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Statement of Organisational Commitment

People Plus Science is committed to operating ethically, sustainably, and in compliance with all
applicable legislation and standards in Australia and New Zealand and other countries in which
we operate. We uphold the highest levels of integrity, accountability, and social responsibility
across all operations, including engagement with contractors, clients, suppliers, and the
community.

We commit to:

e Maintaining a safe, inclusive, and supportive environment for all personnel.
e Adhering to relevant legislative, regulatory, and ISO standards.
e Demonstrating continuous improvement through measurable goals, regular review, and

transparent reporting.
e Acting decisively to address breaches, ethical concerns, or risks.

Signed:

Carolym P Ty~ Frant

Carolyn Grant — Director, People Plus Science
Date: March 2025
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1. People Plus Science - Code of Conduct
(March 2025)

Authorised By: Carolyn Grant — Director, People Plus Science
Next Review Date: March 2026

1. Purpose & Scope

The purpose of this Code of Conduct is to define the standards of behaviour,
professionalism, and ethics expected of all personnel, contractors, and associates of
People Plus Science. It applies to all interactions with clients, colleagues, suppliers, and
the broader community, and aligns with:

e Ethical standards of counselling and psychological services (e.g., confidentiality, duty
of care, respect).

e Australian and New Zealand legislation, including:

Corporations Act 2001 (Cth)

Privacy Act 1988 (Cth)

Health Records Act 2001 (Vic)

Anti-Discrimination Act 1991 (Qld)
o Human Rights Act 1993 (NZ)

e |SO 26000:2010 Social Responsibility standards.

o O O O

2. Core Principles

1. Integrity: Conduct all work honestly, ethically, and transparently.

2. Respect & Inclusion: Treat everyone with dignity, and value diversity including
gender, culture, neurodiversity, disability, and other differences.

3. Confidentiality: Protect the privacy of all clients, contractors, and colleagues; adhere
to counselling ethical standards when handling sensitive or psychological
information.

4. Professionalism: Demonstrate competence, reliability, and accountability in all work
activities.

5. Support Before Punitive Measures: Prioritise guidance and remediation while
enforcing legal and ethical responsibilities for serious breaches.

6. Safety & Wellbeing: Maintain safe physical and psychological workplaces, including
multiple channels for reporting concerns.

7. Social & Environmental Responsibility: Integrate sustainable and socially
responsible practices in operations and decision-making.

3. Behavioural Expectations
All personnel and contractors must:

e Act lawfully and ethically in all business dealings.
e Avoid conflicts of interest, and disclose them promptly when they occur.



Foster psychologically safe workplaces where people feel empowered to speak up.
Support mothers returning to the workforce, female founder businesses, Indigenous,
multicultural, and disability-led enterprises.

Adhere to professional boundaries consistent with counselling ethics (e.g., avoid dual
relationships, respect autonomy, do no harm).

Refrain from harassment, discrimination, or any behaviour that undermines respect
or safety.

Use organisational resources responsibly and ethically.

Maintain accurate, truthful, and timely records.

Report any illegal or unethical activity via multiple secure channels.

Participate in training to maintain ethical awareness and professional competence.

4. Confidentiality & Ethical Standards

All sensitive and personal information, including counselling-related information,
must be treated with the highest confidentiality.

Only share information when legally required or when the individual has given
informed consent.

Escalate any situations where safety or legal obligations require disclosure.

Follow counselling ethical principles: respect, autonomy, beneficence, non-
maleficence, and justice.

5. Reporting & Escalation

People Plus Science provides multiple channels for reporting unethical, unsafe, or illegal
behaviour:

Direct to Director: Carolyn Grant (email, phone, or in-person)
Anonymous Reporting: Confidential reporting email or hotline
External Authorities: Police, regulatory bodies, or professional ethics boards

All reports will be:

Treated confidentially

Investigated promptly and fairly

Addressed with a support-first approach before punitive action
Escalated immediately if illegal activity or serious ethical breaches occur

6. Responsibilities



Role Responsibilities

Director Model ethical behaviour; oversee
compliance; investigate escalations;
enforce ethical and legal standards.

All Personnel & Contractors Comply with the Code; report
breaches; support a safe and inclusive

workplace; maintain confidentiality.

HR/Support Functions Provide guidance on ethical issues;
facilitate reporting channels; maintain

records of investigations.

7. Compliance & Consequences

e Compliance with this Code is mandatory.
e Violations may result in:

o Remedial guidance or coaching

o Formal warnings or contractual action

o Reporting to authorities where legal or ethical obligations demand
e Repeated or serious breaches will lead to termination of engagement.

8. Continuous Improvement

e Annual review of the Code and associated policies.
e Training updates to reflect new ethical standards, legislation, and best practice.
e Feedback mechanisms to improve ethical frameworks.

