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INTRODUCTION 

 
Welcome to the Latent Investments Policy and Occupational Health and Safety Standards.  
This manual will provide you with an understanding of our general operating policies, practices and benefits. It outlines what the 
Company expects of you and what you can expect in return. This manual cover matters general issues in the workplace you will need 
to be aware of during the course of your employment. 
This policy replaces any and all earlier policies and procedures, memos, whether written, verbal or established by practice. 
It is your responsibility and obligation to understand this policy, if you do not understand any provisions of this policy you must discuss 
the provision with your Manager.  The Company reserves the right to amend, modify, delete, supplement or add to the provisions of this 
policy as it deems appropriate in its sole and absolute discretion. 
Our common goal must be to work together to provide excellent customer service, as well as operating profitably and efficiently. 
As a staff member, you (The Employee) are part of an organisation where people are the greatest asset. Latent Investments values the 
efforts of all Employees. For any clarification about any of The Company’s Policies and Procedures the Employee should contact your 
Manager. 
 
PURPOSE 
The Company recognises that the formalising and maintaining our polices and work procedures is essential to the long-term 
consistency in providing a rule of measure or standards to work by. The Company is committed to properly documenting our 
workplace polices in order to: 
 

• ensure a current, consistent response to our issues; 

• support our training requirements; 

• enable us to effectively audit our program for continuous improvement purposes; 

• provide demonstrable evidence of our commitment to safety; and 

• Promote awareness on what is needed to achieve our stated policy objectives. 
 

RESPONSIBILITY 
Latent Investments responsibility is to ensure that these policies are a controlled document and will endeavour to; 
 

• review and update documents as necessary; 

• identify changes and the current revision status of documents; 

• the polices contained herein are legible and readily identifiable; 

• ensure their distribution is controlled; 

• prevent the unintended use of obsolete documents, and to ensure that they are suitably identified as such, if they 
are retained for any purpose; 

• record all amendments to records and documents and to communicate changes 
 

Your employment is subject to continued satisfactory service based on the Terms and Conditions of your Employment, Job Description, 
this Manual and your observance of the Company's general polices and rules.  
 
At the back of this Manual is a 'Declaration', which you are required to sign as confirmation you have read and understand the contents of 
the Staff Manual and agree to be bound by such as they currently stand and as amended from time to time.  
 
Please bring this book with to Mt Hotham.  All paperwork must be signed and returned before commencement of work 
 
Any paperwork you would like to send can be addressed to: 
   Latent Investments Pty Ltd 
   90 McConnells Lane 
   Porepunkah  VIC  3740 
    
   or emailed: office@latentinvestments.com.au 
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ACCIDENTS  
Employees are not allowed to work under the influence of intoxicating liquor or a drug (except prescribed by a medical practitioner).  If 
any injury occurs on the job, no matter how slight, report it immediately to your Supervisor or Manager. All accidents, injuries or 
occurrences must be recorded and logged correctly by your Manager or Occupational Health & Safety Officer.  
 
AMENITIES  
Amenities are provided within Hotham Central for your convenience.  You must notify your Supervisor / Manager when leaving your 
workstation to use the amenities.  Ensure you wash your hands after using the amenities. 
 
APPOINTMENT 
At commencement of employment with the Company the Employee will receive an Employment book.  Latent Investments employees all 
staff as casuals under the relevant award.  Casuals do not receive sick pay, annual leave or holiday pay. 
On appointment employees are given all information regarding their position, accommodation, and what do.  All requirement paperwork  
must be signed before commencement of work. 
 
ATTENDANCE AND PUNCTUALITY  
Regular and punctual attendance at work is critical to the effective functioning of the Company. You are expected to make every effort to 
be in attendance for every working day and on time. Punctuality, regular attendance and performance will be the basis of your continued 
employment.  If it is necessary for you to be late or absent from work (including due to sickness), you must notify your Manager at least 
one hour prior to your scheduled starting time. 
 

• Breaks 
Tea breaks or lunch breaks must be taken according to the award.  Cigarette breaks are not payable under your award.  Staff 
wanting to take breaks my do so by authorisation of your venue supervisor.  
 

• Excessive Absenteeism 
Absenteeism places additional burdens on other staff members and could result in the neglect of our customers' needs and 
therefore may jeopardise your employment. Excessive absences for which there is no satisfactory explanation will result in a 
serious review of your continued employment.  

 

• Record keeping for starting and finishing times 
A roster is produced each week by your Manager and is displayed in your workplace.  Employees should be ready to start work 
5 minutes prior to their appointed starting time as per the roster.  All rosters are electronic and hosted by Wageloch. Electronic 
timesheets are reviewed by your supervisor at the end of each day/week.  

 
ATTITUDE AND HARMONY IN THE WORKPLACE  
Harmony in the workplace is very important, both within and between venues. It is expected that you show courtesy and co-operation 
when dealing with other staff and customers.  It is up to everyone to make a conscious effort to have a positive attitude and to treat your 
work mates in the same way as you wish to be treated. The wilful ridicule of other staff or management is totally unacceptable. 
Encouraging others to participate in or malign other staff or management will not be tolerated. This type of behaviour will result in 
disciplinary action and/or (where appropriate), termination.  
 
ANTI –GOSSIP POLICY 
The Company has no tolerance for gossip. Gossip can be destructive to all concerned and benefits no one. Gossip is an activity that can 
corrupt an Employee’s satisfaction and performance. Although some individuals involved in gossip may not intend to harm, gossip can 
have a negative impact on a person’s life or even destroy a person’s life and undermine the Company’s credibility. 
 
DEFINITION OF GOSSIP: 
i. Talking about a person or person’s personal life when they are not present 
ii. Negative gossip criticising another person or person 
iii. Repeating information that can injure a person’s credibility or reputation 
iv. Repeating a rumour about another person 
v. Repeating information given in confidence without permission or knowledge 
 
 
It is everyone’s responsibility to assist in control and manage gossip within the workplace: 
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1. The Employee is not to speak or insinuate another person’s name when that person is not present unless it is to compliment, praise or 
ask about matters related directly to their work within the Company 
2. The Employee shall refuse to participate when another person speaks about a person not present in a negative light 
3. The Employee shall not respond to an e-mail or pass it on to any individual or individuals if it is derogatory about another Employee 
4. The Employee shall call a halt to a discussion if the individual or individuals initiate gossip about another Employee when that 
Employee is not present 
5. The Employee shall mind their own business, be a dedicated Employee, behave in an ethical manner and expect the same from others 
Violation of this policy will result in disciplinary action and/or termination. 
 
CASH HANDLING 
If cash handling is a part of your job function, you will be held responsible for its safekeeping whilst the cash is in your possession and for 
obtaining correct authorisations whenever the cash is transferred from your possession to another person. Failure to follow these basic 
rules will result in you having to reimburse the Company for any cash not accounted for and will result in disciplinary action and/or (where 
appropriate), termination.  
 
CODE OF CONDUCT 
The Code of Conduct identifies a number of specific ethical issues likely to emerge within a workplace setting relating to the three      
principles of the Code of Ethics and provides further direction. It does not and cannot cover every possible situation. 
The Company is committed to provide an environment free from discrimination. To this end the Company will act to ensure that its 
environment is free from direct or indirect discrimination. 
Under the Equal Opportunity Act 2010 (Victorian Equal Opportunity & Human Rights Commission, 2010) it is still against the law to 
discriminate against a person on the basis of: 

• Age -Political belief 

• Breastfeeding -Pregnancy 

• Carer status -Race (including colour, nationality, 

• Disability -Ethnicity and ethnic origin) 

• Employment activity - Religious belief or activity 

• Gender identity - Sex 

• Industrial activity -Sexual orientation 

• Lawful sexual activity -Personal association with 

• Marital status - Someone who has, or is assumed 

• Parental status -To have, any of these personal 

• Physical features -Characteristics. 
 
CODE OF BEHAVIOUR 
The Company is proud to be able to employ a wide variety of people from diverse backgrounds and employment categories. The 
consideration of everyone's rights is an integral part of our work environment. Accordingly, below are some basic behaviour guidelines 
that you will be required and expected to follow (are not permitted and will not be tolerated). Violating any of the behaviour guidelines (but 
not limited to) will result in disciplinary action and/or (where appropriate), termination. 

  
1. Failure to notify your Manager when you are unable to report to work or failure to be at your work station at your allocated start 

time.  
2. Poor work performance.  
3. Practical jokes, horseplay, fighting and use of profane or abusive language.  
4. Bringing of firearms, weapons, or dangerous substances onto Company property, including staff accommodation. 

5. Committing a fraudulent act or the engagement in any unlawful activity (including dishonesty, fraud, and pilferage and being 
charged with a criminal offence).  

6. Abusing, destroying or wasting company property or equipment.  

7. Acting in a manner that causes imminent risk to the reputation, viability or profitability of the Company. 

8. Slandering or ‘bad mouthing’ the company to co-workers, other people and on the internet for you own emotional benefit 

9. Defacing company property and defacing or misusing company issued subsidised or serviced uniforms. 
10. Failure to obey the directions of your Supervisor or Manager.  
11. Failure to observe and adhere to all Company Policies and Procedures.  
12. Failure to follow safe working practices, thereby endangering others.  
13. Falsifying company records.  
14. Falsifying or giving misleading information when applying for employment.  
15. Intimidating other staff members, customers or suppliers.  
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16. The unlawful harassment of another staff member, customer or supplier.  

17. Making sexist or racist comments or engaging in behaviour which materially affects the performance of other staff members.  
18. Misrepresentation of the Company.  

19. Working under the influence of alcohol or illegal drugs or bringing unauthorised drugs or alcohol onto Company premises, 
including staff accommodation. 

20. Unauthorised use of company equipment, property or time for personal use or gain. 

21. Aiding or supplying competitor’s with strategic information damaging to the business. 

22. Fighting on Company premises, including staff accommodation.  
23. No undue advantage or disadvantage occurs because of the existence of a personal relationship. 

24. Where a close workplace personal relationship exists, employees and mangers must act in a professional manner whilst 
conducting out their job role requirements 

25. Conflicts and/or disagreement arising out of family, boyfriend, girlfriend or close relationship matter must not be addressed in the 
workplace during the course of employment 

 

COMPANY FACILITIES AND EQUIPMENT  
The use of company facilities and / or plant and equipment (such as coffee machines, computers etc.) is not permitted for personal use 
outside the requirements of employment, without permission from your Manager. If you have obtained approval, you must have "clocked 
off” prior to commencing these personal tasks. You are not covered by workers' compensation for the relevant time.  Removal of any 
equipment from the premises without the Manager's authorisation is not permitted; you will be held personally responsible and will result 
in disciplinary action and/or (where appropriate), termination. 
 
COMPANY PROPERTY 
You are expected to respect Company property and the property of other staff members. Damage to any buildings, equipment and other 
Company facilities, including staff accommodation, caused by negligence may result in you having to pay for the damage and will result 
in disciplinary action and/or (where appropriate) termination. 
 
COMPANY RULES AND POLICIES  
It is expected that your behaviour during Company time both on and off the premises will be beyond reproach and that you will uphold the 
standards set by the Company at all times (this includes your attendance at any training sessions). Company loyalty is a condition of your 
employment and any disregard for the Company Policies will result in disciplinary action and/or (where appropriate), termination. 
 
CONFIDENTIALITY AND DISCLOSURE OF INFORMATION  
It is a condition of your employment that you do not disclose any such information to any person unless you are authorised to do so by 
your Manager, relating to the affairs of the Company, suppliers and staff. All confidential records, documents and other papers, together 
with any copies or extracts, made or acquired by you in the course of your employment shall remain the property of the Employer and 
must be returned to the Employer on the termination of your employment. ‘Confidential information’ shall include all information, which 
has been specifically designated as confidential by the Employer and any information which relates to the commercial and financial 
activities of the Employer, the unauthorised disclosure of which would embarrass, harm or prejudice the Employer.  
It does not extend to information already in the public domain unless such information arrived there by unauthorised means. You must 
not use this information for personal gain or benefit. In addition, you must continue to keep such information confidential for one year after 
you leave your employment with the Company. In the event that such confidential material is disclosed the Company will have the right to 
take action for damages.   Staff must not provide any personal details (including telephone numbers) of other staff members to anyone 
other than a Manager unless authorised. 
 
