses associated with the running of the vehicle. My Pathway Facility Services vehicles have EToll tags.

	o Ownership of vehicle
	At all times, the vehicle remains the property of My Pathway Facility Services

	o Vehicle use
	All travel in My Pathway Facility Services vehicles is to be undertaken in accordance with the Travel Safety Procedure located on the WHS Share Point site. Use of a My Pathway Facility Services vehicle is subject to a range of conditions. These condit...
	Only authorised employees are permitted to drive My Pathway Facility Services vehicle
	Any person responsible for, in control of, a My Pathway Facility Services vehicle is to take due care for the condition and security of the vehicle and is to comply with policies and all relevant legislation, traffic laws, regulations and by-laws
	Non-employees are not permitted to drive My Pathway Facility Services Vehicles


	o Maintaining MY PATHWAY FACILITY SERVICES’s vehicle
	An employee who is provided with a vehicle must:
	11 take good care of the vehicle;
	12 ensure vehicles are used and maintained in accordance with the manufacturer’s requirements and specifications. The owner’s manual for each vehicle is stored in the vehicle’s glove box and drivers are encouraged to familiarise themselves with the fe...
	13 if required by My Pathway Facility Services, ensure that it is properly and responsibly maintained and serviced, particularly in accordance with warranty requirements;
	14 ensure that the provisions of any insurance policy relating to the vehicle are observed;
	15 not allow the vehicle to be driven by anyone other than the employee. Written permission must be obtained from My Pathway Facility Services (SLT) for any other person to use the vehicle;
	16 not fit any accessories to the vehicle without prior written approval from My Pathway Facility Services;
	17 pay all parking and traffic infringement penalties relating to use of the vehicle incurred by the employee and provide timely nominations to the appropriate authority for parking and traffic infringement penalties not incurred by the employee;
	18 ensure that the vehicle is securely locked when left unattended and that any alarm system fitted to the vehicle is turned on;
	19 ensure that the vehicle is available for use by other employees when required;
	20 drive and use the vehicle only for the purpose for which it is intended;
	21 ensure that the vehicle is properly garaged when not in use;
	22 when required by law, immediately report any accidents involving the vehicle to the police;
	23 maintain a logbook as provided by My Pathway Facility Services for all use relating to the vehicle;
	24 immediately inform My Pathway Facility Services of any faults or damage to the vehicle; and
	25 keep the vehicle clean and in good order.


	o Use of vehicle while on leave
	While the employee provided with the vehicle is on authorised leave, My Pathway Facility Services may, at its absolute discretion, allow the employee to use the vehicle subject to any conditions it may impose from time to time. For example, My Pathway...

	o Licence
	Employees must maintain a current driver’s licence. An employee must notify My Pathway Facility Services immediately if their licence is suspended or cancelled. If it is a requirement of an employee’s employment to drive a motor vehicle, the suspensio...

	o Return of vehicle
	The employee must return the vehicle when the employment is terminated, or at any other time as My Pathway Facility Services may direct.
	My Pathway Facility Services considers the provision of a motor vehicle as a significant privilege. Accordingly, MY My Pathway Facility Services reserves the right to withdraw use of the motor vehicle for any employee who is in breach of this Policy. ...
	Additionally, My Pathway Facility Services may inspect the motor vehicle at any time without notice.

	o Vehicle Usage Levels
	(for Employees with a Vehicle as part of the Salary Package)
	There are three vehicle usage levels that an employee can have allocated in their package as outlined below.
	Employees must follow these guidelines in order to maintain personal usage of the company vehicle. If an employee does not use the company vehicle in line with their allocated level of usage, disciplinary action will apply which could lead to the vehi...
	 Level 1
	 This is referred to as garaging and generally applies where no secure storage facility exists.
	 Allows the employee to drive the vehicle to and from work, using the most direct route possible. No other passengers other than employees are able to use the vehicle.
	 If the allocated vehicle has upgraded features, such as a tow bar, roof rack, satellite phone the use of this feature must only apply for work purposes
	 Based on operational requirements, the Manager can authorise for this vehicle to be used for remote servicing or any other work-related usage when deemed necessary.
	 All employees have access to this vehicle during working hours
	 It is not to be used on holidays.
	 It is the responsibility of the employee to keep the vehicle clean and in a good working condition.
	 It is the responsibility of the employee to ensure the log book is up to date.
	 Level 2
	 Allows the employee to drive the vehicle to and from work and also within a 30km radius deviation of the direct route to the work office for private use.
	 It is not to be used on holidays unless permission is granted and it doesn’t affect the operational needs of the business. If permission is granted, fuel and running expenses are at your own cost.
	 Based on operational requirements, the Manager can authorise for this vehicle to be used for remote servicing or any other work-related usage when deemed necessary. Where available, a replacement vehicle will be provided in liaison with your Manager.
	 All employees have access to this vehicle during working hours.
	 If the allocated vehicle has upgraded features, such as a tow bar, roof rack, satellite phone the use of this feature must only apply for work purposes where deemed necessary by Manager.
	 It is the responsibility of the employee to keep the vehicle clean and in a good working condition.
	 It is the responsibility of the employee to ensure the log book is up to date.
	 Level 3
	11 Allows the employee to drive the vehicle to and from work and also within a 100km radius deviation of the direct route to the work office for private use.
	12 It is able to be used on holidays with permission. Fuel and running expenses are at your own cost.
	13 All employees have access to this vehicle during working hours.
	14 If the allocated vehicle has upgraded features, such as a tow bar, roof rack, satellite phone the use of this feature must only apply for work purposes unless approved by manager.
	15 It is the responsibility of the employee to keep the vehicle clean and in a good working condition.
	16 It is the responsibility of the employee to ensure the log book is up to date.

	o Breaches of this Policy
	A breach of this Policy may lead to disciplinary action including, but not limited to, termination of employment.
	o Accident Procedure
	What to do in the event of an accident:
	17 Stop and switch off your engine to avoid fire and switch on your hazard warning lights.
	18 Your first priority must be the safety and care of any persons involved. Call an ambulance in case of injury or the fire brigade if there is danger of fire or where someone is trapped.
	19 Do not discuss what happened.
	20 DO NOT ADMIT LIABILITY, APOLOGISE OR OFFER ANY PAYMENT even if you consider the accident was your fault. To do so could invalidate the company’s insurance claim. Even a simple apology can be misconstrued at a later stage of the proceedings.
	21 Conversely, do not accept any offer to pay for any damage to your vehicle.
	Write down:
	22 Names, addresses and telephone numbers of any witnesses.
	23 The date and time of accident.
	24 The registration number of any vehicle whose occupants may have seen the accident.
	25 Name, number and station of any attending police officers.
	Obtain and write down third party(s):
	26 Name (if not owner, relevant particulars of owner).
	27 Address in full, and telephone number if applicable.
	28 Owner of vehicle(s) and addresses.
	29 Insurance company including policy numbers.
	30 Make, model, colour and registration of vehicle.
	31 Details of all damage.
	32 The number of people in the vehicle.
	33 REMEMBER you do not have to make a statement to the police, and it is better not to as you may be in a state of shock and could incriminate yourself. If you decide to make a statement write it down yourself and keep a copy.
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