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Company Vision Statement 
B & N Crane Repairs is dedicated to developing the growth of the company and its employees.  We aspire to repair, rebuild and service cranes as professionally and efficiently as possible as our goals and objectives are to provide excellent customer service, work ethics and support to the general public. At B & N Crane Repairs we value our customers dearly and we endeavour to provide an outstanding crane repair service. 

We aim to incorporate a safe working environment for our employees, contractors, suppliers, customers and the general public by modeling and implementing codes of practices, legislations and regulations.  


Occupational Health and Safety Policy

B & N Crane Repairs recognises its duties and responsibilities in ensuring a safe working environment not only for the prevention of harm to their employees but also to the public. 

The company is committed to setting up structures to eliminate and or reduce work related incidents, safely operate and maintain the workshop, its tools and equipment and to manage the safety and well being of individuals within the workplace. 

As part of our pledge, we will endeavour to: 

· Comply with all applicable laws, regulations and standards and to display the company’s obligation to deliver Occupational Health and Safety within the industry;

· Communicate with employees and significant personnel regarding the development and achievements of Occupational Health and Safety; 

· Ensure that employees take necessary steps to prevent incidents from occurring to themselves and others and through the implementation of the company compliance;

· Guarantee that all employees and contractors are given sufficient information and training to proficiently and safely perform their work duties; 

· Ensuring that employees understand their roles within the workplace and taking the necessary steps to apply Occupational Health and Safety, we hold employees liable for their areas of responsibility;

· Assuring that management appropriately demonstrates commitment and leadership to support its employees and to continue the improvement of Occupational Health and Safety performances;

· Professionally report, record and investigate all work related issues and incidents correctly and to take the appropriate steps to prevent reoccurrence of work related incidents and to continue to improve safe working practices;

· Manage compliance and risks by appropriately reporting health and safety performance and manage systems to identify, control, monitor and review safety hazards.
B & N Crane Repairs will model applicable laws, regulations and standards to strive to achieve safe work practices for the health, safety and welfare of its employees and all personnel.  

      Neil Webb






        Ben Marczak 



       Director 







 Director




Personal Protective Equipment Policy

B & N Crane Repairs understands its duties and responsibilities to offer the employee a safe working environment and also Personal Protective Equipment (PPE) to ensure that every employee is protected while working. 

This company is devoted to systematically structuring the business to eradicate work related incidents and illness.  PPE is one element in preventing work related incidents and falls under the Occupational Health and Safety Policy.  We are committed to our individual’s safety and well being. 

As part of our PPE policy, our risk control methods are: 

· Elimination of the hazard;

· Substitution with less hazardous equipment/substances/work practices; 

· Isolation from the hazard; 

· Engineering controls;

· Administrative controls;

· Personal Protective Equipment (PPE). 

The Personal Protective Equipment that is to be used in the workplace:

· Occupational Protective Footwear – AS/NZS 2210.1:1994 

· Acoustics Hearing Aids – AS/NZS 1270:2002 

· Eye Protectors – AS/NZS 1337:1192  

Personal Protective Equipment (PPE) are items of clothing or devices worn to protect an individual from the actual or potential risk of health or safety incidents arising from an activity or process. 

It is our responsibility to ensure that adequate resources are provided to our employees to ensure that safety in the workplace is achievable and maintained.

      Neil Webb






        Ben Marczak 



       Director 







 Director

Injury Management Policy
B & N Crane Repairs is committed to understanding and supporting the needs of any employee who sustains a work related injury or illness. The company is dedicated to assisting the recovery of an employee to ensure that they return to a normal life and their normal daily work activities.  

B & N Crane Repairs understands that employment holds an essential role in individuals self esteem, economic circumstances, social and psychological well being and therefore it is in our interest that we ensure that employees return to work safely and as soon as possible. 

As part of our pledge and for the benefit of our employees we will endeavour to ensure: 

· Safe and successful injury management plan which secures the rights and confidentiality of the injured employee;

· The provision of significant alternative roles and responsibilities in the workplace;

· The provision of injury management opportunities for employees who sustain non-work related injuries or illnesses;

· Participation in an injury management plan will not spark prejudice and bias opinions on an injured or ill employee;

· Employees have the right to appoint an accredited injury management provider of their choice to conduct their injury management plan;

· Employees have the right to utilise a company provided treating practitioner or to choose their own practitioner.  