9. Action Plan (10 Key Actions)



Action Responsibility Timeframe  Review
Communicate Code to all contractors = Director 1 month Onboarding
and personnel

Provide ethics and counselling-based = Director 3 months Annual
training

Establish multiple reporting channels = Director 1 month Quarterly
Conduct annual ethical compliance Director Annual Annual
audit

Support diversity, inclusion, and Director Ongoing Annual
female-led businesses

Review confidentiality procedures Director 2 months Annual
Escalate illegal or unethical Director Immediate Ongoing
behaviour

Provide coaching/remediation for Director As needed Ongoing
minor breaches

Monitor reporting trends and Director Quarterly Annual
outcomes

Update Code to reflect legislative or Director Annual Annual

best practice changes

10. Sign-Off

Carolyn Grant - Director, People Plus Science
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Environmental Policy

Purpose & Scope:

People Plus Science is committed to environmental stewardship and sustainable business
operations. This policy ensures compliance with Australian and New Zealand environmental
legislation and ISO standards, minimising waste, emissions, and resource consumption. It
applies to all staff, contractors, suppliers, and operational locations.

Definitions:

e Sustainability: Actions meeting present needs without compromising future generations.
e Carbon Footprint: Total greenhouse gas emissions caused directly or indirectly.
e Circular Economy: Reducing waste through reuse and recycling practices.

Policy Statement:
We will integrate environmental management into daily operations, prevent pollution,
conserve resources, and engage suppliers with strong environmental credentials.

Legislative & Standards References:

Environmental Protection Act 1994 (QId)

Waste Reduction and Recycling Act 2011 (Qld)
Resource Management Act 1991 (NZ)

ISO 14001:2015 Environmental Management Systems

Responsibilities & Escalation:

e Director: Accountable for compliance, implementation, and reporting.

e All Personnel & Contractors: Responsible for sustainable practices and incident reporting.

e Escalation: Non-compliance reported immediately to the Director; corrective action within
48 hours.

Procedures:

Use digital documentation to reduce paper.
Recycle eligible materials.

Conduct environmental supplier due diligence.
Schedule virtual meetings where practical.

Integrate environmental assessments into project planning.

Action Plan:



Action

Conduct baseline environmental impact
assessment

Join Eco-biz program for small business

Commit to EcoBiz actions ie Reduce paper
usage by 50%; Plant wildlife trees; Reduce
car travel; Invest in Hybrid Car; Use e fuel;
Maintain membership in Samford
Environmental Community; Seek continuous
improvement

Introduce supplier environmental evaluation
checklist

Report environmental metrics in annual
review

Continuous Improvement:

Responsibility  Timeframe

Director 1 month
Director 1 month
All Personnel 12 months
Director 3 months
Director Annually

Revie

Annual

Annual

Quarter
ly

Annual

Annual

Track KPIs, benchmark against industry best practice, and update procedures annually.

Stakeholder Engagement:

Communicate to all personnel, contractors, and suppliers; include in onboarding packs.

Sign-Off:

Carolyn Grant — Director, People Plus Science

Document Control:

Version 2.0 | March 2025 | Author: Director | Next Review: March 2026
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2. Family and Domestic Violence (FDV) Policy

Purpose & Scope:
To provide a safe, supportive, and flexible work environment for personnel affected by FDV.
Applies to all staff and contractors.

Definitions:

e Family & Domestic Violence: Physical, emotional, psychological, or financial abuse by a
family or household member.

e Flexible Work Arrangement: Adjusted hours, locations, or responsibilities to ensure safety
and wellbeing.

Policy Statement:
We commit to supporting individuals affected by FDV, maintaining confidentiality, providing
flexibility, and referring to professional services.

Legislative & Standards References:

e Work Health and Safety Act 2011 (Qld)

e Domestic and Family Violence Protection Act 2012 (QId)
e Fair Work Act 2009 (Cth)

e |SO 45003:2021 Psychosocial Risk Management

Responsibilities & Escalation:

e Director: Handle disclosures confidentially, implement safety plans, and escalate urgent
risks to authorities. Provide supports.
e Contractors: Communicate needs safely.

Procedures:

Confidential disclosure to Director.

Develop agreed support measures.

Provide external referral resources (e.g., 1800RESPECT, Lifeline).
Document agreed arrangements securely.

Action Plan:



Action

Compile FDV support resources from
Qld Government site.

Communicate policy to contractors

Ensure privacy of communications

Donate clothing for women entering the
workforce and children’s toys to
Domestic Violence Agencies such as the
Abused Women’s Trust.

Support growth of support services by
attending charity events and offering
volunteer services for counselling
supports.