CONFLICT OF INTEREST  
It is a condition of your employment that, whilst you are employed with the Company you must not engage directly or indirectly in any 
business which carries on a similar business to that of the Company, unless prior approval has been given by your Manager. In addition 
you must not participate in any activity (employment) outside the Company's hours of work, which, as a result, conflicts in any way with 
the execution of your duties for which the Company employs you. All other interests must still be put forward and discussed with your 
manager.   
 
CUSTOMER COMPLAINTS  
The Employee is required to treat customers with courtesy and respect at all times and to make every reasonable effort to address the 
customer’s needs even when they are rude, or difficult. It is certain however, that whatever standard of professional and positive 
customer service the Company achieves, there will always be a small percentage of customers whose issues cannot be dealt with to their 
satisfaction. Remember:  
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• Acknowledge the customer promptly and with courtesy.  Always have a smile.  

• Treat all customers with respect, regardless of gender, perceived race or ethnic background, disability, or any other distinguishing 
characteristics.  

• Be friendly, but not familiar. 

• Always remain calm, do not lose your temper.  

• Be positive - let the customer know what you can do.  

• Regardless of your own job description, never leave a customer unattended. 

• Listen promptly to the client 

• Do not interrupt the client 

• Thank the customer for bringing their concerns to our attention 

• Assure the customer that management will be able to assist and resolve any issues. 
 
CUSTOMER RELATIONS 
To ensure that when dealing with customers all staff are to respond in a courteous, consistent, timely and fair manner and satisfy all 
reasonable requests from customers. 
This policy applies to all Employees. 

• To ensure that when dealing with customers all staff respond in a courteous, consistent, timely and fair manner and satisfy all 
reasonable requests from customers, 

• To ensure that resources are used efficiently and effectively when dealing with customers. 

• All employees are required to: 

• Treat all customers with respect and courtesy 

• Listen to what customers have to say and determine the exact nature of the request 

• Respond to customer enquiries promptly and efficiently 

• Act with integrity when dealing with customers 

• Answer all calls promptly and efficiently, referring calls to the appropriate officer quickly and providing clear and concise 
information in response to caller enquiries. 

• Attend to clients in a professional and helpful manner 

• Speak clearly and deal with clients calmly, courteously and patiently, even when clients are angry, aggressive or distressed 

• Ensure that all relevant staff members are present to address each matter appropriately 
 
 
DISEASE AND INFECTION 
In the event of an outbreak of disease and infection we must ensure all employees and management are prepared and taking the 

necessary precautions.  The health and safety of our people and communities as our priority.  
Latent Investments has business continuity plans in place and will be following the advice of governments/local authorities as 
well as the Mount Hotham Skiing Company and Resort Management Board.  Any interruption to supply or workplace events 
will be communicated and worked through with our employees. 
 
Latent Investment recommends the following actions be taken to ensure infection preventions: 
1.     If you are un-well, see a doctor and self-isolate for a period of time; 
2.     Avoid high traffic areas and assets; 
3.     Practise good personal hygiene techniques; 
4.     Carry hand sanitiser and disinfectant wipes; 
5.     Avoid meeting friends and family – recommend by phone, Skype or other modern technology.  
 

In the event that you feel unwell please notify your manager and report to the medical centre.  On contraction of infection/s it 
is best advised that you leave the mountain and return home to self-isolate, as soon as possible. 
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DISCIPLINARY ACTION, INSTANT DISMISSAL AND TERMINATION 
 

• Disciplinary Action  
In the event there is a breach of Company Policies and Procedures, disciplinary action will take place. Employees may 

 be given a waring.  Two warnings may be given and the third waring is dismissal. Warnings may be verbal or written. 
 

• Instant Dismissal  
The Company has the right to dismiss you without following the Disciplinary Action procedures under certain circumstances.  In 
all cases the facts surrounding the incident will be investigated; you will be presented with the known facts and given the 
opportunity to respond. All staff benefits including employees Hero Pass cease from the time of dismissal or termination. 
The circumstances in which this may occur are as follows:  
Breach of the Company's Code of Behaviour; including dishonesty, fraud, theft, breach of safety, harassment, discrimination, 
wilful damage to company property, harming or threatening co-workers or customers, drunkenness, use of illegal drugs, gross 
neglect and unauthorised absenteeism.   In all cases you will be given the opportunity to defend or explain your behaviour.  
 

• Termination  
The Company may terminate your employment without notice for any misconduct, incompetence or behaviour that is, in the 
reasonable opinion of the Company, prejudicial to the commercial interests of the Company. Under the award written 
dismissal  notice periods do not apply to casuals who do seasonal work therefore dismissals may be verbal. 
On termination of your employment, however occurring, you agree to return immediately all property belonging to the Company. 
Employee benefits will cease at time of resignation, including your Hero Pass and employees are requested to leave the 
Razorback apartments as soon as reasonably possible unless arrangements have been made with your manager.  
Hero Pass payments are non-refundable as they remain the property of Latent Investments. 
All staff are subject to dismissal should circumstance demand it. Eg. The ski season finishes early due to weather conditions. 

 
DIVERSITY POLICY 
Diversity is otherness or those human qualities that are different from our own and outside the groups, to which we belong, yet are 
present in other individuals and groups.  Latent Investments understands everyone must be treated equally and seeks to provide a 
company that is free from discrimination.  We are committed to the Code of Ethics and Code of Conduct and it forms part of the 
companies framework and provides a direction to the employee on a range of ethical that an employee may not confront in executing  
their daily duties.  The company is committed to complying with all company laws, standard, promoting a culture of fair and ethical 
behaviour and encouraging the reporting of corrupt practices, breeches of the law and matters detrimental of the company and its 
reputation. Our organisation will strive to have diversity in everyone that we recruit. We ensure a fair and effective process for 
appointment towards roles is essential to having a strong team to give our customer the best possible service.  
 
HOURS OF TRADING AND ATTENDANCE  
Business hours vary from venue to venue. Your Manager will advise you of your hours of work via a roster. Management may change 
these hours in accordance with award provisions to suit the needs of our customers.  Hours may also be changed due to the weather. 
 
IN HOUSE RELATIONSHIPS 

A “close personal relationship" means: 
- a relationship that goes beyond the bounds of a platonic/personal friendship or a working relationship, and includes being a 
relative, a family relationship, or personally involved, ie. dating, romantic relationships, sexual and similar close personal 
relationships that may be consensually undertaken by both individuals; or 
- a relationship which gives rise to a real or potential or perceived conflict of interest and includes relatives and financial 
relationships; or 
- a relationship where one person is financially dependent on another; or 
- relationships where there have been previous instances of serious conflict between the parties. 
 

Latent Investments strives to be a family-friendly workplace and is committed to maintaining a culture of inclusion, trust and 
respect. The company does not discriminate against relatives of, or people in a close personal relationship with, a member of 
staff, and permits the employment of qualified family members provided such employment does not create a real or 
perceived conflict of interest and the requirements of this policy are met. 
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• A member of staff should not be able to advance or hinder the interests of another member or potential member of 
Latent Investments on the basis of their personal relationship; and/or to act to the detriment of the companies 
interest, or the interests of other staff because of their personal relationship. 

• Latent Investments intends to rely on people disclosing that a potential or perceived conflict of interest exists 
because of the existence of a personal relationship.  

• All employees will behave in accordance with the Code of Conduct. 

• Where close personal relationships exist, employees must act in a professional manner whilst employed by Latent 
Investments.  

• Employees must not be seen to plan, prepare or organise days off together unless authorised by your manager 

• Employees in breach of the Code of Conduct and the respective policies may be deemed misconduct and result in 
possible disciplinary action.  

• Managers are responsible for ensuring this policy and its procedures are followed and understood as appropriate to 
each staff member's role and function. 

• As far as possible management of a disclosure of a personal relationship is the responsibility of the supervisor or 
manager notified of the conflict, and will include consideration of the nature of the relationship and the 
appropriateness of the employee to resume any activities that involve the conflict. 

• Directing or approving the management of a disclosed close personal relationship which is in breach of this policy, 
or having knowledge of a close personal relationship in breach of this policy of but not acting promptly to correct the 
situation in accordance with this policy, may be deemed misconduct resulting in misconduct under the agreement. 

• If it is determined that a conflict of interest (actual or perceived) exists, then Senior management will attempt to 
alleviate the situation, or due to the nature of the business an employee may elect to cease employment. 

 
Where an employee or Supervisor has a close personal relationship with a staff member (including potential staff and ongoing, fixed term 
or casual staff) they shall not be involved in decision making or formal employment or academic assessment procedures leading to the 
appointment, promotion, disciplinary proceedings or any other determination relating to employment conditions, benefits or entitlements 
for the staff member. 
 
HOUSEKEEPING  
Good housekeeping and good work go hand in hand. Customers often compare the quality of service with the cleanliness of the 
premises. You must not allow untidiness to create an impression of carelessness and poor service. Take the little additional care needed 
by keeping equipment in its proper place. It is your obligation to protect and / or return equipment, keep your work area clean and tidy, 
and follow common sense and safe housekeeping practices. Staff accommodation will be inspected for housekeeping. 
 

INDUCTION  

We recognise that our people are crucial to our success, which is why all of our staff have consistent training and coaching. We focus on 

all staff to improve and develop the qualities of our employees, to give them the training so they have the confidence to do the job. 

Staff training and induction is conducted during the third week of June. This gives staff time to unpack and settle in, orientate themselves 

with the mountain and get to know their team mates before the peak season arrives.  

All staff are encouraged to speak up if they feel uncomfortable, have changed their mind or due to unforeseen circumstances need to 

leave Mt Hotham.  We ask this regularly on the phone during employment and before training. We want each employee to feel that they 

‘fit in” and are comfortable. We offer ongoing coaching and support right through till the end of the season for all employees. 

After we have completed the training process we encourage all staff to offer their feedback on our training methods and process. We also 

encourage staff throughout the season to offer feedback as well so we can improve on our training and processes. 

 
KEYS  
The security of premises is of utmost importance. Only authorised staff will be allocated keys to the premises. These keys are part of the 
security system and are your personal responsibility if they are issued to you. They are not transferable and must not be lent or copied. 
The loss of a key must be reported immediately to your Manager and depending upon the circumstances you may be charged with the 
costs of re-keying the respective area. If you are the last to leave the premises, it is your responsibility to ensure the premises are fully 
secured and locked.  
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LAUNDRY FOR MANDATORY UNIFORMS 
When the Employee is required to represent the company in a Mandatory Uniform (as per the approval of Management) they will receive 
complimentary washing powder.  Aprons, gumboots, outside jackets and personal protective clothing are supplied by Latent Investments.  
Staff wishing to wear their own clothes is subject to management authorisation and still will be supplied washing powder. 
 
MEETINGS  
Meetings are held at various times to keep you informed and updated. Punctual attendance is compulsory and your Manager will 
endeavour to give you sufficient notice.  
 
MISREPRESENTATION  
Wilfully misrepresenting the products or services sold, or Company Policies and Procedures will be regarded as 'misrepresenting' the 
Company and will result in disciplinary action and / or (where appropriate), termination.  
 
MOBILE PHONES  
Latent Investments expects our employees to devote their full attention to the successful performance of their job duties. Mobile phones could 
present safety hazards and cause quality problems by distracting you from concentrating on your work / duties. Mobile phones are to be used 

only during tea and lunch breaks, unless authorised by your Manager. Reception for Optus SIM cards is very poor on the mountain and 
suggest changing to Telstra.  It is essential you have a good working phone, spare chargers, cords and Telstra SIM. 
 
MYGOV  (www.mygov.com.au) 
All employees now are required to have a MYGOV account.  This is a private portal for each person that displays earnings, 
super, Medicare and Tax information. Over time this will enable employees to more easily understand and manage their own 
end of year tax position. Employees must login and register a new TFN with the company and provide Latent Investments 
with a copy. This must be done before staff arrive on the mountain. 
 
OBSCENE LANGUAGE  
Swearing or using profane language on Company premises or while carrying out your daily duties will not be tolerated and will result in 
disciplinary action and / or (where appropriate), termination.  
 
PERFORMANCE REVIEWS  
You are expected to perform the requirements of your employed job role to the best of your ability, constantly making every effort to 
increase your proficiency. One of the main reasons you have been employed is your ability to do your job well. To help you do this, we 
provide you with special tools, equipment, manuals and other items necessary to carry out your work. Good work performance will be 
recognized and depending on consistency may be rewarded. 
 