It is expected that all parties that participate in an injury management plan will eventually lead to a continuation of pre-injury duties.  If consequently the expectation of continuing back to pre-injury duties is unrealistic and unreachable termination of employment may be considered. 

      Neil Webb






        Ben Marczak 



       Director 







 Director


Drug and Alcohol Policy
B & N Crane Repairs is aware of its responsibilities for the health, safety and welfare or its employees.  We have a zero tolerance for the use of drugs and alcohol at the workplace and expect all employees and personnel who attend and or visit the workplace have the common courtesy, responsibility and common sense to: 

· Ensure they are not putting themselves and others at risk in the workplace due to the consumption of drugs and or alcohol;

· Inform their employer or their supervisor if they are unable to perform their work duties due to the consumption of drugs and or alcohol; 

· Discuss with their employer or their supervisor if they have any concerns regarding others in the workplace that may be at risk or risking others due to the consumption of drugs and or alcohol. 

· B&N Crane Repairs Pty Ltd has the right to carry out random drug and alcohol test, to insure the safety of all employees and personal including the public to eliminate LTI (Loss Time Injures) 

For the benefit and safety of our employees, contractors, clients and the general public, the company will endeavour to: 

· Communicate and discuss with the appropriate persons to increase awareness and understanding of their Occupational Health and Safety obligations;

· Provide sufficient resources and information to ensure the accomplishment and understanding of this policy; 

· Guarantee that no person is discriminated or disadvantaged in any way; 

· Assure that employee confidentiality is maintained at all times;

· Provide appropriate training, education and awareness to assist the employee in fulfilling their roles and responsibilities;

As part of B & N Crane Repairs Occupational Health and Safety policy we tolerate a zero consumption of drugs and or alcohol.  For the safety of you, other employees and the general public it is important that you take accountability and responsibility to ensuring that your workplace is a safe and friendly environment. 

      Neil Webb






        Ben Marczak 



       Director 







 Director




Attendance, Annual and Sick Leave Policy
B & N Crane Repairs strive for excellent work ethics and employee productivity.  Time efficiency plays an immense role in the structuring of work ethics, employee productivity, employment and future employment.

As part of our policy, we require that our employees:  

· Arrive and depart work at their negotiated times;

· Take their morning tea and lunch break according to the sirens that have been set up and put into place; 

· Ensure that they have clocked in and clocked out appropriately. 

B & N Crane Repairs understands the needs of its employees and are aware that due to certain circumstances two weeks notice may not be prearranged.  It is in our best interest to ensure the well being of our employees.
The procedures and policies that B & N Crane Repairs have in place are listed below: 

· Must give B & N Crane Repairs at least two weeks notice of annual leave;

· Ensure that you fill out an annual leave form that must be signed off by the directors or the supervisor;

· Exception may be made based on certain circumstances but must be permissible by either the directors or the supervisor.  
· You will need to present a doctors certificate on the second consecutive day of your absent;

· For example if you are absent from work due to an illness and you absent from work on Tuesday and Wednesday; you will need to produce a doctors certificate; 

· Employees are required to follow the federal state guidelines on giving resignation notice, as described by the Industrial Relations act 1999. B&N Crane Repairs reserves the right to take punitive action if said guidelines are not followed.

· You will need to produce a doctors certificate if you are absent the following work day after or before a public holiday;

· For example if Monday was a public holiday due to the Queens Birthday, and you have taken the Friday before off you will require a doctors certificate.



Behaviours and Expectations Policy
B & N Crane Repairs strive to achieve nothing less than high-quality customer service and productivity within the business.  To meet our goals and objectives regarding behaviours and expectations within the workplace we implement and expect that our employees have the common courtesy, respect and diligence to work and behave appropriately.

To reach our goals and objectives, we require our employees to make an effort to carry out the following specifications: 

· Ensure that employees arrive to work on time;

· Present yourself in a professional manner regarding work attire, arrive to work hygienically presented in clean clothes and appear alert;

· We expect that as part of our employees training and documentation that forklift log books and crane log books are kept updated daily and accurately;

· For a clean work environment and for the orderliness of the workshop we require that work areas, tool boxes and the workshop in general are cleaned and equipment is packed away at the end of each day before leaving the workshop;

· Keep personal phones calls to a minimum and during the lunch breaks provided;

· Respect and value each other and each others belongings;

· Personal internet usage is to be reserved for only before and after work hours and during the lunch breaks provided;

· Maintain a driver’s license for the accessibility of picking up tools and equipment. 

