
POLICIES 

2
3-4
5
6
7-9
10

• Inclusion, Diversity, and Equity
• Equal Access
• Privacy
• Workplace Health, Safety and Wellbeing
• Complaints Resolution
• Payment
• Client Contract [template]
• Risk Assessment 14-17

11-13

Elise Preston [BEd, BA, Dip OSHC]
Learning Specialist + Director 

0474 011 163 

elise@howtohighschool.com.au 
www.howtohighschool.com.au  
@howtohighschool    
Facebook |  Instagram |  Linkedin 

Hover over a selection below to jump to that page:

www.facebook.com/howtohighschool
www.instagram.com/howtohighschool
www.linkedin.com/in/how-to-high-school


POLICY: INCLUSION, DIVERSITY & EQUITY 

INCLUSION, DIVERSITY & EQUITY 

How to High School acknowledges the Gubbi Gubbi people, the Traditional Owners and Custodians of the 
land in which How to High School was established and operates. We also acknowledge all other Indigenous 
people who have interests in the Sunshine Coast area. We acknowledge the rich Indigenous cultural heritage 
that exists throughout the lands, waters and spirit of Australia and the invaluable knowledge, experience 
and achievements of Indigenous peoples, from which we can all learn and grow as a community. 

How to High School is committed to the inclusion of diversity and equity principles and practices throughout 
our business. By creating an inclusive workspace, where all people are valued for their diverse culture, 
knowledge, skills, experience and abilities, we will provide quality, considered and culturally responsive 
services to the Sunshine Coast community. 

It is our goal to create and maintain a work environment that ensures principles of diversity and equity and 
the elimination of unlawful discrimination apply for all staff, clients and members of the public. Although 
How to High School specialises in tutoring and mentoring services for high-school students, we will do our 
best to offer our services to all willing clients. If we are unable to provide an adequate service to any persons 
requesting support, we will assist them to find other services that may help meet their needs. All enquiries 
are welcome and will be treated with respect and professionalism, according to this policy. 

Key terms and interpretations 

Diversity:  
The positive acknowledgment of the ways in which we are all different. This includes variations across 
gender, sexuality, age, disability, ethnicity, language, nationality, religious and cultural background. 

Equity:  
This means making sure everyone is treated in a fair and equal manner. 

Work Environment:  
Includes physical, verbal, and virtual environments, including: 
• How to High School’s online space, including website, blog, email, electronic resources, Facebook, Instagram,

Linked In and any other online environment in which How to High School conducts its work.
• Phone conversations, text or other electronic messaging.
• Skype/FaceTime interactions.
• Face-to-face meetings.

Guiding principles 

How to High School adheres to and is committed to uphold the following guiding principles, as determined 
by the Qld Government Department of Education and Training: 
• Fair and equitable treatment for all.
• Recruitment, selection, promotion and transfer based on merit.
• A concern for staff welfare.
• Valuing people for their diversity.
• Ensuring our workforce reflects the diversity of the Queensland population it serves.
• Compliance with legislative requirements.
• Prompt resolution of grievances and complaints.

Elise Preston | Director: How to High School  www.howtohighschool.com.au 
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POLICY: EQUAL ACCESS 

EQUAL ACCESS 

How to High School is committed to offering equal access to our services wherever possible, regardless of 
one’s ability or disability, language or cultural background, geographical location, socio-economic 
background, education experience, or any other identifying factor susceptible to discrimination. It is our 
goal to ensure that all who come across our business feel welcome, acknowledged, respected and valued. 

How to High School adheres to the Code of Conduct and Ethical Standards of the Qld Government 
Department of Education and Training, as well as the Qld College of Teachers Association’s Code of Ethics. 
This policy references relevant aspects of the aforementioned Codes and Standards. For more information 
about the Codes and Standards, please visit: http://education.qld.gov.au/ or 
http://www.qct.edu.au/standards-and-conduct/code-of-ethics.  

Reasonable Adjustments – General 
Wherever possible, How to High School offers services for all students and families, regardless of their 
circumstances. We are committed to welcoming and supporting students and families of Aboriginal and 
Torres Strait Islander backgrounds, non-English speaking backgrounds, home, alternative or independently 
schooled students, students experiencing complex medical conditions, students from refugee or displaced 
backgrounds, survivors of trauma, or students in out-of-home care. No matter their circumstance, we 
welcome everyone with respect and understanding. 

We are open to making adjustments for those who require it, wherever possible, to ensure a quality level of 
support is provided. However, How to High School reserves the right to decline enrolment of student(s) for 
our services if it is deemed not practicably possible for us to meet their needs to the high quality in which 
we strive to uphold. In such cases, How to High School will assist the student and/or their family to find 
appropriate support elsewhere, making recommendations wherever possible. 

Reasonable Adjustments – Disability 
The Queensland Government legislates that reasonable adjustments must be provided where necessary to 
ensure students with disabilities are able to participate in education and training on the same basis as 
students without disabilities. According to the Disability Standards for Education 2005 (DSE) 'an adjustment 
is a measure or action taken to assist a student with a disability to participate on the same basis as other 
students'. 'On the same basis' means that while all students will access age-equivalent content, their focus 
and the way they access it might vary, depending upon their strengths, interests, goals and needs. 
Reasonable adjustments are developed in consultation with the student, their parents or carers, and relevant 
school staff. Reasonable adjustments apply to all types of learning. 

Reasonable adjustments are individual to the student, flexible to take in the changes in needs over time, 
and agreed, through balancing the interests of all parties. 
The process for making a reasonable adjustment under the DSE includes: 

• consultation with the student (if possible), and their parents or carers;
• consideration of whether an adjustment is necessary to enable the student to participate on the same

basis as other students;
• if an adjustment is necessary, identification of a reasonable adjustment or adjustments;
• making the reasonable adjustment.