Link to People and Culture benefits of 1
paid day per week for voluntary services.

Continuous Improvement:

Responsibility

Director

Director

Director

All - volunteer
basis

All - volunteer
basis

All Staff

Timeframe

2 weeks

1 month

Ongoing

Quarterly

Quarterly

Quarterly

Review

Bi-
Annually

Annual

Ongoing

Annually

Annually

Annually

Review policy, training, and referral networks annually; update procedures based on feedback.

Sign-Off:

Carolyn Grant — Director, People Plus Science

Document Control:

Version 2.0 | March 2025 | Author: Director | Next Review: March 2026

[)

E
S

Jlo

P L E Ry
I ENCE



Ethical Supplier Policy

Purpose & Scope:
Ensure all suppliers operate ethically, respecting human rights, labour laws, and environmental
responsibilities. Applies to all supplier selection and management.

Definitions:

e Modern Slavery: Exploitation of persons for labour or services, as defined by the Modern
Slavery Act 2018 (Cth).

e Ethical Supplier: A supplier adhering to fair labour, environmental, and anti-corruption
standards.

Policy Statement:

We only engage suppliers who meet ethical standards and comply with laws. Breaches will
result in corrective action or immediate contract termination (contractual obligation).
Escalation and reporting to relevant authorities may also be implemented.

Legislative & Standards References:

e Modern Slavery Act 2018 (Cth)
e Fair Work Act 2009 (Cth)
e ISO 20400:2017 Sustainable Procurement

Responsibilities & Escalation:

e Director: Conduct due diligence, review contracts, and escalate breaches immediately.
e Suppliers: Maintain compliance with ethical and legal standards.

Procedures:

e Ethical practices questionnaire for all new suppliers.
e Include ethical clauses in all contracts.
e Terminate agreements for serious breaches.

Action Plan:



Action Responsibility Timeframe  Review

Develop supplier questionnaire Director 1 month Annual

Update contracts with ethical clauses Director 3 months Ongoin
g

Include policy in tender documents Director Next Tender = Ongoin
g

Provide clear escalations for government Director 1 month Annual

and legal authorities for staff and

contractors

Provide additional supports to mothers Director Ongoing Ongoin

returning to the workforce, cognitive g

diversity needs and mental health lived
experience.

Continuous Improvement:
Review supplier audits annually; update due diligence processes.

Sign-Off:
Carolyn Grant — Director, People Plus Science

Document Control:
Version 2.0 | March 2025 | Author: Director | Next Review: March 2026
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Diversity and Inclusion Policy

Purpose & Scope:

Promote a diverse, inclusive, and equitable environment where all individuals are treated with
dignity and respect. Applies to recruitment, engagement, project allocation, and all business
interactions.

Definitions:

e Diversity: Differences in age, gender, ethnicity, abilities, neurodiversity, and perspectives.

e Inclusion: Creating an environment where all individuals feel respected, safe, and able to
contribute.

e Cognitive Diversity: Differences in problem-solving, thinking styles, and perspectives.

Policy Statement:
People Plus Science actively values and supports diversity and inclusion in all areas of
operations. We prioritise:

e Supporting mothers returning to work and female founders.
e Engaging multicultural, Indigenous, and disability-inclusive businesses.

Legislative & Standards References:

e Equal Opportunity Act 2010 (Vic)
e Anti-Discrimination Act 1991 (QId)

e Human Rights Act 1993 (N2)

e SO 30415:2021 Human Resource Management — Diversity & Inclusion

Responsibilities & Escalation:

e Director: Lead inclusive practices, monitor compliance, and escalate unresolved breaches
to authorities.
e All Contractors/Personnel: Respect diversity, report concerns safely.

Procedures:

Inclusive recruitment panels and advertising.

Adjust workplace arrangements for returning mothers or carers.

Support cognitive diversity in project teams.

Provide mentoring and resources for female founders.

Maintain multiple reporting channels (email, hotline, confidential meeting).
Escalate illegal behaviour to authorities immediately.

Action Plan



Action

Review recruitment channels
(employees, contractors and suppliers)
to ensure diversity

Implement flexible work options for
returning mothers

Develop mentorship program for female
founders. Support Brisbane Business
Hub and Mentoring for Growth
Programs via free business mentoring.

Establish a supplier diversity
engagement plan (Indigenous,
multicultural, disability-owned
businesses)

Conduct unconscious bias training for all
personnel

Provide accessible reporting channels
(email, hotline, in-person)

Develop cognitive diversity training and
awareness

Communicate zero-tolerance policy for
discrimination

Monitor team diversity metrics per
project

Review all escalated issues for
continuous improvement

Continuous Improvement:

Responsibilit
y

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Timeframe

Next
Recruitment

1 month

3 months

6 months

2 months

1 month

3 months

1 month

Ongoing

Ongoing

e Review recruitment, engagement, and mentoring programs annually.
e Update procedures based on feedback and diversity metrics.