PERSONAL CALLS  
All Company owned telephones are to be used for business purposes only, except in the case of an emergency. You are not to make or 
receive personal telephone calls unless approved by your Manager.  No STD calls are to be made unless authorised by the Manager. 
Making nuisance or harassing telephone calls will not be tolerated and will result in disciplinary action and/or (where appropriate) 
termination.  
 
PERSONAL HYGIENE 
A high level of personal hygiene must be maintained to ensure food safety standards are met.  The following standards apply to all food 
handling and food service staff: 

• Fingernails are to be short, clean, neat and clear of nail polish. 

• Hair must be neat, clean and well groomed, with long hair tied back.   

• Facial hair is to be well trimmed. 

• Uniforms and aprons must be worn, cleaned each day and not worn off premises.  Aprons shall be removed before going to the 
toilet, before smoking or eating. 

• Staff should maintain good personal hygiene habits eg. Use deodorant, brush your teeth etc. 

• Open wounds must be covered with appropriate bandages.  If on hands, disposable gloves must be worn over bandages. 

• Staff must wash hands with soap and warm running water before starting work, after going to the toilet, after using a 
handkerchief or tissue, after coughing or sneezing into the hand, after handling garbage, after smoking, after each break, after 
eating, before handling food, after handling raw food, after touching face, ears, mouth or other body parts, between handling 
cooked and uncooked products, after any unhygienic habit and after handling money. 
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PERSONAL INFORMATION  
On employing for a position with Latent Investments it is important to declare all important information that may affect your ability to work 
with the company.  Medical conditions that require assistance or knowledge are for the benefit of the employee, so that the company 
knows how to handle any conditions/incidents or medical procedures. 
If any of you’re personal information changes eg. your address or telephone number, you must notify the Payroll Officer / your Manager 
immediately so that our records can be kept up to date. Incorrect records can result in delays should it be necessary for us to notify your 
family in case of sickness or accident. Personal details are kept confidential and will not be released to third parties without your consent.  
 
PERSONAL PROPERTY  
Personal property is your responsibility. The Company does not accept liability for the loss of any personal property left on the Company's 
premises and including staff accommodation. It is therefore important that you keep your personal property in a secure place and arrange 
your own insurance against loss or damage. You should report any lost or found property to your Manager immediately.  
Personal property/equipment is not to be sold during work hours through the use of shops to customers, staff or any other person. 
Personal property left behind in Razorback or at work will be the staff member responsibility to arrange transport home. Any 
clothing/items not claimed will be donated to charity. 
 
POSITION SUMMARY  
Every position within the Company has a Position Summary, which outlines the responsibilities and duties of your position and is to be 
used as a basic guideline for carrying out your work duties. If your position changes or alterations are made to the job you are doing, you 
should be issued with a new Job Description. It is your responsibility to advise your Manager if you are not issued with a current Job 
Description.  
 
PUBLIC HOLIDAYS  
Proclaimed Statutory Holidays and any other days declared, as a public holiday will be paid if the Employee is employed on permanent or 
permanent part-time basis or casual.  The Company will be open and trading for the entire snow season, except for particular 
circumstances in which instructed to Latent Investments by Mount Hotham Skiing Company. 
 

RECRUITMENT AND SELECTION POLICY 

Policy Statement 

Latent Investments is an equal opportunity employer.  We are committed to doing the right thing by very member of our team.  We aim to 
ensure our people are engaged and continue to view Latent Investments as a great place to work. 

Principles 

Our recruitment practice is based on the following principles: 

➢ Being fair, equitable, respectful and confidential 

➢ Compliant with legislative requirements 

➢ Are consistant with the companies policies 

The best person for the vacant position will be selected based on merit.  This consists of an assessment of their overall skill, knowledge, 
experience and relevant qualifications in accordance to Position Description. 

Application Process 

Latent Investments advertises on Seek, Gumtree and Social Media. Other applicants by apply by word of mouth, referrals, telephone and 
emailing.  Advertising will commence from April until June of each year. 

Work Conditions 

Health and Wellbeing 

We openly encourage our people to seek the enjoyment of the snow life and well as the work-life balance.  We encourage healthy eating 
and exercise and take an interest into all of our employee’s well-being.  The weather can introduce illness among the resort and in the 
staff accommodation.   

Flexible work options  

Flexible work options are tailored to each venue and the position of each employee. Each season we encourage job-share and a flexible 
work option that has led to an increase in the number of shared roles across the business.  
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Recognition of prior service 

At the end of each snow season the company will make an assessment of staff that have shown exceptional skill and customer service 
throughout the season.  These staff will be given the opportunity to return and work for our company at any given season. Incentives are 
in place for each staff member that returns. 

Training and Development - Latent Investments gives on the job training and development of the staff. 

Interview process  -  Each interview will follow the below process: 
 

Process 

 

 

 

 

 

 

 

 

.  Latent Investments Pty Ltd Organisational chart and Venue Responsibilities 

 

Planning you trip 

Successful applicants will be giving all the relevant information in planning their trip to the mountain. 
Company policies and procedures must be signed prior to work commencement and well as relevant certificates of training and 
qualifications. 
 
RENT 
Seasonal Rental for the Season is available for rent on the mountain.  We recommend Razorback Apartments - Unit 10.  Razorback 
Apartment Unit 10 is owned by Dewpoint Investments.   Latent Investments collects the rent on behalf of Dewpoint Investments Pty Ltd.   
Employees will be issued a separate rental agreement to read and sign before commencement of work.  
Rent for staff accommodation can be deducted by Latent Investments from each employee’s pay each week or the rental may be paid in 
full prior to the season.   
 
SKI PASS (EPIC PASS) 
Employees may or may not be provided with a Vail Resorts EPIC Pass.  Employees may choose to purchase a pass of their own accord.  
Alternatively, a pass may be provided through Latent Investments and a payment plan will be set up to pay for the pass.  Until the pass is 
paid for then pass remains the property of Latent Investments.  Upon resignation or dismissal Latent Investments reserves the right to 
withdraw the pass when deemed necessary and payments made by the employee towards the pass are non-refundable. This pass is the 
property of Latent Investments Pty Ltd and Mount Hotham Skiing Company. 
 
RESIGNATION  
In the event that you wish to resign, you are required to give the appropriate period of notice as required under the award. Employees 
may give written or verbal communication; both will be documented by the Company. On leaving the Company you will be required 
to return all company property eg. Keys, uniforms etc.  If you do not give the Company a reasonable period of notice the company is 
entitled to deduct from any monies owing to you an amount representing the number of weeks or days of the notice period that you did 
not work.  Employee benefits will cease at time of resignation, including your Hero Pass and employees are requested to leave the 
Razorback apartments as soon as reasonably possible unless arrangements have been made with your manager. 

 
LATENT INVESTMENTS  

BRIAN TAGGART 

 

HOTHAM CENTRAL  
SUPERMARKET - Supervisor 

 
HOT DOGGIES - Supervisor 

 

 
OFFICE MANAGER 

SIMONE JACOB 

CONTACT TO 
ARRANGE   

INTERVIEW 

 

INTRODUCTION 
AND 
DISCUSSION 
OVER VACANCY 

 

APPLICANT 
ASKED 

SERIES OF 
QUESTIONS 

 

APPLICANT 
DISCUSS 

RESUME AND 
WORK 

EXPERIENCE 

 

 
PLAN YOUR 

TIP 

 

 
INFOMRMATION 
LETTER SENT 

 
REFERENCE 

CHECKS 

 
CALL BACK 

SUCCESSFUL 
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ROSTERS 
All rosters are available each for employees via the Wageloch portal.  We aim to communicate and discuss all rosters with staff to ensure 
a happy medium and fairness upon all work schedules.  Any changes to rosters will be communicated by your supervisor.  
 
Staff must adhere to the rostered hours and may only work beyond their rostered time unless by authorisation from their supervisor.   
Staff may not change or swap rostered time without supervisor approval.  Failing to turn up to a rostered shift may result in a warning and 
disciplinary action. Requests for particular days off are to be discussed with your manager and they may need to work in with the needs 
of the business and visitation of people on the mountain. 
 
SEASONAL RENTAL –  OTHER THAN RAZORBACK 
Staff staying in seasonal rentals other than Razorback and working for Latent Investments will be subject to a tenancy agreement 
between the staff member and the Rental company.  It is each employee’s responsibility to respect the property and set an example.  The 
apartment must be kept tidy and clean during the season and cleaned and presentable at the end of the season.   
 
SECURITY AND SECURITY CHECKS  
The physical security of the Company's premises as well as the safety of our staff is of utmost importance. At the close of trading each 
day all locks should be secured. Your Manager will instruct you regarding specific security procedures pertaining to your position.  The 
Company reserves the right at all times to request you upon entering or leaving the premises to disclose to a Manager and in the 
presence of a third party, the contents of any parcel, bag or container, including any product or article of clothing carried or worn by you.  
 
SOCIAL MEDIA 
This is your Fan Page and we encourage you to leave comments, photos, videos, and links here. However, we will review all comments 
and will remove any that are inappropriate or offensive. We will leave what you share that relates to the subjects covered on this Page. 
Please understand that comments posted on this page do not represent the opinions of Latent Investments t/as Chill Bar and Café and 
Hotham Central Supermarket. 
 
Latent Investments /as Hotham Central Supermarket Terms of Use 
 
The Chill Bar and Café and / or Hotham Central Supermarket Facebook pages are intended to provide a place for fans of Chill Bar and 
Café and / or Hotham Central Supermarket to discuss our products, events, entertainment, competitions and other types of information.  
 
All comments, visuals, videos and other type of material posted by fans on this site ("User Content") do not necessarily reflect the 
opinions or ideals of Latent Investments Pty Ltd and its employees or affiliates. Latent Investments Pty Ltd does not represent or warrant 
the accuracy of any statement or product claims made here, is not responsible for any User Content on this site and does not endorse 
any opinions expressed on this fan page. 
 
All users must comply with Latent Investments Pty Ltd t/as Chill Bar and Café and / or Hotham Central Supermarket Facebook's Terms of 
Use.  Latent Investments t/as Chill Bar and Café and / or Hotham Central Supermarket do not monitor every posting of User Content on 
the Pages. Latent Investments t/as Chill Bar and Café and / or Hotham Central Supermarket expects, however, that users will not post 
any materials that fall into any of the following categories and may have removed any materials that: 

• Defame, abuse, harass, stalk, threaten or otherwise violate the legal rights (such as rights of privacy and publicity) of others. 

• Publish, post, distribute or disseminate any defamatory, infringing, obscene, indecent, misleading or unlawful material or 
information. 

• Upload or attach files that contain software or other material protected by intellectual property laws (or by rights of privacy of 
publicity) unless you own or control the rights thereto or have received all necessary consents. 

• Upload or attach files that contain viruses, corrupted files, or any other similar software or programs that may damage the 
operation of another's computer. 

• Delete any author attributions, legal notices or proprietary designations or labels in any file that is uploaded. 

• Falsify the origin or source of software or other material contained in a file that is uploaded. 
 
SMOKING  
Latent Investments provides a smoke free environment for all employees and customers.  Smoking is not permitted in any Latent 
Investments venue, including staff accommodation, at any time.  Employees are permitted to smoke during their breaks (that is, lunch or 
tea break) outside the premises and this will be regarded at a 15 minute unpaid break.   Any separate cigarette breaks taken during work 
hours are not payable under your award. 
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STAFF ACCOMMODATION –  OTHER THAN RAZORBACK 
Staff staying in accommodation other than Razorback and working for Latent Investments will be subject to a tenancy agreement with the 
Rental company and Latent Investments.  It is each employee’s responsibility to respect the property and set an example.  The apartment 
must be kept tidy and clean during the season and cleaned and presentable at the end of the season.  Inspections will apply.  All 
damages must be paid for. Rent will still apply with the apartments as well as a cleaning fee, gas and electricity. The same policy with 
Razorback apartments applies with visitors and friends staying in other apartments and in the best interest of security and safety, no 
sleep overs, parties, or reckless behaviour permitted.   
 
STAFF PURCHASES AND DISCOUNTS  
Latent Investments employees are eligible for discounts in each of the venues.  Staff will be informed of these during induction. 
Staff offering free lunches, private deals and use of company equipment to non-staff without authorisation could result in termination.  
Staff on their tea or lunch breaks must order their meals from the counter.  At no time is the staff member allowed to make their own        
meals.  Casual staff working with the company must have their meals authorised to ensure discounts or any other benefits. 
   
