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Templates for Farmers:

Policies and Procedures

Page 2 of this document provides all the text you need, to create policies and procedures specific to your company.  Following these instructions will mean that your company is one step closer to becoming compliant with your OH&S responsibilities.

It is important to note that simply having this policy is not enough to discharge your employer duties.  You must also consult with your employees on the policy, as outlined below, and keep a record that you have done this consultation.
Instructions for Use:

1. Open a new Word document with your company letterhead on it.
2. Copy all text from Page 2 onwards, and paste it into your letterhead.

3. Personalise where highlighted, to reflect your company.
4. Decide on any options for the wording of a clause, that are provided.  Delete the options you do not wish to use.  

5. Make any changes to the conditions/consequences, as is appropriate for your company.

6. Fill in the table at the bottom with the version number, date, your name and a digital signature (or you can print the document off, sign it and scan it back in for your records).

7. Add the policy name to the footer, as on this document.

What to do next:

1. Present this policy document to your employees at a toolbox meeting, and discuss it in full.  Record of who is in attendance should be kept.
2. Also include in your induction process for any new employees.

3. Take on and address any feedback or concerns that your employees may have.  Adjust as necessary.

4. Have the policy stored in an accessible place, for future reference and updating.
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Any future updates should be Saved As a new file, and the new version number and date written into the table at the bottom, for review by everyone, and signed again by the author.


(Your company’s letterhead)
MOBILE PHONE/ELECTRONIC DEVICES POLICY – REGARDING SAFE USE OF DEVICES ON FARMS (i.e. MOBILE PHONES NOT PROVIDED BY THE EMPLOYER)

1. We (OR the name of company) expect our employees to devote their full attention to the successful performance of their duties.  Mobile telephones could present safety hazards by distracting employees from concentrating on their work duties.  Customers’ impressions of the company’s work areas and habits (such as private telephone conversation on a mobile phone during working hours) may determine future continued business from them.  For these reasons, it is important that there would be no distraction from the job at hand.

2. Consequently, personal mobile phones at the workplace are not permitted at any time except in unusual circumstances with the written authority of the management.  The management has an exclusive discretion to determine what circumstances justify the use of a personal mobile phone at the workplace.

OR
Employees are only allowed to use their personal mobile phones in the lunchroom/ rest area and only during that time when employees are allowed to be in the lunchroom/rest area.

3. Any breach of this policy may result in the termination of employment of an offender.

OR
When this policy is breached the company will take disciplinary action 

       
(including termination of employment) against the offender.
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