Stakeholder Engagement:

Review

Annual

Annual

Annual

Annual

Annual

Quarterly

Annual

Onboarding

Quarterly

Annual



e Communicate policies to all personnel, contractors, and suppliers.
e Include reporting options and support resources in onboarding.

Sign-Off:
Carolyn Grant — Director, People Plus Science

Document Control:
Version 2.0 | March 2025 | Next Review: March 2026
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Mental Health and Wellbeing Policy

Purpose & Scope:
Promote positive mental health and wellbeing and ensure a safe, supportive environment for
all personnel. Applies to staff, contractors, and stakeholders.

Definitions:

e Mental Health: Emotional, psychological, and social well-being.

e Psychological Safety: A climate where individuals feel safe to speak up without fear of
negative consequences.

e Work-Life Balance: Maintaining manageable workloads and respecting personal time.

Policy Statement:
People Plus Science commits to:

e Fostering openness around mental health.

e Supporting personnel before punitive actions.

e Providing safe and confidential channels for support and reporting.
e Escalating illegal or unsafe behaviour to authorities immediately.

Legislative & Standards References:

e Work Health and Safety Act 2011 (Qld)
e |SO 45003:2021 Psychosocial Risk Management
e Health and Safety at Work Act 2015 (N2)

Responsibilities & Escalation:

e Director: Monitor wellbeing, provide support resources, and escalate unresolved risks.
e Contractors: Report stress, workload issues, or unsafe conditions.

Procedures:

Regular wellbeing check-ins.

Access to counselling and support services.

Flexible arrangements for personal circumstances.

Multiple safe reporting channels for workplace concerns.

Record and track wellbeing incidents while maintaining confidentiality.

Action Plan:



Action Responsibility Timeframe Review

Develop mental health resource library Director 2 weeks Bi-
Annually

Schedule regular wellbeing check-ins Director Ongoing Quarterly

Implement flexible work arrangements for Director 1 month Annual

carers

Provide training for managers on Director 3 months Annual

psychological safety

Establish multiple confidential reporting Director 1 month Quarterly

channels

Monitor workloads and adjust as required Director Per Project Quarterly

Review and support personnel returning Director Ongoing Annual

from leave

Conduct annual mental health awareness Director 6 months Annual

sessions

Track wellbeing trends for continuous Director Ongoing Annual

improvement

Escalate any illegal behaviour or ethical Director Immediate Ongoing

breaches

Continuous Improvement:

e Track wellbeing KPIs and implement changes annually.
e Evaluate effectiveness of support programs and reporting channels.

Sign-Off:
Carolyn Grant — Director, People Plus Science

Document Control:
Version 2.0 | March 2025 | Next Review: March 2026






Work Health and Safety (WHS) Policy

Purpose & Scope:
Ensure a safe and healthy work environment for all personnel, including staff, contractors, and
visitors at offices, home workplaces, and client sites.

Definitions:

e WHS Risk: The likelihood and consequence of harm occurring in the workplace.

e PCBU: Person Conducting a Business or Undertaking (primary duty of care under WHS
law).
e Incident: Any unplanned event that causes or could cause harm.

Policy Statement:
People Plus Science is committed to:

e Compliance with WHS legislation in Australia and New Zealand.

e Maintaining a psychologically safe workplace.

e Supporting personnel before punitive measures, while reporting illegal or unsafe behaviour
to authorities.

e Providing multiple safe channels for reporting incidents.

Legislative & Standards References:

e Work Health and Safety Act 2011 (Qld)
e Health and Safety at Work Act 2015 (N2)
e SO 45001:2018 Occupational Health & Safety Management

Responsibilities & Escalation:

e Director (PCBU): Overall accountability, implement risk controls, escalate high-risk
incidents.

e Contractors/Personnel: Follow safety instructions, report hazards immediately.

e Escalate unsafe behaviour to authorities if risk is severe or illegal.

Procedures:

Conduct risk assessments for all operations.

Implement hazard reporting and incident management.
Provide WHS induction and first aid training.

Ensure ergonomics and safe work practices in home offices.
Maintain multiple reporting channels.

Action Plan



Action

Develop Home Office WHS Checklist

Conduct site risk assessments for all projects

Provide WHS induction training

Establish confidential incident reporting
channels

Conduct regular safety drills and checks

Review ergonomic equipment needs

Track and analyse incidents for trends

Escalate unsafe practices to relevant
authorities

Implement corrective actions for hazards

Communicate WHS policy to all contractors

Continuous Improvement:

e Annual review of WHS processes.

e Incorporate lessons learned from incidents and audits.