By taking the responsibility to meet the company’s expectations and behave in a well mannered fashion it not only provides B & N Crane Repairs with a healthy professional image but it also develops personal growth with customer service, efficiency and productivity. 

      Neil Webb






        Ben Marczak 



       Director 







 Director

Workplace Training Policy
B & N Crane Repairs recognises and understands that training is an essential component in developing the quality of its business.  The competencies, skills, knowledge and practical proficiency achieved by our employees are key factors in the success and development of the company and its individuals. 

As part of our pledge, we will endeavour to:

· Conduct and analyse the training needs of our employees to achieve the roles in particular positions and task requirements;

· Develop core training elements which can identify the necessary required level of knowledge and skills for our employees to perform their work proficiently;

· Provide skills, knowledge and training that our employees require for their role now and in the future to satisfy the necessities of individual position descriptions and for the company’s goals, objectives and growth;

· Assign sufficient resources and time for the employees to participate in training programs both internally and externally;

· Ensure that the content of training is appropriate and achievable for the employee and that they meet the trainee’s language, literacy and numeracy skills, levels or existing knowledge and level of detail the course or training program has to offer;

· Meet accountability requirements by accurately documenting all training and development activities;

· Constantly monitor and review the effectiveness of the training and development offered to the employees in the workplace to ensure that organisational goals and objectives are met. 

Not only is it our responsibility to ensure that our employees are put through the right training and are achieving the right skills relevant to their job descriptions, it is the employees responsibilities and obligation to achieve maximum results not only for the future development of this company but also for the personal development and growth for themselves.

      Neil Webb






        Ben Marczak 



       Director 







 Director


Vehicle and Equipment Maintenance Policy
B & N Crane Repairs acknowledges its roles and responsibilities to comply with statutory requirements for maintaining the company’s vehicles, workplace and equipment in a safe operational condition.  By maintaining the equipment and vehicles it provides the company with the opportunity to promote safe practices, Occupational Health and Safety obligations and safe operations and maintenance on company vehicles and equipment. 

As part of our pledge, we will endeavour to:

· Provide maximum vehicle, workplace and equipment availability for our employees;

· Increase productivity within the business and minimize costs used to constantly purchase new equipment;

· Ensure the safety and well being of our employees, customers and general public;

· Maintain the highest level of service to our customers and enhance a positive image for customers and or new customers; 

To attain these goals, we will ensure:

· All company vehicles, workshop equipment  and tools are maintained in a safe and appropriate manner and serviced regularly in accordance with the manufacturers recommendations and schedules appointments; 

· Allow for maintenance checks to be conducted, documented and completed in alliance with updated standards, instructions and operating procedures;

· Repairs and maintenance to be conducted by qualified professionals to ensure that equipment or vehicles are relevant to the standards and pass the safety checks;

· All electrical equipment and tools to be checked by a qualified professional in alliance with updated standards.

Our goal is to maintain the safety and prolong the use of our company vehicles, tools and equipment not only for the company but for the safety and well being of our employees and others.

      Neil Webb






        Ben Marczak 



       Director 







 Director




Equal Employment Opportunity Statement
Equal Employment Opportunity (EEO) simply means that all employees are treated equally with the same opportunities that are accessible at work; this also eradicates discrimination and harassment in the workplace.  It is the law that everyone gets treated equally and with fairness. 

B & N Crane Repairs understands and values cultural diversity, experiences and backgrounds of its employees.  

This company is dedicated to achieving the following EEO goals:

· Ensure that all employees are treated equally and fairly;

· Fully develop and nurture the potential of every employee;

· Maintain the policies and procedures in accord with EEO principals;

· Ensure that all employees are aware and understand the policies relating to EEO and any other related issues. 

Under the Australian (Federal and State) and New Zealand anti-discrimination legislation as well as the Work Place Health and Safety legislations harassment and discrimination are against the law therefore it is our obligation to ensure that every one is given equal opportunities.  B & N Crane Repairs employ, train and develop all employees based on merit according to their skills, qualifications, abilities and aptitude to proficiently perform their work tasks. 