STORAGE AND RETENTION 
The Company’ records will be retained for the periods prescribed by legislation and best practice principles Documents to be retained for 
legal or historical reasons are identified accordingly.  
 
SUGGESTIONS  
Suggestions to improve the way we do things are always welcome. If you have ideas or recommendations for improvement, i.e. customer 
relations, staff morale, safety, sales, service or any other area of our operations, please bring it to the attention of your Manager.   
 
SUPPLIERS  
Our suppliers are an integral part of our business and over the years we have enjoyed good relationships through strong support and 
open communication. The Manager will determine our affiliations with various suppliers. Unsatisfactory products or services provided by 
any of our suppliers are to be reported to the Manager immediately for rectification and corrective action. You must not accept any gift or 
gratuity from any supplier, customer or vendor that may be construed as payment or obligation to do business with that individual or 
company.  
 All entitlements and rewards earned by the Company remain the sole property of the Company and may be awarded at the sole 
discretion of the Company.  
 
TIPS FROM CUSTOMERS 
Throughout the season, tips are collected from the tip jars by your Manager to be used towards a gathering for all employees at the end 
of the season.  If you leave the company you cannot take tips with you.  Taking from the tip jar is theft and can result in termination. 
 
THEFT  
Theft on any level will not be tolerated.  If you are found stealing, (including but not limited to), from a customer, the register, the shop 
premises, from another staff member or from the Company, you will be subjected to disciplinary action and / or (where appropriate), 
termination with the possibility of charges being laid.  It is expected that should you be aware of any such activity (including personal  
belongings of your own, other staff members, customers, or Company property) you must bring it to the attention of your Manager 
immediately. Taking promotional stock and giveaways (particularity alcohol promotions) without payment or authorisation is considered 
theft. 
 
TOBACCO 
It is illegal to sell tobacco to a person under 18, under any circumstances, even if the tobacco products are for, or claimed to be for a 
person over 18.  Staff working in Hotham Central Supermarket will be trained and informed that they should sight an acceptable form of 
identification (photo ID) for a person before selling a tobacco product to the person. It is illegal to sell cigarettes in a package containing 
less than 20 cigarettes. If an employee sells tobacco products to a person under 18 in disregard of the instructions mentioned above, 
They are committing an offence against the Tobacco Act 1987. 
 
UNIFORMS / DRESS STANDARDS 
The nature of our business is such that our Company is in view of the public and our reputation is determined by the impression we 
create.  Your personal and appearance must be of the highest standard.  A uniform relative to your position must be worn whilst at work.  
You will be supplied with tops which are to be returned to the Company at the end of the season in good condition with any lost or 
damaged items to be reimbursed by you at cost price.   
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VARIATION 
Latent Investments has the right to vary this policy and make changes.  Any changes will be emailed to staff members. 
 
WAGES AND SUPERANNUATION 
 

 Wages 
The pay week is from Monday to Sunday, with wages transferred directly into employee’s nominated bank accounts each 
Monday or Tuesday.  Common statutory awards operating within the Company are Fast Food Award and General Retail 
Industry Award. 
Any changes to employment or banking details must also be completed, authorised and forwarded to your Manager.  Any 
incomplete forms, or forms received after this deadline will be processed in the following weeks pay run. 
 

 Pay Rate and Overtime 
All wages are calculated as per each award for ordinary hours, time and a half and over time.  All rates include any applicable 
penalty rates, allowances, loadings and associated entitlements as prescribed by the Award.  All staff will be given appropriate 
breaks and time off. 
 
Rosters will be displayed in each Venue to all staff to access and also through the Wageloch App. Changes to rosters will only 
take part after discussion of manager and staff member in agreement. 

 
 Deductions 

Upon commencement of employment each employee will be deducted weekly for their Rent, Epic Pass, Gas and Electricity and 
a once off Cleaning Fee. Gas and Electricity will be continue to be deducted until that employee leaves the accommodation. 
 

 Employee’s Payroll Information 
Personal details and payroll details are kept confidential and will not be released to third parties without the Employee’s 
consent. The Employee must provide Supervisor/Department Manager with written consent for any personal and payroll 
information to be released to third parties (includes immediate family).  
 

 Pay Slip 
Payslips are emailed to each employee after payroll each week thoughout the season.   
 

 Payment Issues 
If an issue arises with the Employee’s pay it should be raised with their Department Manager as soon as practicable. 
 

 Superannuation 
Latent Investments Pty Ltd is a registered employer with Hostplus Superannuation Fund.  This is a complying fund and we will 
join you as a member unless you nominate your choice of fund as outlined on your Employee Information Form.  The Company 
contributes the compulsory statutory amount each month on your behalf in accordance with the Superannuation Guarantee Act.   
 

 Salary Employees 
Latent Investments employees some employees on a Salary arrangement.  The terms and conditions of each salary is 
discussed individually with each employee and terms set within each seasonal contract.  Each salary is based on minimum 
hours per week.  Failure to keep up these hours may result in time without pay or half pay until the hours are maintained.  
Salary staff must not take the same day off unless authorised by your manager.  Salary employees are general employed with 
the snow season dates for times negotiated within the contracts.  Full details and conditions are set out in each seasonal 
contract. 
 

WORK LOAD  
The Company operates seven days a week during the winter ski season.  In addition to your normal work schedule, you may be called 
upon to assist in another of the Company’s venue (where appropriately trained to do so).  Your position is casual and the period of your 
employment is highly dependent on snow conditions, resort occupancy and availability of work. 
 
WORKSTATION 
Workstations are to be kept clean and tidy at all times with rubbish to be placed in the bins provided. Staff are to use the customer table 
and chairs to eat during their breaks as eating is not permitted in your workstation. 
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OCCUPATIONAL HEALTH AND SAFETY POLICY 
 

 

POLICY 

This section provides you with a directory of policies, procedures, work practices which collectively comprise our Work Health, Safety 
and Rehabilitation Policy, the effectiveness and success of which rests with all employees. 

The policy seeks to adopt the benchmarks prescribed by 2004 Occupational Health and Safety Act, which proposes to: 

• implement, maintain and improve a safety system; 

• inform to a stated OHS policy; 

• demonstrate such conformance to others; seek certification/registration of its safety system by an external organisation when  

      required; or make a self-determination and declaration of conformance with the Standard. 

I am confident this manual will assist you to ensure, so far as is reasonably practicable, the health, safety and welfare of employees for 
whom you are responsible for at work. 

 

Regards, 

 

 

 

 

  

 

 

Simone Jacob     Brian Taggart     

 

 
 
 
 

 

 

  

 

 



 

 
Latent Investments Policy and Occupational Health & Safety Standards 

16 

 

PURPOSE 

To provide and maintain, as far as possible, places and systems of work that are safe and without risk to health. 
To comply with all relevant statutory requirements, codes, standards and design specifications that lead to a healthy and safe workplace 
for employees, contractors, customers and the public. 
To clearly establish levels of responsibility and accountability for management and employees. 

 
Obligations 
Latent Investments is firmly committed to a policy enabling all work activities to be carried out safely, and with all possible measures 
taken to remove (or at least reduce) risks to the health, safety and welfare of employees, contractors, authorized visitors, and anyone 
else who may be affected by our operations. We are committed to ensuring we comply with the Occupational Health and Safety Act 2004 
and applicable codes of practice and Australian Standards as far as it is reasonably practicable. 
  
Responsibilities 
 
Management: 
 
Will provide and maintain as far as possible: 

• A safe and healthy working environment 

• Safe systems of work 

• Plant and substances in safe condition 

• Facilities for the welfare of employees 

• Information, instruction, training and supervision that is reasonably necessary to ensure that each employee is safe from injury 
and risks to health 

• Information and records relevant to our workers health and safety 

• Provide a representative to help employees resolve health and safety issues at the workplace 

• A commitment to consult and co-operate with employees in all matters relating to health and safety in the workplace 

• A commitment to continually monitor and improve our performance through effective safety management 

• Comply with all licencing, registration and certification requirements 

• Comply with inspectors notices or any written directions that require to be undertaken to ensure the safe working environment 
of the venues 

• Provide adequate training for young workers aged between 15-24 
 
Employees: 
 
Each employee has an obligation to: 
 

• Comply with safe work practices, with the intent of avoiding injury to themselves and others and damage to plant and 
equipment 

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

• Comply with any direction given by management in relation to health and safety 

• Not misuse or interfere with anything provided in the interest of health and safety 

• Report all accidents and incidents on the job immediately, no matter how trivial 

• Follow Company OHS policy, procedures and rules, and follow safe work practices. 

• Report any incidents of bullying and/or harassment in the workplace. 

• Assist in the identification of control measures to eliminate or minimise the risk of injury. 

• Correctly use tools and equipment. 

• Report any worn out or defective tools or equipment or problems you have with tools and equipment. 

• Wear Personal Protective Equipment (PPE) as required. 

• Report any worn out or defective equipment or problems you have with Personal Protective Equipment. 

• Operate equipment and machinery with guards and safety controls operating and in place at all times. 

• Report all problems with equipment and machinery immediately. 

• Report all problems with manual tasks, including signs of discomfort, immediately. 

• Report any physical or psychological conditions that may affect your ability to safely perform parts or part of your role 

• Assist in the return to work process for you or any work colleagues following injury. 

• Do not misuse or interfere with anything which is provided in the interests of workplace health and safety. 
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Both employers and employees must ensure that other people, such as our customers, visitors and the general public are not 
endangered by the conduct of our business.  E.g. Broken chairs. Broken glass   
Our goal is to help avoid workplace injuries occurring.  We seek the co-operation of all employees, customers and visitors.   
We encourage suggestions in realizing our health and safety objectives to create a safe working environment with a zero accident rate.   
This policy applies to all business operations and functions, including those situations where employees are required to work off-site. 

 
ENVIRONMENTAL POLICY 
 
Latent Investments recognizes the importance of maintaining and enhancing the quality of the environment for the benefit of our 
customers, employees, shareholders and the community.  Our commitment is to deliver our projects in an environmentally responsible 
manner. 
 
Specifically, Latent Investments is committed to: 
 

• Complying with all relevant environmental legislation, regulations, codes of practice and contractual conditions 
 

• Preventing pollution of the environment by activities over which we have control 
 

• Conducting business with suppliers who also have a commitment to responsible environmental management 
 

• Continually improving our environmental management performance by regular reviews and setting realistic environmental 
objectives and targets 

 

• Endeavouring to reuse or recycle all materials and equipment where possible 
 

• Disposing of waste whether it be contaminated or not in the appropriate manner and receptacle 
 

• Protect the environment from any disposal of waste 
 
To achieve our policy goals we will plan and manage our activities in accordance with best practice environmental management 
principles.  Compliance with this Policy is mandatory for all employees and contractors and is a condition of employment.   
 
PUBLIC SAFETY 
 
Employers 
 

By law, employers must provide a safe working environment for their workers and members of the public, as far as reasonably 

practicable. 

 

In addition to protecting the safety of workers, employers must ensure that other people (such as drivers, visitors and the general public) 

are not exposed to risks as a result of your business. 

Furthermore, if you manage or control a workplace you are responsible for ensuring, so far as is reasonably practicable, that the area you 

control or manage is safe and without risks to health. 

This duty extends to entrances and exits, and it applies to your employees as well as the general public. 
This means: 

• you must eliminate any risks to health and safety, so far as is reasonably practicable 

• if it’s not reasonably practicable to eliminate the risks, you must reduce them so far as is reasonably practicable 
 

Under Victorian OHS laws, employers are also responsible for the health and safety of all workers, including labour hire, personnel or 

contractors, at their workplace. If you are a host employer with labour hire workers you must treat labour hire workers and other 

contractors the same as your own workers - provide and maintain a safe working environment and conditions 
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Employees 

 

Employees have specific legal duties relating to health and safety in the workplace. These include: 

➢ taking reasonable care for their own health and safety 

➢ taking reasonable care for the health and safety of others who may be affected by their work 

➢ cooperating with their employer’s efforts to make the workplace safe 

➢ not intentionally or recklessly interfering with or misusing anything at the workplace that could affect health or safety 

➢ taking care of our customers and being aware when they are in our venue 
 
BURNS 
 
Burns to the skin are one of Latent Investments primary risk factors and it is important that employees take care around and using ovens 
and hotplate equipment. 
 