Sign-Off:

Carolyn Grant — Director, People Plus Science
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Timeframe

1 month

Per Project

1 month

1 month

3 months

2 months

Ongoing

Immediate

Ongoing

1 month

Review

Annual

Per
Project

Annual

Quarterly

Quarterly

Annual

Quarterly

Ongoing

Quarterly

Onboardi
ng



Complaints and Feedback Policy

Purpose & Scope:
Provide accessible, confidential, and fair processes for complaints and feedback from any
stakeholder.

Definitions:

e Complaint: Expression of dissatisfaction regarding business operations, staff, or
contractors.
e Feedback: Constructive input to improve services and operations.

Policy Statement:
People Plus Science ensures:

Safe channels to raise concerns.

Supportive handling before punitive measures.

Enforcement of legal and ethical responsibilities for breaches.
Multiple reporting and escalation pathways.

Legislative & Standards References:

Privacy Act 1988 (Cth)

Fair Work Act 2009 (Cth)

ISO 10002:2018 Quality Management — Customer Satisfaction
Respect@Work

Whistleblowers Act

Responsibilities & Escalation:

e Director: Investigate, resolve, and escalate unresolved or serious complaints.
e Personnel: Report concerns in good faith.

Procedures:

Complaints accepted via email, hotline, or confidential in-person meetings.
Acknowledge complaints within 2 business days.

Document and track all complaints.

Implement resolution plans and monitor outcomes.

Action Plan:



Action

Establish multiple
complaint channels
(email, hotline, in-
person)

Log all complaints
in a secure
database

Communicate
complaints policy to
all contractors

Investigate
complaints
impartially

Provide support to
complainants

Escalate unresolved
complaints to
relevant authorities

Conduct quarterly
trend analysis

Review corrective
actions and
improvements

Provide training on
complaint handling

Build a “Safe Place”
app to assist with

complaints and
feedback

Responsibility

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Timeframe

1 month

Ongoing

1 month

As received

As needed

Immediate

Quarterly

Quarterly

3 months

6months

Review

Quarterly

Quarterly

Onboarding

Ongoing

Ongoing

Ongoing

Annual

Annual

Annual

Annual



Continuous Improvement:

e Annual review of complaints management system.
e Update procedures based on trends and feedback.

Sign-Off:
Carolyn Grant — Director, People Plus Science
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Corporate Responsibility Policy

Purpose & Scope:
Integrate ethical, social, and environmental responsibility into business strategy and
operations. Applies to all decisions, projects, and supplier engagement.

Definitions:

e Corporate Responsibility: Acting ethically and sustainably while considering social and
environmental impacts.

e Stakeholder Engagement: Actively involving affected or interested parties in decision-
making.

Policy Statement:
People Plus Science commits to:

Ethical conduct and transparency.

Supporting social and environmental initiatives.
Engaging diverse suppliers and community partnerships.
Tracking and reporting on our ESG impacts.

Legislative & Standards References:

e Corporations Act 2001 (Cth)
e |SO 26000:2010 Social Responsibility
e Modern Slavery Act 2018 (Cth)

Responsibilities & Escalation:

e Director: Embed corporate responsibility in strategy and projects.
e Escalate unethical or illegal practices to authorities.

Procedures:

e Integrate CR considerations into project planning and decision making.
e Report annually on CR performance.
e Engage stakeholders for feedback and partnerships.

Action Plan:



Action

Develop annual Corporate Responsibility
statement

Identify pro-bono or community partnerships
- Brisbane Business Hub, WOW, Multicultural
Australia, Mentoring for Growth.

Align business strategy with CR principles

Conduct supplier CR audits

Support Indigenous and multicultural
businesses

Promote sustainable practices internally

Train staff on CR policies

Track social and environmental KPls

Escalate unethical practices

Include CR expectations in all contracts

Join 1% pledge

Join Global Workplace Wellbeing as a
signatory

Provide free resources around mental health
and wellbeing

Conduct free webinars on wellbeing and
mental health issues

Continue to provide low cost access to
psychological safety research and reports to
improve decision making.

Continuous Improvement:

Responsibility

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Timeframe

6 months

12 months

Ongoing

6 months

Ongoing

Ongoing

3 months

Ongoing

Immediate

3 months

Ongoing

Immediate

Review

Annual

Annual

Ongoing

Annual

Annual

Quarterly

Annual

Annual

Ongoing

Annual

Ongoing

Ongoing



e Benchmark CR performance annually; incorporate best practice updates.

Sign-Off:
Carolyn Grant — Director, People Plus Science
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Social Impact Policy

Purpose & Scope:
Maximise positive social outcomes through core business activities and partnerships. Applies
to project selection, delivery, and engagement.