Discrimination and harassment is unacceptable and will not be tolerated in the workplace.  All staff members are required to treat each other with dignity and respect; this also abides to employees within B & N Crane Repairs, its suppliers, its customer and its contractors. 

It is our responsibility to eliminate discrimination and harassment and provide support, safety and well being to an employee. 

      Neil Webb






        Ben Marczak 



       Director 







 Director


Complaint Management Policy

The company is committed to satisfying the needs of clients and the employees.  We will practice patience and understanding as we strive to provide a better service to ensure the satisfaction of our clients and employees in the workplace. 

As part of our pledge, we aim to practice the following principals: 

· Openness to all employees and clients;

· Open-mindedness when dealing with complaints to avoid bias opinions;

· Confidentiality and respect to all employees and or clients involved;

· Equality and fairness to all parties involved;

· Sensitivity when dealing with the issue and the parties involved. 

If there is a complaint or an issue that has risen within the workplace, it is essential that you take the necessary steps and procedures to ensure that your matter is dealt with appropriately by reporting to your supervisor, which will then be passed on to the director unless If it is absolutely necessary that you report your complaint or issue to the managing director.

If any employee feels that they have been discriminated against or harassed then you have the right to express the issue without feeling fear or angst that this may affect their career or current employment.    

      Neil Webb






        Ben Marczak 



       Director 







 Director


I have read the following company polices and understand what B & N Crane Repairs Pty Ltd is requiring from me.  

· Company Vision Statement

· Occupational Health and Safety Policy  

· Personal Protective Equipment Policy 

· Injury Management Policy 

· Drug and Alcohol Policy 

· Attendance, Annual and Sick Leave Policy 

· Behaviours and Expectations Policy  

· Workplace Training Policy 

· Vehicle and Equipment Maintenance Policy 

· Equal Employment Opportunity Statement 

· Complaint Management

I, 




 have read the above company policies and am aware of the rules and regulations that I am obliged to follow.  By signing this agreement I am aware of the rules that have been set out by B & N Crane Repairs Pty Ltd and I am also aware of the consequences that may follow should failure to commit and act appropriately and accordingly to the policies occur. 


     Employee Signature




      Date
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Company Vision Statement 
B & N Crane Repairs is dedicated to developing the growth of the company and its employees.  We aspire to repair, rebuild and service cranes as professionally and efficiently as possible as our goals and objectives are to provide excellent customer service, work ethics and support to the general public. At B & N Crane Repairs we value our customers dearly and we endeavour to provide an outstanding crane repair service. 
We aim to incorporate a safe working environment for our employees, contractors, suppliers, customers and the general public by modeling and implementing codes of practices, legislations and regulations.  

Occupational Health and Safety Policy

B & N Crane Repairs recognises its duties and responsibilities in ensuring a safe working environment not only for the prevention of harm to their employees but also to the public. 
The company is committed to setting up structures to eliminate and or reduce work related incidents, safely operate and maintain the workshop, its tools and equipment and to manage the safety and well being of individuals within the workplace. 
As part of our pledge, we will endeavour to: 
· Comply with all applicable laws, regulations and standards and to display the company’s obligation to deliver Occupational Health and Safety within the industry;

· Communicate with employees and significant personnel regarding the development and achievements of Occupational Health and Safety; 

· Ensure that employees take necessary steps to prevent incidents from occurring to themselves and others and through the implementation of the company compliance;
· Guarantee that all employees and contractors are given sufficient information and training to proficiently and safely perform their work duties; 

· Ensuring that employees understand their roles within the workplace and taking the necessary steps to apply Occupational Health and Safety, we hold employees liable for their areas of responsibility;
· Assuring that management appropriately demonstrates commitment and leadership to support its employees and to continue the improvement of Occupational Health and Safety performances;
· Professionally report, record and investigate all work related issues and incidents correctly and to take the appropriate steps to prevent reoccurrence of work related incidents and to continue to improve safe working practices;
· Manage compliance and risks by appropriately reporting health and safety performance and manage systems to identify, control, monitor and review safety hazards.
B & N Crane Repairs will model applicable laws, regulations and standards to strive to achieve safe work practices for the health, safety and welfare of its employees and all personnel.  
      Neil Webb






        Ben Marczak 



       Director 







 Director




Personal Protective Equipment Policy

B & N Crane Repairs understands its duties and responsibilities to offer the employee a safe working environment and also Personal Protective Equipment (PPE) to ensure that every employee is protected while working. 
This company is devoted to systematically structuring the business to eradicate work related incidents and illness.  PPE is one element in preventing work related incidents and falls under the Occupational Health and Safety Policy.  We are committed to our individual’s safety and well being. 