Burns to arms, hands, fingers and legs are caused by: 

o knocking over pots of hot liquids with handles sticking over the bench 
o slipping on the floor and falling onto hot objects 
o exposure to flames, splattering oil and steam 
o carrying hot objects in restricted spaces 
o using caustic chemicals 
o not protecting your skim 

  
The risk of burns can be eliminated or reduced by: 

o working away from heat sources whenever possible 
o having a non-slip floor 
o following manufacturer’s instructions for using equipment 
o fitting splatter guards around deep fryers 
o using long handled baskets or automatic food-lowering devices for deep fryers 
o allowing time for hot oil/grease to cool down before handling 
o using pots and containers with suitable capacity that can withstand hot temperatures (do not use plastic) 
o using pot lids and opening lids away from your body 
o ensuring pots don’t hang over the edge of the stove 
o ensuring you can comfortably lift a pot full of liquid before you boil it 
o decanting hot liquids/food from large pots if they are used 
o wearing appropriate clothing, such as aprons and oven mitts 
o using oven mitts and dry cloths when handling hot objects (do not use wet cloths) 
o reading labels of cleaning chemicals 

 
Employees should make themselves aware of the location of the first aid kit in case of an incident from equipment or machinery.  Your 
supervisor or manager should be informed immediately and the appropriate paperwork be filled out. 
 
Latent Investments ensures all employees are adequately supervised at all times.  This enables the company to: 

• correct any unsafe work habits  

• be available to answer any questions 

• observe whether workers are working safely 

• implement risk controls 

• identify any hazards 
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COMPANY VEHICLE POLICY 

 
Latent Investments is committed to providing a safe and healthy workplace for all workers. This policy sets out the responsibilities of all 
employees and other people who will drive Latent Investments vehicles in their course of work. 
 
Latent Investments is committed to providing roadworthy vehicles sufficiently fitted out with appropriate safety equipment, cargo barriers 
and adequate storage units to ensure the safety of occupants who use or travel in the vehicle. 
 
Latent Investments is responsible in keeping the vehicle/s clean and tidy throughout and in a roadworthy condition with tools and 
equipment correctly stored and contained. 
 
Regular maintenance, servicing and repair of breakdowns, insurances and registrations of the vehicle are the responsibility of Latent 
Investments. 
 
Vehicle operators (staff and management) must have and carry the appropriate current license for the type of vehicle they are operating. 
 
All statutory and workplace road rules with the Mount Hotham Skiing Company and Vic Roads shall be adhered to at all times.  Vehicle 
operator’s found to be in breach of these rules including speeding and parking fines shall be responsible for any fines or penalties 
incurred through breach of the rules and may lose their right to operate the vehicle. 
 
Any faults with the vehicle or involvement in any accident or incident must be reported to Latent Investments immediately. 
 
Vehicles are to be used for work purposes only and operators will refrain from using vehicles after hours or for private use without 
management approval. 
 
No person shall operate the vehicle whilst under the influence of any illegal drugs or over the statutory limit of alcohol consumption.  
Company disciplinary procedures including dismissal shall apply for breach of this requirement. 
 
Latent Investments will not be responsible for damage to vehicle or loss of Company or private tools and equipment after hours if vehicle 
is not stationed at the vehicle operators’ normal residential address. 
 
Latent Investments will not be held responsible for any insurance claims made if the above requirements are not followed. 
 
CONTRACTORS 
 
Contractors have a duty to Latent Investments to ensure their physical and psychological health and safety where at risk is reduced as 
reasonably practicable.  It is their duty to adhere to OH&S Procedures whilst in the shops for Latent Investments.  
On entry and before any commencement of work to any one of the Latent Investments venues, each contractor must read, understand 
and sign the contractor form before carrying out their duties.   
 
CONTROL HAZARDS AND RISKS 
 
Risks must be controlled by eliminating them so far as reasonably practicable or, if this is not possible, reducing the risks that remain so 
far as reasonably practicable. 
The most effective protection measure is to eliminate the risk, which can be done by eliminating the hazard.  If the hazard cannot be 
eliminated, then eliminate as many of the risks associated with the hazard as possible. 
 
The second most effective measure is to reduce the risks that remain by changing the risk to reduce the likelihood and / or level of harm.  
These measures are more effective than those that rely on controlling the behavior of people. 
 
The least effective measure is to change the way people expose themselves to the risk or their behavior.  This does nothing to change 
the risk itself, but relies on protecting people by controlling the behavior or skill levels of people, limiting the chance of human failure, 
limiting exposure time or by providing personal protective equipment for people to use. 
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CHECK CONTROLS 
 
Maintaining effective controls to withstand the impacts of changed operating conditions requires a number of things to be put in place.  
The following elements are necessary to maintain effective controls over time: 
 

• Allocated accountability for health and safety – accountability must be clearly allocated at various levels of management to 
ensure procedures are followed and maintained. 

• Regular consultation – risk controls are more effective where there is initial and ongoing consultation with employees and 
HSR’s. 

• Effective communication – risk controls are more effective where procedures are communicated in appropriate language and 
signs and symbols are used. 

• Up to date training and competency – risk controls, particularly lower level controls, depend on all workers and supervisors 
having the appropriate competencies to do the job safely.  Training should be provided to maintain competencies and to ensure 
new employees are capable of working safely. 

• Up to date hazard information and risk assessments – information about hazards, such as plant and substances, may be 
updated by manufacturers and suppliers from time to time, and needs to be checked to make sure controls are still relevant.  
Changes to operating conditions or the way activities are carried out may also mean that risk assessments need to be updated. 

 
Latent Investments recognize the involvement of workers as essential in identifying potential hazards that can be eliminated, or 
minimized, before injuries occur.  Meetings will be used to help Supervisors manage safety, to provide a forum for workers to have their 
say about safety issues and to help ensure safety awareness is maintained throughout the workplace.  
 
CONSULTATION / MEETINGS 
 
Latent Investments encourages all employees to feel a part of the business and feels their contribution and feedback is important to our 
safety of operations and the growth of the business. 
Latent Investments are happy to consult employees about health and safety matters that could directly affect them. 

This includes when: 

▪ identifying hazards, assessing risks and deciding how to control risks 

▪ assessing the adequacy of workplace welfare facilities (such as dining rooms, toilets or first aid). 

▪ deciding on health and safety policies and procedures 

▪ proposing changes to the workplace that could affect the health and safety of employees, including changes to the equipment 

or substances used or how work is done 

▪ This duty is not meant to be onerous or time-consuming. Employers need to take a sensible, proactive approach and consult as 

far as reasonably practicable in the circumstance 

Consultation will involve: 

▪ sharing information about anything that could affect workplace health and safety 

▪ giving employees a reasonable opportunity to express their views and encourage problem solving 
▪ taking those views into account from all employees 

▪ consulting any independent contractor/s (and their employees) that you hire to do work over which you have, or should have, 

control. 
Employees 

The company encourages all employees to regularly consult with us on a range of matters that may directly affect your health and safety 

or the health and safety of others.  
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DRUGS AND ALCOHOL POLICY 
 
Under Section 21 of the Occupational Health and Safety Act, 2004, (Victoria) and Section 8 Occupational Health and Safety Act 2000 
(NSW) Latent Investments has the primary responsibility to make our work sites safe for all employees and third parties.  Coupled with 
this responsibility is the right to make workplaces safe by eliminating dangerous practices.  
 
The consumption of alcohol or drugs whilst at work or immediately before coming to work or during a break from work may put an 
employee, their fellow workers or visitors at risk of serious injury.  Consequently the following policy and rules shall apply at all Latent 
Investments worksites: 
 

• The consumption of alcohol within the Company’s worksites during working hours is banned as the safety of employees could be 
jeopardized by such practice.  

 

• The possession and taking of illegal drugs is banned by legislation and prohibited on all Latent Investments worksites as it could 
jeopardize the safety of employees.   Any employee found consuming alcohol recklessly, meaning a danger to themselves and 
others, or taking illegal drugs on Company premises will face summary dismissal. 

 

• Any employee who presents themselves for work in an intoxicated state, either at the commencement of work or following a break 
shall be sent home without pay. The Company’s disciplinary procedures are to be invoked following the employee’s return to 
work.  An “intoxicated” state is defined as one where, in the opinion of the employee’s manager, the intoxication is likely to 
interfere with the Company’s business or with the employee’s ability to carry out their duties safely.  

 

• An employee who presents themselves for work whilst under the influence of drugs, either at the commencement of work or 
following a break shall be sent home without pay. The Company’s disciplinary procedures are to be invoked following the 
employee’s return to work.  “Under the influence of drugs” is defined as a situation where in the opinion of the employee’s 
manager, the employee is under the influence of some form of drug and the employee’s state is likely to interfere with the 
Company’s business or with the employee’s ability to carry out their duties safely.  

 

• Should the employee consider that they are not under the influence of alcohol, they may elect to take a breath or blood test at the 
Company’s expense. If the alcohol reading is less than 0.05 then the employee may commence work. Should the reading exceed 
0.05, the employee will not be allowed to commence work.  

 

• Should the manager feel that the person is under the influence of alcohol or drugs he / she should not be allowed to drive home. 
The manager will arrange a suitable means of transport to get that employee home.   

 

• Should there be any question with the breath / blood test or an issue of apparent drug affected performance, an employee may 
obtain a medical test to prove their ability to carry out tasks safely. This medical test will be carried out within 1 hour of being sent 
home. 0.05 shall be deemed to be the maximum blood alcohol limit. Upon the presentation of this medical certificate proving 
sobriety to the manager the employee will be reimbursed the lost pay.  

 

• Employees on prescription drugs should check with their treating doctor as to whether the drugs will affect their capabilities to 
perform their duties safely. If the drugs could affect their ability to do their job safely they should discuss the matter with their 
manager who will assist in the finding of appropriate duties.  
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EQUIPMENT SAFETY 
 
Latent Investments conducts regular maintenance and service of all company equipment and tools in accordance with the manufactures 
specifications.  
 
General Hazards 
As part of employee training staff are instructed to present themselves are per polices in procedures in a manner at to help in the aid of 
preventing an incident.  Eg, tie hair back. 
 
It is an employee’s responsibility to report any machinery or equipment that is damaged, broken, has missing parts or appears in any way 
to be unsafe for use immediately to the manager or supervisor.  Machinery should be turned off or disengaged in the safety way possible 
as not to cause harm or become more of a hazard. 
 
Sharp Knives 
Maintenance of equipment also includes sharpening of knives.  The most common type of injury in the hospitality industry is cuts to the 
non-knife hand or arm. Although cuts can occur on both hands as some employees swap hands while cutting.  
 
Other common injuries include: 

• cuts to the hand holding the knife that occur when the hand slips off the handle (eg run-through injuries) 

• cuts that occur with a reverse grip while pulling back towards the body 

• inadvertent cuts to another person where people are working too close (eg left handers working close to right handers) 

• sprains or strains (eg from the extra effort required to use knives that are not sharp enough). 
 
Knife sharpening 
Knives should be sharpened as often as required; the frequency will depend on the use and contact with objects.  Extreme caution must 
be taken by staff when sharpening knives in the workplaces and only staff with competency in this area should be undertaking this task.  
 
Training 
Employees should only use knives after they have been given instructions with on the job training.  This includes: 
• using and selecting the most suitable knife for the job 
• keeping knives in good condition (eg handle clean and blade sharp) 
• holding the knife correctly (eg grip should be firm but not excessively tight) 
• sharpening a knife 
• correct cutting methods 
• using knives near other employees 
Knives are put away in a separate section to ensure safety when looking for utensils. 
 
Personal protective clothing 
As a minimum, cut-resistant gloves must be worn on the knife hand and a mesh gauntlet (or a combination 
of a mesh glove and arm guard) on the non-knife hand.  
This safety information must be used when using knives in the workplace: 

• reducing the frequency and duration of the cutting task by job rotation  

• Maintain enough room between people so the person using a knife won’t be bumped or inadvertently slip and cut someone else 
(left handers should not work beside right handers). 

• A knife must not be used to transfer meat by piercing and levering. 

• Cutting should be done at a height that is ergonomically safe. 

• Ensure cutting surfaces (eg tables, boards) are clear and 

• uncluttered and don’t have a build-up of product. 

• Keep floors clean and free of obstacles to avoid slips, trips and falls.  

• Wear appropriate non-slip safety footwear 

• Ensure good visibility.  

• Do not grip the knife all day, take rest periods  

• Always place knives away when not in use 

• Do not wipe soiled blades on clothing. 