Definitions:

e Social Impact: Measurable positive change in communities, stakeholders, or society.
e Purpose-Driven Projects: Initiatives aligned with organisational social values.

Policy Statement:
People Plus Science commits to:

e Supporting Indigenous, multicultural, and disability-inclusive enterprises.
e Tracking and measuring social outcomes.
e Partnering with organisations aligned with social impact goals.

Legislative & Standards References:

e Corporations Act 2001 (Cth)
e ISO 26000:2010 Social Responsibility
e Relevant State and NZ community welfare legislation

Responsibilities & Escalation:

e Director: Evaluate social impact of projects and partnerships; escalate breaches of ethical
standards.

Procedures:

e Assess projects using a social impact framework.
e Allocate resources to pro-bono or low-cost social initiatives.
e Monitor and report outcomes annually.

Action Plan (10 Actions):



Action

Define social impact measurement framework

Identify and initiate social impact partnerships

Include social impact criteria in project
selection

Support Indigenous, multicultural, and
disability-led businesses via WOW, Mentoring
for Growth and the Brisbane Business Hub.

Allocate 5-10% of resources to pro-bono
projects

Collect and analyse impact data

Engage stakeholders for feedback on impact

Conduct quarterly review of impact projects

Train staff and contractors on social impact
principles

Escalate unethical practices affecting social
impact

Join 1% pledge

Join Global Workplace Wellbeing as a signatory

Provide free resources around mental health
and wellbeing

Conduct free webinars on wellbeing and
mental health issues

Continuous Improvement:

Responsibility

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

e Annual review of social impact outcomes and methodology.

Sign-Off:
Carolyn Grant — Director, People Plus Science

Timeframe

3 months

6 months

Ongoing

Ongoing

Annual

Ongoing

Ongoing

Quarterly

3 months

Immediate

Immediate

Review

Annual

Annual

Per
Project

Annual

Annual

Annual

Annual

Annual

Annual

Ongoing

Ongoing






Governance Policy

Purpose & Scope:
Ensure ethical, transparent, and accountable management of the business. Applies to
directors, management, and contractors.

Definitions:

e Governance: Framework of rules, processes, and accountability to manage business
operations.
e Strategic Risk: Any threat affecting the achievement of business objectives.

Policy Statement:
People Plus Science is committed to:

e Transparent decision-making.

e Clear accountability.

e Ethical conduct and compliance with Australian and NZ laws.

e Supporting our clients and suppliers with positive impact decision-making frameworks
e Continuous education on the importance of psychological safety in decision-making.

Legislative & Standards References:

e Corporations Act 2001 (Cth)

e ASIC regulatory guidance
e |SO 37001:2016 Anti-Bribery Management

Responsibilities & Escalation:

e Director: Ultimate accountability; escalate breaches of law or ethics immediately.
e Contractors/Personnel: Follow governance and ethical standards; report concerns safely.

Procedures:

Maintain accurate records.

Conduct risk reviews.

Ensure compliance with registrations and reporting.
Maintain clear decision-making documentation.

Action Plan:



Action

Conduct annual compliance and risk
review

Ensure business registrations and
licenses are current

Document key decision-making
processes

Implement whistleblower reporting
channels

Conduct governance training for
personnel

Audit financial records and reporting

Review ethical policies and compliance

Monitor strategic risks

Engage stakeholders for feedback

Escalate illegal or unethical behaviour

Maintain continuous education via
membership organisations such as the
Advisory Board Centre (ethics, advisory
frameworks); The Governance Institute
and Australian Institute of Company

Directors, Decision Making Professionals

and For Purpose Leaders.

Continuous Improvement:

Responsibility

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Director

Timeframe

Yearly

Ongoing

2 months

1 month

3 months

Quarterly

Annual

Ongoing

Ongoing

Immediate

Immediate

e Update governance framework based on audits and feedback annually.

Sign-Off:

Carolyn Grant — Director, People Plus Science
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Safe Place Policy

Purpose & Scope:
Create a workplace where individuals feel safe, respected, and empowered to raise issues
without fear of retribution.

Definitions:

e Safe Place: Environment that encourages open, courageous conversations.
e Courageous Conversations: Constructive discussions about difficult or sensitive topics.

Policy Statement:
People Plus Science ensures:

Respect, courage, and psychological safety.

Supportive interventions before punitive action.

Enforcement of legal and ethical responsibilities when necessary.
Multiple safe channels for reporting.

Legislative & Standards References:

e Work Health and Safety Act 2011 (Qld)
e |SO 45003:2021 Psychosocial Risk Management

Responsibilities & Escalation:

e Director: Model safe behaviours, foster culture, and escalate serious issues.
e All Personnel: Participate respectfully, report concerns, and support colleagues.