As part of our PPE policy, our risk control methods are: 

· Elimination of the hazard;

· Substitution with less hazardous equipment/substances/work practices; 

· Isolation from the hazard; 

· Engineering controls;

· Administrative controls;

· Personal Protective Equipment (PPE). 

The Personal Protective Equipment that is to be used in the workplace:

· Occupational Protective Footwear – AS/NZS 2210.1:1994 

· Acoustics Hearing Aids – AS/NZS 1270:2002 

· Eye Protectors – AS/NZS 1337:1192  

Personal Protective Equipment (PPE) are items of clothing or devices worn to protect an individual from the actual or potential risk of health or safety incidents arising from an activity or process. 

It is our responsibility to ensure that adequate resources are provided to our employees to ensure that safety in the workplace is achievable and maintained.
      Neil Webb






        Ben Marczak 



       Director 







 Director

Injury Management Policy
B & N Crane Repairs is committed to understanding and supporting the needs of any employee who sustains a work related injury or illness. The company is dedicated to assisting the recovery of an employee to ensure that they return to a normal life and their normal daily work activities.  
B & N Crane Repairs understands that employment holds an essential role in individuals self esteem, economic circumstances, social and psychological well being and therefore it is in our interest that we ensure that employees return to work safely and as soon as possible. 
As part of our pledge and for the benefit of our employees we will endeavour to ensure: 

· Safe and successful injury management plan which secures the rights and confidentiality of the injured employee;

· The provision of significant alternative roles and responsibilities in the workplace;
· The provision of injury management opportunities for employees who sustain non-work related injuries or illnesses;

· Participation in an injury management plan will not spark prejudice and bias opinions on an injured or ill employee;

· Employees have the right to appoint an accredited injury management provider of their choice to conduct their injury management plan;

· Employees have the right to utilise a company provided treating practitioner or to choose their own practitioner.  

It is expected that all parties that participate in an injury management plan will eventually lead to a continuation of pre-injury duties.  If consequently the expectation of continuing back to pre-injury duties is unrealistic and unreachable termination of employment may be considered. 
      Neil Webb






        Ben Marczak 



       Director 







 Director


Drug and Alcohol Policy
B & N Crane Repairs is aware of its responsibilities for the health, safety and welfare or its employees.  We have a zero tolerance for the use of drugs and alcohol at the workplace and expect all employees and personnel who attend and or visit the workplace have the common courtesy, responsibility and common sense to: 

· Ensure they are not putting themselves and others at risk in the workplace due to the consumption of drugs and or alcohol;
· Inform their employer or their supervisor if they are unable to perform their work duties due to the consumption of drugs and or alcohol; 

· Discuss with their employer or their supervisor if they have any concerns regarding others in the workplace that may be at risk or risking others due to the consumption of drugs and or alcohol. 

· B&N Crane Repairs Pty Ltd has the right to carry out random drug and alcohol test, to insure the safety of all employees and personal including the public to eliminate LTI (Loss Time Injures) 

For the benefit and safety of our employees, contractors, clients and the general public, the company will endeavour to: 

· Communicate and discuss with the appropriate persons to increase awareness and understanding of their Occupational Health and Safety obligations;

· Provide sufficient resources and information to ensure the accomplishment and understanding of this policy; 

· Guarantee that no person is discriminated or disadvantaged in any way; 

· Assure that employee confidentiality is maintained at all times;
· Provide appropriate training, education and awareness to assist the employee in fulfilling their roles and responsibilities;

As part of B & N Crane Repairs Occupational Health and Safety policy we tolerate a zero consumption of drugs and or alcohol.  For the safety of you, other employees and the general public it is important that you take accountability and responsibility to ensuring that your workplace is a safe and friendly environment. 

      Neil Webb






        Ben Marczak 



       Director 







 Director



Attendance, Annual and Sick Leave Policy
B & N Crane Repairs strive for excellent work ethics and employee productivity.  Time efficiency plays an immense role in the structuring of work ethics, employee productivity, employment and future employment.
As part of our policy, we require that our employees:  

· Arrive and depart work at their negotiated times;
· Take their morning tea and lunch break according to the sirens that have been set up and put into place; 

· Ensure that they have clocked in and clocked out appropriately. 