• Always be aware of the non-knife hand position before placing blade onto product. 

• Never walk and steel a knife 

• Concentrate and look at what you are cutting/slicing 
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FIRE EMERGENCY 
 
Fire is an ever-present hazard, especially where fuels and electrical equipment are used. Familiarise yourself with the fire extinguisher 
locations and the building exits. Doorways marked EXIT should not be obstructed at any time.   
An emergency evacuation system is displayed in your workstation area. 
 
Fire extinguishers and signs are located in each venue.  There are a few different types of extinguishers and employees must be able to 
identify which type is used in their workplace.. 
 
Emergency Numbers 
 
Emergency      000 
(Fire, Police and Ambulance) 
 
Emergency (non-mobile service area)   112 
 
Bright Hospital     03 5750 0100 
 
Tru Energy     133 466 
(Electricity) 
 
Gas Safe      132 771 
 
Poisons Information    131 126 
Centre  
 
Environmental Protection Agency   131 555 
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FIRST AID, ACCIDENT & INCIDENT REPORTING AND INVESTIGATION 

 
Latent Investments acknowledges the need to be accident free and take every precaution in preventing accidents and injury.  However, in 
the case of an accident, it is Management’s responsibility to ensure that all proper medical assistance is given in cases of workplace 
injuries and accidents.  In addition, Latent Investments will: 

• Ensure that all serious accidents and incidents are reported promptly to Work Safe (in accordance with the OH & S (Incident 
Notification) Regulations, the Office of the Chief Electrical Inspector, Environmental Protection Authority and any other authority 
as required by law. 

• Ensure that all accidents which may possibly involve Workers Compensation Claims are reported promptly to the Latent 
Investments Insurers. 

• Investigate causes of accidents and incidents and pursue necessary corrective action. 

• Manage rehabilitation of injured personnel in accordance with the requirements of the Accident Compensation Act and 
maintaining contact with injured personnel and getting them back to work as quickly as possible. 

• Ensure that appropriate first aid equipment and practices is kept on sites where Latent Investments personnel are working, and 
that it is kept clean and stocked with consumable items as well as arranging the training of first aid attendants, as required. 

 
Regulations require that the particulars of every accident involving injury to persons be recorded on a Register of Injury and on an 
Accident Investigation Record form.  The Accident Investigation Report must be completed by Latent Investments in conjunction with the 
employee involved and the health and safety representative for the area (where one has been appointed).  The report is to be completed 
within 24 hours of the incident to comply with mandatory reporting requirements. 
 
REPORTING OF SERIOUS INJURIES 
 
Regulations require Latent Investments to report any injury where an accident at a workplace results, within the set time frame after the 
accident occurred, in: 
 

1. the death of any person; 
2. the amputation of any limb or part of a limb of any person; 
3. the loss or partial loss of the use of any part of a person’s eye; 
4. the loss by any person of a bodily function 
5. any person being admitted as a patient to a hospital; 
6. any person showing acute symptoms of exposure to any substances at the workplace; or 
7. any other serious bodily injury. 

 
Latent Investments shall immediately, in the case of death, and within twenty four hours of other injury, give notice of the accident to the 
Victorian Work Safe Authority and the client. 
 
TREATMENT OF INJURIES 
 
Employees must report all injuries no matter how minor they think the injury is.  This must be done on the Register of Injuries form.  
Medical treatment for injuries beyond the scope of first aid will be provided by requesting assistance from the Ambulance Service, or 
attending a Medical Centre or the casualty section of a hospital.  Any medical treatment, including first aid must be recorded on the 
Accident Investigation Report. 
 
REPORTING OF INCIDENTS 
 
All incidents, whether they involve injury to persons or not, must be reported to Latent Investments.  Incidents can be a near miss / hit, or 
a hazard which did not injure.  An incident is also an accident that has already occurred.  Latent Investments management must 
investigate all incidents and ensure corrective action is put in place to prevent the incident from recurring and injuring persons again or to 
prevent the incident from having an impact and causing injury. 
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REGISTER OF INJURY 

 

Personal Details 

Name:  

Date of Birth: 
 
 

Sex:  

Contact Number:  

Address:  

 

Accident/Injury Details 

Date of Injury:  

Time of Injury (am/pm):  

Task at time of Injury:  

Physical location where the 
injury occurred: 

 

Type of Injury 
(bruise, cut, grit in eye): 

 

Cause of Injury (what 
happened): 

 

Treatment Given:  

 

Further details of incident and action taken 

 
 
 
 
 
 

 
Outcome 

 
 
 
 

 

Staff Signature 

Staff Signature:  Date:  
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FOOD SAFETY 
 
PURPOSE 
Food safety laws affect every Victorian's health and safety. Our purpose is to act in accordance with Victorian Food Safety Guidelines 
and to be responsible for food safety in the business. 

Responsibilities of Latent Investments: 

Latent Investments will provide and maintain as far as possible: 

• Maintain, store and sell food under the Food Act 1984 

• Are responsible to ensure that food sold or prepared for sale is safe to eat 

• Comply with the Food Standards Code. The Code is a collection of individual food standards developed jointly by Australia and 
New Zealand. It is a criminal offence in Australia to supply food that does not comply with relevant food standards 

• Understand that it is an offence to sell food which is damaged, has deteriorated or perished, is adulterated, or unfit for human 
consumption 

• To provide adequate training for all staff about Food Safety 

To have on the premises the food safety program 

Responsibilities of Employees: 
 

Each employee has an obligation to: 

• Comply with Foods Safety Regulations at all times, with the intent of avoiding any risk of illness to a person/s 

• Take reasonable care of their own health and health of others 

• Wear food gloves when necessary 

• Comply with any direction given by management in relation to food safety and health  

• Not misuse or interfere with anything provided in the interest of health and safety 

• Report all accidents and incidents on the job immediately, no matter how trivial 

• Report all known or observed hazards to their supervisor or manager 

• Do not handle food if you are sick 

• Wash your hands before handling food and wash them regularly during work 

• Thoroughly dry my hands with a disposable paper towel or under an air dryer immediately after washing 
• Do not smoke, chew gum, spit, eat or change a baby’s nappy in food handling area’s 

• Report immediately to my manager if I am unwell or notice any health risks in my area. 

• Understand the importance of temperature and how to record, monitor, maintain and serve. 

• Understand the danger zone 

• Have completed training in my area for food safety 

• Know where the Food Safety Plan is kept in my area. 

Application of this policy 
 

We seek the co-operation of all employees, customers and visitors.  We encourage any suggestions relating to our health and safety 
objectives to create a safe working environment with a zero accident rate.  This policy applies to all business operations and functions, 
including those situations where employees are required to work off-site. 
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HARASSMENT AND BULLYING PREVENTION POLICY 
 
Latent Investments is strongly committed to ensuring the workplace is free from any form of harassment and bullying and, is further 
committed to ensuring that the provisions of the Anti-Discrimination Act, Occupational Health and Safety Act, Disability Discrimination 
Act, Workplace Relations Act, Age Discrimination Act and the Racial Discrimination Act are all complied with.  
 
The aim of this policy is to create a working environment which facilitates a culture of respect for others and personal responsibility, free 
of any form of harassment and bullying, and to ensure that all employees work in a non-threatening environment. The organisation also 
aims to treat all complaints in a sensitive, fair and timely manner and encourages the reporting behaviour that breaches this policy.  
 
This Policy applies to all persons employed by this organisation and includes those employees who are required to perform their duties 
away from the organisation’s premises, and non-employees working on behalf of or on the premises of the organisation. This policy also 
applies to all employees attending work related functions during and after business hours. 
 
Definitions: 
Harassment is to annoy continually or make repeated attacks on someone based on their race, sex, sexuality, religion, political opinion, 
national extraction, social origin, marital status, physical or intellectual impairment, age, pregnancy, and carer responsibilities.  Examples 
of inappropriate behaviour defined as harassment (but not limited to): 

• Taunts, teasing and name calling (eg. Based on race, disability etc) 

• Threats of violence and/or physical violence 

• Offensive comments and innuendos 

• Victimisation 
 
Sexual Harassment is any unwanted, unwelcome or uninvited behaviour of a sexual nature which makes a person feel humiliated, 
intimidated or offended and, which creates a sexually hostile work environment.  Examples of inappropriate behaviour defined as Sexual 
harassment (but not limited to): 

• Wolf whistles 

• Uninvited touching, kisses or embraces 

• Smutty jokes or comments 

• Making promises or threats in return for sexual favours 

• Displays of sexually graphic material such as posters, emails or messages left on notice boards or common areas 

• Repeated invitations to go out after prior refusal 

• Sexual gestures 

• Sexually based insults, taunts, teasing and name calling 

• Staring or leering at a person or at parts of their body 

• Sexually explicit conversation 

• Offensive email messages, websites, computer screen savers or phone calls 
 
Bullying is repeated, unreasonable behaviour directed toward an individual, or a group, that creates a risk to their health, safety or 
wellbeing.  Examples of inappropriate behaviour defined as Bullying (but not limited to): 

• Verbal abuse 

• Excluding or isolating employees 

• Psychological harassment 

• Assigning meaningless tasks unrelated to the job 

• Giving employees impossible assignments 

• Deliberately changing work rosters to inconvenience particular employees 

• Deliberately withholding information that is vital for effective work performance 
Any complaint/s of harassment and/or bullying should be reported immediately to your Supervisor or Manager.  Any claim found to be 
vexatious will be treated as a serious issue in accordance with the organisation’s disciplinary procedures. 
 
Discrimination and harassment are against the law. In accordance with the equal opportunity legislations both an employer and an 
individual (employee, manager etc) may be found liable for acts of harassment and discrimination including bullying. 
Harassment and or bullying will not be tolerated under any circumstances and any person in breach of the provisions of this policy will be 
subject to disciplinary action by management, in accordance with the organisation’s disciplinary policy. All complaints will be treated 
seriously and investigated thoroughly. The severity of that discipline will depend upon the particular circumstances of the case. 
 
Management has the discretion to summarily dismiss an employee for breach of this policy. 
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HAZARDOUS SUBSTANCES 

 
Latent Investments aims to eliminate any risks associated with hazardous substances in our workplace.  If it not reasonably practicable to 
eliminate the risk, we must reduce the risk as far as reasonably practicable by: 

• Using a less hazardous substance or 

• Isolating employees from exposure or 

• Using engineering controls. 
Risk controls are monitored and reviewed regularly with the consultation of employees to ensure control measures at the best safe 
practice. 
MSDS are accessible to all employees are a part of their induction program to locate and understand MSDS forms and identify 
hazardous substances supplied in our workplace. 
 
SELECTION: 
Latent Investments will consider the following when selecting hazardous substances: 

• Flammability and explosively 

• Carcinogenic classification, if relevant 

• Corrosive properties 

• Environmental hazards 

• Toxicity (short and long term) 

• Chemical action and instability 

• Extent of PPE required 

• Storage requirements 
 
STORAGE 

• All storage and use of hazardous substances will be in accordance with the MSDS. 

• All hazardous substances will always be stored in their original containers with the label intact . 

• Hazardous substances of any quantity will not be stored in crib rooms, container sheds or offices. 
 
USE 

• Where practicable, the material with the lowest possible hazard capability that meets the technical requirements for the job will 
be used. 

• Refer to Work Safe Publications for advice 

• Advice on a substance may be obtained from a chemical database or supplier eg. Chemwatch 

• Prior to using the hazardous substance, all workers involved in its use will be provided with the adequate information, PPE and 
training to allow safe completion of the required task. 

 
 
HAZARD IDENTIFICATION, RISK ASSESSMENT & REPORTING 

 
PROCEDURE: 
Occupational Health and Safety Legislation requires anyone in control of the workplace to identify the potential hazards of the proposed 
work, assess the risks involved and develop controls to eliminate, or minimize the risk. 
 
IDENTIFY HAZARDS: 
A hazard is anything, situation, event and / or object (animate / inanimate) which have the potential to cause someone injury, illness or 
death.  It also may have potential to cause damage to property, plant and environment. 
 