Procedures:

e Issues can be reported via email, hotline, or in-person.
e Confidential handling of all concerns.

e Implement agreed support measures.

e Escalate illegal or unsafe behaviours to authorities.

Action Plan



Action Responsibility Timeframe Review
Launch and communicate policy Director 1 month Onboarding
Director training in facilitating Director 6 months Bi-Annual
difficult conversations

Continue research and building Director Ongoing Quarterly
toolkits to improve fostering “safe

places”

Design and implement a “safe Place” Director 12months Quarterly
app for frontline individuals to build -18months updates
resilience, report safely.

Implement multiple reporting Director 1 month Quarterly
channels

Ensure confidentiality of all reports Director Ongoing Ongoing
Support complainants before punitive Director Ongoing Ongoing
measures

Escalate illegal behaviour Director Immediate Ongoing
Monitor use of reporting channels Director Quarterly Annual
Review effectiveness of support Director Annual Annual
mechanisms

Conduct team awareness sessions Director 6 months Annual

Continuous Improvement:

e Create a “safe place” app to assist in providing unanimous feedback and building team and

individual resilience.

e Seek inputs from subject matter experts to improve the supports provided on the APP.

Sign-Off:
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Business Continuity Policy

Purpose & Scope:
Ensure continuity of critical business operations during disruptions. Applies to all operations,
systems, and stakeholder communications.

Definitions:

e Business Continuity: Ability to maintain essential functions during a disruption.
e Critical Operations: Functions that, if interrupted, would significantly impact the business
or clients.

Policy Statement:
People Plus Science is committed to:

e Preparing for disruptions proactively.

e Supporting personnel during crises.

e Maintaining legal, ethical, and contractual obligations.
e Escalating significant risks or breaches promptly.

Legislative & Standards References:

e |SO 22301:2019 Business Continuity Management
e Corporations Act 2001 (Cth)
e Relevant State and NZ emergency management legislation

Responsibilities & Escalation:

e Director: Develop, maintain, test, and activate the Business Continuity Plan (BCP).
e Contractors/Personnel: Follow BCP instructions and report issues.
e Escalate threats or illegal actions to authorities.

Procedures:

Identify critical operations and dependencies.

Implement recovery solutions (cloud backups, alternate sites).
Maintain stakeholder communication plans.

Test and update BCP regularly.

Action Plan (10 Actions):



Action

Develop one-page Business Continuity
Plan

Test data recovery from backups

Identify alternate work locations

Train personnel on BCP procedures

Conduct tabletop continuity exercises

Establish communication protocol for
crises (in cyber security plan)

Review supplier continuity plans

Escalate any critical failures

Monitor and report on continuity KPIs

Update BCP based on learnings

Sign-Off:
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Timeframe

1 month

6 months

2 months

3 months

6 months

1 month

3 months

Immediate

Ongoing

Post-incident

Review

Bi-Annual

Annual

Annual

Annual

Annual

Quarterly

Annual

Ongoing

Quarterly

Annual



Privacy and Confidentiality Policy

Purpose & Scope:
Protect personal and sensitive information of clients, contractors, and stakeholders. Applies to
all collected, stored, and transmitted data.

Definitions:

e Personal Information: Data that identifies an individual.
e Sensitive Data: Includes health, counselling, or other confidential information.

Policy Statement:
People Plus Science ensures:

Compliance with Australian and NZ privacy laws.

European privacy laws/California Privacy Laws/HPPA

Confidential handling of sensitive data.

Multiple secure channels for information collection and reporting breaches.
Supportive approach while enforcing legal responsibilities for breaches.

Legislative & Standards References:

Privacy Act 1988 (Cth)

Health Records Act 2001 (Vic)

Privacy Act 2020 (N2)

ISO/IEC 27001:2022 Information Security Management

Responsibilities & Escalation:

e Director: Ensure compliance, maintain secure systems, escalate breaches to authorities.
e Personnel: Follow privacy procedures; report breaches.

Procedures:

Secure storage (password, encryption).

Obtain informed consent for personal data.
Implement separate secure storage for sensitive data.
Train staff on data protection and breach reporting.

Action Plan (10 Actions):



Action Responsibility Timeframe  Review

Map all personal and sensitive data Director 1 month Annual
Implement encryption for sensitive data Director Immediate Ongoing
transfers
Develop client privacy collection notices Director 1 month Annual
Establish multiple reporting channels for Director 1 month Quarterly
breaches
Conduct privacy awareness training Director 3 months Annual
Monitor data access logs Director Ongoing Quarterly
Implement secure storage protocols Director 2 months Annual
Review compliance with privacy legislation Director Annual Annual
Escalate breaches to authorities as Director Immediate Ongoing
required
Conduct annual data audit Director Annual Annual
Link to Cyber Security Audit Director Annual Annual
Sign-Off:
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Quality Assurance Policy

Purpose & Scope:
Ensure high-quality services, outputs, and client satisfaction. Applies to all deliverables,
projects, and processes.