B & N Crane Repairs understands the needs of its employees and are aware that due to certain circumstances two weeks notice may not be prearranged.  It is in our best interest to ensure the well being of our employees.
The procedures and policies that B & N Crane Repairs have in place are listed below: 

· Must give B & N Crane Repairs at least two weeks notice of annual leave;

· Ensure that you fill out an annual leave form that must be signed off by the directors or the supervisor;
· Exception may be made based on certain circumstances but must be permissible by either the directors or the supervisor.  
· You will need to present a doctors certificate on the second consecutive day of your absent;

· For example if you are absent from work due to an illness and you absent from work on Tuesday and Wednesday; you will need to produce a doctors certificate; 

· Employees are required to follow the federal state guidelines on giving resignation notice, as described by the Industrial Relations act 1999. B&N Crane Repairs reserves the right to take punitive action if said guidelines are not followed.

· You will need to produce a doctors certificate if you are absent the following work day after or before a public holiday;

· For example if Monday was a public holiday due to the Queens Birthday, and you have taken the Friday before off you will require a doctors certificate.


Behaviours and Expectations Policy
B & N Crane Repairs strive to achieve nothing less than high-quality customer service and productivity within the business.  To meet our goals and objectives regarding behaviours and expectations within the workplace we implement and expect that our employees have the common courtesy, respect and diligence to work and behave appropriately.
To reach our goals and objectives, we require our employees to make an effort to carry out the following specifications: 
· Ensure that employees arrive to work on time;

· Present yourself in a professional manner regarding work attire, arrive to work hygienically presented in clean clothes and appear alert;
· We expect that as part of our employees training and documentation that forklift log books and crane log books are kept updated daily and accurately;

· For a clean work environment and for the orderliness of the workshop we require that work areas, tool boxes and the workshop in general are cleaned and equipment is packed away at the end of each day before leaving the workshop;

· Keep personal phones calls to a minimum and during the lunch breaks provided;

· Respect and value each other and each others belongings;
· Personal internet usage is to be reserved for only before and after work hours and during the lunch breaks provided;

· Maintain a driver’s license for the accessibility of picking up tools and equipment. 

By taking the responsibility to meet the company’s expectations and behave in a well mannered fashion it not only provides B & N Crane Repairs with a healthy professional image but it also develops personal growth with customer service, efficiency and productivity. 
      Neil Webb






        Ben Marczak 



       Director 







 Director

Workplace Training Policy
B & N Crane Repairs recognises and understands that training is an essential component in developing the quality of its business.  The competencies, skills, knowledge and practical proficiency achieved by our employees are key factors in the success and development of the company and its individuals. 

As part of our pledge, we will endeavour to:

· Conduct and analyse the training needs of our employees to achieve the roles in particular positions and task requirements;
· Develop core training elements which can identify the necessary required level of knowledge and skills for our employees to perform their work proficiently;

· Provide skills, knowledge and training that our employees require for their role now and in the future to satisfy the necessities of individual position descriptions and for the company’s goals, objectives and growth;

· Assign sufficient resources and time for the employees to participate in training programs both internally and externally;

· Ensure that the content of training is appropriate and achievable for the employee and that they meet the trainee’s language, literacy and numeracy skills, levels or existing knowledge and level of detail the course or training program has to offer;
· Meet accountability requirements by accurately documenting all training and development activities;

· Constantly monitor and review the effectiveness of the training and development offered to the employees in the workplace to ensure that organisational goals and objectives are met. 

Not only is it our responsibility to ensure that our employees are put through the right training and are achieving the right skills relevant to their job descriptions, it is the employees responsibilities and obligation to achieve maximum results not only for the future development of this company but also for the personal development and growth for themselves.

      Neil Webb






        Ben Marczak 



       Director 







 Director


Vehicle and Equipment Maintenance Policy
B & N Crane Repairs acknowledges its roles and responsibilities to comply with statutory requirements for maintaining the company’s vehicles, workplace and equipment in a safe operational condition.  By maintaining the equipment and vehicles it provides the company with the opportunity to promote safe practices, Occupational Health and Safety obligations and safe operations and maintenance on company vehicles and equipment. 