Common workplace hazards include: 
Mechanical hazards - Plant, equipment and items that have the potential to cut, rip, tear, abrade, crush, penetrate, produce projectiles or 
cause sudden impact 
Chemical and biological hazards - Chemicals, compounds, materials, powders, dusts and vapours that have the potential to impair 
health, have adverse effects on human reproduction, cause disease or have explosive, flammable, toxic or corrosive properties. 
Sources of energy - A range of sources of energy that have the potential to cause harm, including electricity, heat, cold, noise, high 
powered light and damaging radioactive sources. 
Body stressing or impact hazards - Activities that cause stress to the muscles and / or skeleton, including manual handling of people, 
animals, goods or materials and things or circumstances that can cause a person to slip, trip or fall at the same level. 
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Gravity - Activities that are carried out were a person can fall or an object can fall onto people 
Psychological hazards - Events, systems of work or other circumstances that have the potential to lead to psychological and associated 
illness, including work-related stress, bullying, workplace violence and work-related fatigue 
 
Hazards can be identified in a number of ways, for example: 

• Consultation with health and safety representatives and employees (tool box talks); 

• Workplace inspections (checklists, observations); 

• Safe Work Method Statement (SWMS) / Job Safety Analysis (JSA); 

• Examining records of incidents, accidents, maintenance and near misses in the workplace; 

• Accessing up-to-date industry or product information; 

• Industry networking; 

• Contracting a consultant; 

• Work Safe visit and inspection; 

• Auditing – internal and external. 
 
REPORTING HAZARDS 
 
If a hazard is identified, a hazard report form is to be completed by the employee and handed into their Supervisor for action.  (Refer to 
the ‘Hazard Reporting Procedure & Responsibility’ chart following) 
 
RISK ASSESSMENT: 
Risk assessment is the process of determining whether the hazard is likely to cause death, injury, disease and / or damage to property, 
plant and environment. 
 
Three factors need to be addressed in order to determine the severity of the risk and priority for action: 

1. Exposure to the hazard (presence of the hazard and contact with people, property & environment); 
2. Likelihood of exposure (probability); 
3. Consequence of the exposure (severity). 

When assessing the health and safety risk associated with any hazard, it is necessary to ask the following questions: 
1. How many people are exposed? 
2. How often are they exposed? 
3. What would be the worst possible consequences? 

 
The following risk rating calculator may be used to determine the severity of the risk and the priority for action, where exposure to a 
hazard occurs. 
 
LIKELIHOOD 

Level Descriptor Detailed Description 

A Almost certain Is expected to occur in most circumstances 

B Likely Will probably occur in most circumstances 

C Possible Might occur at some time 

D Unlikely Could occur at some stage 

E Rare May occur only in exceptional circumstances 

 
CONSEQUENCE 

Level Descriptor Detailed Description 

1 Insignificant No medical treatment required, no injuries, low financial loss (<$10,000) 

2 Minor Objective but reversible disability requiring hospitalization, first aid / 
medical treatment, on-site release immediately contained, medium 
financial loss ($10,000 - $100,000) 

3 Moderate Moderate irreversible disability or impairment (<30%) to one or more 
persons, medical treatment required, on-site release contained with 
outside assistance, high financial loss ($100,000 - $1M) 

4 Major Single fatality and / or severe irreversible disability (>30%) to one or more 
persons, loss of production capability, off-site release with no detrimental 
effects, major financial loss ($1M - $10M) 

5 Catastrophic Multiple fatalities, or significant irreversible effects huge financial loss 
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RISK RATING MATRIX 

 
Likelihood 

Consequence 

Insignificant (1) Minor (2) Moderate (3) Major (4) Catastrophic (5) 

A (almost certain) High High Extreme Extreme Extreme 

B (likely) Moderate High High Extreme Extreme 

C (moderate) Low Moderate High Extreme Extreme 

D (unlikely) Low Low Moderate High Extreme 

E (rare) Low Low Moderate High High 

 
Extreme risk: Immediate action required 
High risk: Senior Management attention needed 
Moderate risk: Management responsibly 
Low risk: Manage by routine procedures 
 
 
MANUAL HANDLING 

 
PURPOSE: 
The purpose of this procedure is to outline the process in which staff and management are expected to adapt in the moving of objects so 
as to avoid injury.  
 
DEFINITIONS: 
Manual Handling means using your body to exert force to handle support or restrain any object.  Manual handling covers a wide range of 
activities including lifting, pushing, pulling, holding, throwing and carrying.  It includes repetitive tasks such as packing, typing, 
assembling, cleaning and sorting, using hand-tools and operating machinery and equipment. 
 
Latent Investments has a general duty to make our workplace safe.  We have identified specific procedures that will assist in reducing the 
risk of hazardous manual handling.  
 
PROCEDURE: 
 

1. Reduce Manual Handling 

• Plan ahead.  Consider safe work method ie. lifting, carrying, holding, lowering, pushing and pulling. 

• Eliminate unnecessary tasks. 

• Avoid double handling. 

• Use mechanical aids, such as trolleys, wherever possible. 

• Design or adjust work surfaces so that they are at the correct height and enough working space 

• Carry out a safety check first in conjunction with your Supervisor. 
 

2. Lighten the Load 

• Where possible, choose lightweight materials. 

• Break up loads into smaller loads, eg. remove reams of paper from boxes. 

• Get help and share the load. 
 

3. Reduce Bending, Twisting, Reaching Movements 

• Re-arrange work layout. 

• Keep equipment within easy reach. 

• Keep frequently used items at waist height. 
 

4. Follow a Safe Procedure 
When lifting & carrying: 
 
 
Preparation 
Clear the lifting area of all hazards and obstructions 
Face the direction you intend to go 
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Check the load 
Check the characteristics of the load 
Make any necessary alterations such as obtaining protective equipment 
 
Size up the load 
Check labels for any weight indications 
Test the load by moving it slightly to get a feel for its weight 
 
Correct foot position 
The front foot should be placed beside the load and pointing in the direction you intend to move. 
The back foot should be placed slightly behind the hip width from the front foot. 
This positioning provides a stable base and even weight distribution. 
 
Proper hold 
Hands should be diagonally opposite for security and comfort. 
Use full length of fingers and palms if possible to avoid fatigue. 
 
Bend your knees 
Go down to the load by bending your knees, using leg muscles instead of back muscles. 
 
Keep your back straight 
Make your back as straight as possible 
Raise your head with your chin just before lifting 
 
Arms kept close to body 
During lifting and carrying, your arms should be kept as close to your body as possible. 
Elbows should be kept into the side 
Do not change your grip whilst carrying. 
 
Setting the load down 
When setting the load down, the reverse procedures should be used. 
 

All employees should alternate between sitting, standing and walking to use different muscle groups.  Manual handling tasks are to be 
rotated between workers to ensure the safety and protection of all staff. 
 
All employees have a general duty to take reasonable care for their own health and safety, and that of others who may be affected by 
their work, and to cooperate with their employer efforts to make the workplace safe. 
 
On employment all employees undertake manual handling training to: 

• understand the reasons for using manual handling  

• recognizing the risks  

• learn the best way to do the task properly 

• practice the technique 

• constantly monitored to unsure the correct and safe techniques is used continually 
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MEDICAL EMERGENCY PROCEDURE 

 
If you DON’T have any first aid training: 
 

• Check for danger to self and others 

• Call an ambulance 
 - 000 from a land line 

- 112 from a mobile 

• Give the following details: 
- Exact location, what’s happened (to the best of your knowledge), symptoms (if known) and your name and a contact number 

• Call Mount Hotham Ski Patrol on 03 5759 3550 and give them the same details. 

• In all cases, stay with the person/s until assistance arrives. 

• Do not move the casualty/s unless exposed to life threatening situation 
 
If you DO have first aid training: 
 

• D.R.S .A.B.C.D 
 

Danger Check for danger to self and others 
Response Check for a response 
Send for Help Send a bystander to get help 
 
Airway  Make certain airway is clear and open 
Breathing Check for breathing – Look, listen and feel  
Compressions Commence CPR 2 x quick breaths - 30 compressions 
Defibrillation Still no response  - attach Defibrillator  
    

• Call an ambulance 
 - 000 from a land line 

- 112 from a mobile if no service 

• Give the following details: 
- Exact location, what’s happened (to the best of your knowledge), symptoms (if known) and your name and a contact number 

• Call Mount Hotham Ski Patrol on 03 5759 3550 and give them the same details. 

• In all cases, stay with the person/s until assistance arrives. 

• Do not move the casualty/s unless exposed to life threatening situation 
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OFFICE SAFETY 

 
Although most office-based activities offer a relatively safe environment, accidents still happen. Most office accidents are related to 
slips, trips and falls, manual handling or electrical contact. Prompt reporting of faulty equipment and the maintenance of a tidy work 
area will go a long way in the prevention of office accidents. 

• Do not use faulty electrical appliances, overload sockets or use block type (double) adaptors 

• Do not allow telephone or computer leads to trail dangerously over walkways 

• Do not obstruct corridors or fire escape routes 

• Do not leave desk drawers open or leave keys in locks 

• Do not put too much weight in upper drawers of filing cabinets or open more than one drawer at once 

• Do not handle any load that is beyond your own capability 

• Do report faulty equipment immediately 

• Do switch off any electrical equipment, including photocopier before attempting to correct faults  

• Do find out how to deal with electric shock 

• Do clean up spillage quickly 

• Do replace or repair torn floor coverings, especially on stair treads 

• Do supervise visitors and contractors and acquaint them with emergency procedures 

• Do find out the location of the first aid equipment 

• Do bend your knees and keep a straight back when lifting or lowering loads 

• Do place emphasis on achieving correct posture and good ergonomics when sitting at a computer 
 
HEALTH IN THE OFFICE 
 
EYE STRAIN AND THE IMPORTANCE OF VISION BREAKS.  When looking at a computer monitor for long periods of time, the muscles in 
your eyes have no time to expand, move or rest. The resulting overexertion of these muscles may lead to eye strain, causing headaches, 
sore and tired eyes and blurred vision. 
You should aim to take a short vision break every ½ hour or so, to help relax your eyes. 
 
STRETCHING 
Your body is designed to move and walk, not to sit still. Continual sitting, staring at the monitor and concentrating can be hard on your 
body. Simple stretches help to combat the aches and fatigue that work can place on your body. 
Get up at least every hour and do a few simple exercises - at your desk, away from your desk and even when at home. The stretching 
exercises at this link are simple stretches that only take a few minutes to do - you do not have to do all the stretches every time. 
 
Remember: 
 

• When you stretch do not bounce; move smoothly and gently 
 

• Stretch to the point where it feels tight, but does not hurt. Never stretch to the point where pain is experienced. 
 

• Aim to hold the stretch for about 15 seconds and then relax. 
 

• Regularly stretch the muscles that you are using- such as those in the neck, shoulders, hands and wrists and the lower back. 
 
If you have an existing medical condition or injury that may be aggravated by exercise, it is important that you check with your doctor 
before performing any of the stretches at this link. If you experience pain when performing the stretches, cease the activity and speak 
with your doctor 
 
Make sure that your workstation is set up to cause as little strain to your body as possible. Don’t put up with pain and discomfort at 
work, talk to your supervisor about it because it is a sign that your body is under stress. 
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PANDEMIC 
 
This Policy is a guide to assist is managing a pandemic.  It is to assist in providing basic information to help employees in the case of a 
pandemic. In the event of a pandemic our company will work with all Government bodies and the Mount Hotham Skiing Company and 
Resort Management Board to help manage and prevent the spread of the illness.  All staff will be updated and informed. 
 
Employer Duty of Care 
Under the OHS Act, employers are required to take all reasonably practicable steps to protect the health and safety at work of their 
employees.  Measures to ensure the health and safety of employees at work are incorporated into this policy to planning and managing a 
pandemic. 
 
Consultation 
The company will consult with their employees when assessing a risk to the health and safety of employees at any workplace under the 
employers control. Consultation is also required in the selection and application of control measures provided by the Government.  The 
company has a duty of care in assessing the risks posed by a pandemic in the workplace.  
 
Employees Duty of Care 
Employees also have duties under the OHS Act. Employees must co-operate with their employer in implementing risk control measures. 
They must take all reasonably practicable steps to ensure they don’t do anything that creates or increases a risk to the health and safety 
of themselves or others. 
In a pandemic situation it is reasonable to expect that these obligations placed on the employee and employer will include complying with 
public health advice and any emergency measures.   
The company recommends that all Apps be download on employee’s phone to assist with the communication and understanding and 
management of the illness.  The company also recommends employees obtain a flu shot before commencement of work. 
Effective development and implementation of risk control measures will depend on good consultation and communication with 
employees. These are: 
 
Manage the direct risks of infection 
Workplace measures to minimise disease transmission and prevent infection are based on an understanding of how the disease is 
transmitted from person to person. 
In the event of a pandemic, the company will refer to the Department of Health and Human Services (DHHS) website for up to date 
information and health advice. 
 