Definitions:

e Quality Assurance: Systematic activities to ensure deliverables meet standards and client
expectations.

Policy Statement:
People Plus Science is committed to continuous improvement, evidence-based decision-
making, and transparent quality processes.

Legislative & Standards References:

e |SO 9001:2015 Quality Management
e Fair Work Act 2009 (Cth)

Responsibilities & Escalation:

e Director: Oversee QA processes, escalate persistent quality failures.
e Personnel: Adhere to standards and processes.

Procedures:

e Checklists and peer reviews for deliverables.
e Client feedback integration.
e Escalation of quality breaches.

Action Plan (10 Actions):



Action

Develop project deliverable checklist

Implement mandatory review of key
reports

Conduct quarterly client feedback review

Track QA metrics for projects

Train staff in QA procedures

Audit processes for compliance

Escalate persistent quality issues

Implement corrective actions

Review and update QA standards

Communicate QA expectations to
contractors

Sign-Off:
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Timeframe

1 month

Immediate

Quarterly

Ongoing

2 months

6 months

Immediate

Ongoing

Annual

1 month

Review

Annual

Ongoing

Quarterly

Quarterly

Annual

Annual

Ongoing

Quarterly

Annual

Onboardi
ng



Cyber Security Policy

Purpose & Scope:
Protect information systems, data, and digital communications from cyber threats. Applies to
all IT assets and platforms.

Definitions:

e Cyber Security: Measures to protect digital systems against attacks, misuse, or
unauthorized access.
e MFA: Multi-Factor Authentication for account security.

Policy Statement:
People Plus Science ensures secure systems, promotes awareness, and escalates cyber
incidents while supporting affected personnel.

Legislative & Standards References:

e Privacy Act 1988 (Cth)
e ISO/IEC 27001:2022 Information Security Management
e Australian Cyber Security Centre (ACSC) Guidelines

Responsibilities & Escalation:

e Director: Implement controls, monitor threats, escalate serious breaches.
e Personnel: Follow protocols, report suspicious activity.

Procedures:

e MFA implementation.
e Regular data backups.
e Phishing awareness and cybersecurity training.

Action Plan (10 Actions):



Action Responsibility Timeframe Review
Enforce MFA on all accounts Director/Person 2 weeks Ongoing
nel

Conduct phishing awareness campaign Director 3 months Bi-Annual
Test data backup and recovery Director Quarterly Annual
procedures
Train staff in cybersecurity best practices Director 3 months Annual
Monitor system logs for anomalies Director Ongoing Quarterly
Implement secure password policies Director 1 month Quarterly
Escalate cyber incidents to authorities Director Immediate Ongoing
Review and update security protocols Director 6 months Annual
Conduct vulnerability assessments Director 6 months Annual
Maintain vendor cybersecurity Director Ongoing Annual
compliance

Sign-Off:
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Business Resilience Policy

Purpose & Scope:
Enhance the organisation’s ability to adapt, thrive, and recover from operational, financial, and
strategic challenges.

Definitions:

e Business Resilience: The capacity to anticipate, prepare for, respond to, and recover from
disruptions.

Policy Statement:
People Plus Science commits to:

Strategic foresight and scenario planning.
Supporting personnel and partners during change.
Enforcing ethical and legal standards.

Integrating lessons learned to improve resilience.

Legislative & Standards References:

e Corporations Act 2001 (Cth)
e SO 22316:2017 Organisational Resilience

Responsibilities & Escalation:

e Director: Lead resilience planning, monitor threats, escalate serious risks.
e Personnel: Follow resilience strategies and report vulnerabilities.

Procedures:

Conduct SWOT and risk analysis.

Diversify revenue streams and service offerings.
Maintain contingency cash reserves.

Foster continuous learning and adaptive processes.

Action Plan



Action Responsibility Timeframe Review
Conduct SWOT analysis Director 3 months Annual
Develop revenue diversification plan Director 6 months Annual
Build and maintain emergency cash Director Ongoing Quarterly
reserves
Map critical dependencies and risks Director 2 months Annual
Implement staff cross-training Director 6 months Annual
Conduct scenario planning exercises Director 6 months Annual
Monitor emerging market trends Director Ongoing Quarterly
Establish crisis communication protocols Director 2 months Quarterly
Escalate ethical or operational risks Director Immediate Ongoing
Review resilience initiatives and outcomes Director Annual Annual
Sign-Off:
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