As part of our pledge, we will endeavour to:

· Provide maximum vehicle, workplace and equipment availability for our employees;

· Increase productivity within the business and minimize costs used to constantly purchase new equipment;

· Ensure the safety and well being of our employees, customers and general public;

· Maintain the highest level of service to our customers and enhance a positive image for customers and or new customers; 
To attain these goals, we will ensure:

· All company vehicles, workshop equipment  and tools are maintained in a safe and appropriate manner and serviced regularly in accordance with the manufacturers recommendations and schedules appointments; 

· Allow for maintenance checks to be conducted, documented and completed in alliance with updated standards, instructions and operating procedures;

· Repairs and maintenance to be conducted by qualified professionals to ensure that equipment or vehicles are relevant to the standards and pass the safety checks;

· All electrical equipment and tools to be checked by a qualified professional in alliance with updated standards.

Our goal is to maintain the safety and prolong the use of our company vehicles, tools and equipment not only for the company but for the safety and well being of our employees and others.
      Neil Webb






        Ben Marczak 



       Director 







 Director




Equal Employment Opportunity Statement
Equal Employment Opportunity (EEO) simply means that all employees are treated equally with the same opportunities that are accessible at work; this also eradicates discrimination and harassment in the workplace.  It is the law that everyone gets treated equally and with fairness. 

B & N Crane Repairs understands and values cultural diversity, experiences and backgrounds of its employees.  

This company is dedicated to achieving the following EEO goals:

· Ensure that all employees are treated equally and fairly;

· Fully develop and nurture the potential of every employee;

· Maintain the policies and procedures in accord with EEO principals;

· Ensure that all employees are aware and understand the policies relating to EEO and any other related issues. 

Under the Australian (Federal and State) and New Zealand anti-discrimination legislation as well as the Work Place Health and Safety legislations harassment and discrimination are against the law therefore it is our obligation to ensure that every one is given equal opportunities.  B & N Crane Repairs employ, train and develop all employees based on merit according to their skills, qualifications, abilities and aptitude to proficiently perform their work tasks. 
Discrimination and harassment is unacceptable and will not be tolerated in the workplace.  All staff members are required to treat each other with dignity and respect; this also abides to employees within B & N Crane Repairs, its suppliers, its customer and its contractors. 
It is our responsibility to eliminate discrimination and harassment and provide support, safety and well being to an employee. 
      Neil Webb






        Ben Marczak 



       Director 







 Director


Complaint Management Policy
The company is committed to satisfying the needs of clients and the employees.  We will practice patience and understanding as we strive to provide a better service to ensure the satisfaction of our clients and employees in the workplace. 

As part of our pledge, we aim to practice the following principals: 

· Openness to all employees and clients;
· Open-mindedness when dealing with complaints to avoid bias opinions;

· Confidentiality and respect to all employees and or clients involved;

· Equality and fairness to all parties involved;

· Sensitivity when dealing with the issue and the parties involved. 

If there is a complaint or an issue that has risen within the workplace, it is essential that you take the necessary steps and procedures to ensure that your matter is dealt with appropriately by reporting to your supervisor, which will then be passed on to the director unless If it is absolutely necessary that you report your complaint or issue to the managing director.
If any employee feels that they have been discriminated against or harassed then you have the right to express the issue without feeling fear or angst that this may affect their career or current employment.    

      Neil Webb






        Ben Marczak 



       Director 







 Director


I have read the following company polices and understand what B & N Crane Repairs Pty Ltd is requiring from me.  
· Company Vision Statement

· Occupational Health and Safety Policy  

· Personal Protective Equipment Policy 

· Injury Management Policy 

· Drug and Alcohol Policy 

· Attendance, Annual and Sick Leave Policy 

· Behaviours and Expectations Policy  

· Workplace Training Policy 

· Vehicle and Equipment Maintenance Policy 

· Equal Employment Opportunity Statement 

· Complaint Management

I, 




 have read the above company policies and am aware of the rules and regulations that I am obliged to follow.  By signing this agreement I am aware of the rules that have been set out by B & N Crane Repairs Pty Ltd and I am also aware of the consequences that may follow should failure to commit and act appropriately and accordingly to the policies occur. 

     Employee Signature




      Date
B & N Crane Repairs Pty Ltd
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