Social distancing 
A primary transmission control measure is social distancing, that is reducing and restricting physical contact and proximity. Encourage 
social distancing through measures such as: 

• allowing only identified, essential employees to attend the workplace 

• utilising alternative work options including work from home 

• discouraging handshaking, kissing and other physical contact in the workplace 

• maintaining a minimum distance of 1.5 metres between employees in the workplace (person-to-person droplet transmission is 
very unlikely beyond this distance) 

• discontinuing meetings and all social gatherings at work including informal spontaneous congregations 

• closing service counters or installing Perspex infection control barriers 

• using telephone and video conferencing 

• placing signage around venues 
 
Hygiene and use of personal protective equipment 
Transmission can be reduced by undertaking additional cleaning at the workplace and supporting good personal hygiene. Information on 
hygiene and cleaning, including some specific guidelines, is provided in each Venue.  
The company will provide information and resources to employees to reinforce and support good personal hygiene.  
 
Unwell employees with pandemic-like symptoms should not be at work. If an employee develops symptoms while at work, they should be 
advised to go home and isolate for the required time. 
 
The company recommends and provides personal protective equipment, tissues and cleaning products. 
In the event of a pandemic, the manager(s) are responsible for control of entry to the workplace and managing the situation when 
employees become ill at work. 
 

https://www2.health.vic.gov.au/emergencies/emergency-type/infectious-diseases/pandemic-influenza
https://www2.health.vic.gov.au/emergencies/emergency-type/infectious-diseases/pandemic-influenza
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Control entry to the workplace 
Guidelines will be developed for restricting entry to the workplace of persons who may have been infected with a pandemic disease or 
who have a relatively high risk of contracting it.  Signage and information will be displayed in and outside of the venues. 
Based on medical advice, employers and employees should comply with exclusion periods for employees who are exposed to the 
infectious disease, show symptoms, are ill or have returned from travel to pandemic-affected areas. This may include taking an 
employee’s temperature/flu shots/downloading of apps for prevention prior to allowing them entry to the workplace. 
 
Manage the situation when employees become ill at work 
The company follows guidelines and assistance from the Department of Health and Human Services and Government information for 
managing situations when people become ill at work under a pandemic situation. 
Employees who report or show compatible symptoms should be: 

• isolated from others and referred to a medical practitioner for medical assessment, and 

• given a disposable surgical mask to wear as an interim measure before they leave the workplace. It is essential the mask is 
worn correctly and disposed of as soon as it becomes moist or after coughing or sneezing. 

• Arrangements should be made for their transport either to a doctor or to their home, preferably not using public transport. 

• A record should be kept of those who become ill and leave the workplace and the people they have had close or casual contact 
with. 

When a person with suspected infection has left the workplace employers should ensure that their workstation, work area and communal 
areas they have been in are thoroughly cleaned and disinfected. 
 
Manage the indirect risks arising from changes to usual work arrangements 
A pandemic will demand significant changes to work arrangements, and these new arrangements will introduce health and safety risks 
for employees. 
 
Examples of these indirect risks and their controls that can be anticipated and planned for include the following: 

• Anxiety among employees 

• Control measures may include: 

• providing employees with definitive advice about the relevant pandemic disease, and the risks and control measures in place to 
address the risks at the workplace 

• employee counselling through an employee assistance program 

• promoting a supportive workplace 

• Employees not being aware of current arrangements 
 
Employees will be kept informed on the pandemic situation and changed work arrangements while at work and at home.  
This includes: 

• regular briefings at work 

• advice on the internet 

• information hotline 

• phone and email contacts at home 

• Unfamiliar work and higher workloads 

• Employees may need to be reassigned to priority tasks that are unfamiliar to them.  
 
Control measures for these risks could include: 

• consultation with affected employees 

• training 

• clear performance expectations 

• close supervision and support 
 
Incorporate OHS risk control measures into policy 
The identified risks and control measures that the company becomes aware of will be incorporated into your organisation’s business 
continuity plan. This will ensure OHS measures are reviewed along with other parts of the plan and their implementation is coordinated 
with other pandemic management measures. 
 
Manage the recovery phase of a pandemic 
Recovery should be a planned process to normalise work activities. As the pandemic subsides, the local risk control measures should be 
progressively controlled and the company will be acting on advice by the information provided by the Departments of Health and Human 
Services (DHHS). 
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Sources to assist 
Victorian Government 
Department of Health and Human Services for up-to- date information on any emerging or current pandemics. 
Emergency Management Victoria’s Victorian action plan for pandemic influenza. 
 
Australian Government 
Department of Health 
Communicable disease information, Australian Government, The Department of Health 
Emergency Response Plan for Communicable Disease Incidents of National Significance (2016), Communicable Diseases Network 
Australia (CDNA) 
Department of Foreign Affairs and Trade at www.smartraveller.gov.au, which provides advice for overseas travellers. 
 
Other references 
World Health Organization information on managing epidemics and pandemics, in particular “Managing epidemics: key facts about major 
deadly diseases”, 2018. 
 
 
COVID-19 WORKPLACE PROCEDURE   - People without symptoms should not be tested.  
 
Employees who meet the following criteria should be tested: 
 
If you have any of the symptoms, however mild, you should seek advice and get tested.  
 
To get further advice, call the 24-hour coronavirus hotline 1800 675 398 or your general practitioner. 
 
The symptoms to watch out for are: 
Fever 
Chills or sweats 
Cough 
Sore throat 
Shortness of breath 
Runny nose 
Loss of sense of smell 
In certain circumstances headache, muscle soreness, stuffy nose, nausea, vomiting and diarrhoea may also be considered. 
 
Employees who require testing should call the COVID-19 number 1800 675 398 
and go to Wangaratta Hospital for testing  
 
The company will issue fact sheets with information for/either: close contact, suspected case or confirmed case. 
 
A copy of the companies COVID-19 Safe Plan is located in the Venues along with employee/customer daily tracking records. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www2.health.vic.gov.au/emergencies/emergency-type/infectious-diseases/pandemic-influenza
https://www.emv.vic.gov.au/responsibilitiesstate-emergency-plans/victorian-action-plan-for-pandemic-influenza
https://www.emv.vic.gov.au/responsibilitiesstate-emergency-plans/victorian-action-plan-for-pandemic-influenza
https://www1.health.gov.au/internet/main/publishing.nsf/Content/panflu-preparing-lp-1
http://www.smartraveller.gov.au/
https://www.who.int/emergencies/diseases/en/
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SKILLS AND COMPETENCIES 

 
PROCEDURE: 
Latent Investments will ensure that its employees are adequately trained to a level of competency sufficient to ensure their health and 
safety when at work. 
 
Where skill deficiencies are detected, appropriate training will be provided so that employees can perform their designated duties safely. 
 
The first training a person new to the workplace should receive is induction training, which includes information on occupational health 
and safety. 
 
Effective induction is more than simply introducing a new employee to his or her job and co-workers.  It is a strategy used to help an 
employee fit into his / her job, work team and the organisation.   
 
Induction training should include: 
 

• General background of the organization 

• Latent Investments policies eg. OH&S, non-smoking, alcohol, misconduct, sickness & absence etc. 

• Latent Investments programs eg. Training, safety etc. 

• Workplace layout and environment 

• Job description and performance monitoring 

• Tools, equipment, supplies ordering and maintenance 

• Potentially hazardous operations or conditions 

• Reporting procedures eg. Of hazards, injuries or near misses 

• Location of first aid facilities, first aid officers or medical centre 

• Responses in the event of fire or other emergencies 

• Location of facilities such as bathrooms, lockers, canteen and car park 

• Co-workers including supervisors, leading hands, health and safety representatives 
 
Training of Managers should include: 

• Delegation of responsibility 

• Management systems 

• O H & S Legislation 

• Risk assessment 

• Hazard Identification 

• Risk Control 
 
Training for Supervisors should include how to: 

• Recognize hazards 

• Conduct health and safety inspections 

• Select and apply appropriate control measures to hazards 

• Investigate accidents and injuries 

• Produce clear and accurate reports of investigations 

• Communicate and consult effectively 

• Ensure that employees understand and follow workplace procedures 

• Apply provisions of the OH&S Act, Regulations and Codes of Practice. 
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OCCUPATIONAL REHABILITATION PROGRAM POLICY 

 
Latent Investments is committed to providing a safe and healthy workplace for all workers. In the event of a work related injury we will 
take all necessary steps to ensure the injury does not happen again. Should one of our workers incur a work related injury that means 
they are unable to continue their normal work we will provide the necessary assistance for them to remain at work, or return to work as 
soon as it is safely possible. We will do this through risk management and occupational rehabilitation and our commitments are as 
follows: 
 
RISK MANAGEMENT PROGRAM – We will: 
 •  Take all practicable steps to identify, assess and control any known or potential risks to workers and visitors. 
 •  Encourage the early reporting of any symptoms of an injury or disease related to the work we undertake. 
 • Investigate all incidents, accidents, injuries or near misses to identify their cause(s) and prevent them 

 happening again. 
 •  Comply with all our legal obligations, including notification of incidents to Work safe Victoria when required. 
 
OCCUPATIONAL REHABILITATION PROGRAM – We will: 
 •  Assist our injured workers to remain at work or return to work at the earliest opportunity. 
 
Specifically our RETURN TO WORK POLICY is that: 
 •  Return to work planning will commence as soon as possible after an injury, consistent with medical advice. 
 •  Remaining at or early return to work following injury is a normal expectation of this workplace. 
 •  Treatment, return to work activities and any reasonably necessary occupational rehabilitation services will  begin 

as soon as they are necessary. 
 •  Suitable employment, including modified or alternate duties, consistent with medical opinion, will be made 

 available to all injured workers at the earliest opportunity. 
 •  An individual return to work plan will be established as soon as practicable but no later than 10 days after the 

 relevant day.  This plan will be developed at the earliest opportunity, in consultation with our injured worker and their  
 treating practitioner. 

 •  Consultation and communication with all workers and / or representative worker(s) in the development and review of 
 our occupational rehabilitation program and individual return to work plans will occur. 

 •  Confidentiality of worker's information obtained during their return to work or while undertaking occupational 
 rehabilitation services will be maintained. 

 •  Participation in a return to work plan will not, of itself, prejudice any injured worker. 
 
RETURN TO WORK CO-ORDINATOR - Our return to work coordinator is Simone Jacob. 
 
Following any workplace injury our return to work coordinator will: 

o Contact our injured worker and their treating practitioner to implement the commitments outlined in the risk 
management program and our return to work policy. 

o Determine the need for any occupation rehabilitation assistance in consultation with our injured worker, 
their treating practitioner and our Authorised Work Cover Agent 

o Our injured workers and their treating practitioners will be involved in all aspects of their return to work and 
return to work plans will be developed and reviewed in consultation with them. 

 
COMMITMENT 
This program represents our commitment to workplace occupational rehabilitation and return to work following work related injury.  
 
ROBBERY PROCEDURE 
 
In the case of a robbery: 
During an armed robbery the overall aim should be to ensure the offender leaves the premises as soon as possible, without injuring or 
harming anyone.  
 
Do - Remain calm, Do exactly as you are told, Try to picture a description of the offender, Remember where the offenders have been and 
which way they left the premises, Notify your manage and ring police on 000.  
 
Don't - Confront the offender and Touch anything immediately after the event.  
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DECLARATION 
 
 
 
 

 
I, ___________________________________________________________ acknowledge that I have received and read a copy of the  
 
Latent Investments Staff Policy and Procedures Manual, the Occupational Health and Safety Information and Food Safety Information. 
 
I understand the policies, rules and conditions outlined.  I agree to double check any areas that may not be clear to me and will ask the  
 
relevant questions of my Manager should it not be clearly understood. 
 
Signed (Employee): _____________________________________________________ 
 
 
Printed Name:  _____________________________________________________ 
 
 
Date:   _____________________________________________________ 
 
 
Signed (Manager):                 _____________________________________________________ 
 
 
Printed Name:  _____________________________________________________ 
 
 
Date:   _____________________________________________________ 
 
 
 
 
 

Please ensure you read and understand our policies and procedures. 
We are happy to discuss any questions you may have.   

It is important to us that you understand this document. 
 

Please bring this book to Mt Hotham and  
Return this page before commencement of work. 