POLICY: EQUAL ACCESS 

The issue of what is a reasonable or unreasonable adjustment is one that schools, services and the 
department must consider carefully, in consultation with parents or carers. This is a genuine discussion to 
consider all possible solutions, and may involve consultation with others, such as relevant health 
professionals. Consultation involves the sharing of information and considers the student's needs and the 
best way to meet them, while balancing the needs of others. 

A reasonable adjustment is reasonable if it: 
• supports a student to participate on the same basis as other students, and;
• considers the student's learning needs, and;
• balances the interests, including safety, of all concerned (students and staff).

How to High School will: 

• Ensure that all relevant information about the student’s disability, difficulty, condition or circumstance is
gathered ethically, considered carefully and fully understood;

• Consult with other professionals where relevant, and with parental or carer permission, including school
teachers/support staff, health professionals or professional support organisations, to discuss the best
outcome for supporting the student;

• Develop a plan of support in conjunction with the student, parent or carer and other relevant parties to
ensure that a high-quality service, on the same level as that offered to any other student, is provided to
the student.

Students or Parents/Carers are obligated to: 

• Inform How to High School of any relevant disability, condition, circumstance or difficulty that may affect
the delivery of a service to the student (eg. Informing staff if wheelchair access to a building is required,
or if an interpreter is required);

• Allow reasonable time for How to High School to make necessary adjustments;
• Provide How to High School access to any documentation that may help us provide better support to

the student – eg. Any Individual Education Plans (IEP) that may be in place;
• Work with How to High School to ensure the best possible outcome for the student.

For more information about the Disability Standards for Education, and Inclusion for Queensland Students, 
please see http://resource.dse.theeducationinstitute.edu.au; 
http://education.qld.gov.au/studentservices/learning/disability/parentguide/adjustments/c-p.html; 
http://education.qld.gov.au/schools/inclusive/index.html. 

Elise Preston | Director: How to High School      www.howtohighschool.com.au 
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POLICY: EQUAL ACCESS    POLICY: PRIVACY

PRIVACY 

Collection of your personal information 
All aspects of the How to High School website can be viewed without providing personal information. 
However, for access to future How to High School customer support features, or to join our mailing list, you 
are required to submit personally identifiable information. This may include, but is not limited to, your name, 
email, phone number, a unique username and password, or provide sensitive information in the recovery of 
your lost password. 

Sharing of your personal information 
We may occasionally hire other companies to provide services on our behalf, including but not limited to 
handling customer support enquiries, or processing transactions. Those companies will be permitted to 
obtain only the personal information they need to deliver the service. How to High School takes reasonable 
steps to ensure that these organisations are bound by confidentiality and privacy obligations in relation to 
the protection of your personal information. 

Use of your personal information 
For each visitor to reach the site, we expressively collect the following non-personally identifiable 
information, including but not limited to browser type, version and language, operating system, pages 
viewed while browsing the site, page access times and referring website address. This collected information 
is used internally, for the sole purpose of gauging visitor traffic, trends and delivering personalised content 
to you while you are at this site. 
From time to time, we may use customer information for new, unanticipated uses not previously disclosed 
in our privacy notice. If our information practices change at some time in the future, we will only use data 
collected from the time of the policy change forward, and this information will adhere to our updated 
practices. 

Changes to this Privacy Policy 
How to High School reserves the right to make amendments to this Privacy Policy at any time. If you have 
objections to the Privacy Policy, you should not access or use our website. 

Accessing Your Personal Information 
You have a right to access your personal information, subject to exceptions allowed by law. If you would like 
to do so, please let us know. You may be required to put your request in writing for security reasons. How 
to High School reserves the right to charge a fee for searching for, and providing access to, your information 
on a per-request basis. 

Contacting us 
How to High School welcomes your comments regarding this Privacy Policy. If you have any questions about 
this Privacy Policy and would like further information, please contact us by any of the following means during 
business hours: 
EMAIL  elise@howtohighschool.com.au 
PHONE 0474 011 163 

Elise Preston | Director: How to High School    www.howtohighschool.com.au 
Reviewed 28/01/2018  Adapted from Qld Department of Education and Training Policies & Procedures



POLICY: EQUAL ACCESS 

WORK HEALTH & SAFETY 

How to High School is committed to providing and maintaining a safe and healthy workplace for all workers 
(including contractors and volunteers) as well as clients, visitors and members of the public. Hazards and 
risks to health and safety will be eliminated or minimised, as far as is reasonably practicable.  

The responsibility for managing health and safety ultimately rests with the person in control of the business 
or undertaking (PCBU), directors and management – in this case, How to High School owner, Elise Preston. 
Workers also have important responsibilities for health and safety in the workplace. 

We are committed to complying with the Work Health and Safety Act 2011, the Work Health and Safety 
Regulation 2011, codes of practice and other safety guidance material. 

Management will: 

• Ensure the business complies with all legislation relating to health and safety;
• Eliminate or minimise all workplace hazards and risks as far as is reasonably practicable;
• Provide information, instruction and training to enable all workers to work safely;
• Supervise workers to ensure work activities are performed safely;
• Consult with and involve workers on matters relating to health, safety and wellbeing;
• Provide appropriate safety equipment and personal protective equipment where required;
• Provide a suitable injury management and return to work program.

Workers will: 

• Take reasonable care for their own health and safety;
• Follow safe work procedures, instructions and rules;
• Participate in safety training;
• Report health and safety hazards;
• Report all injuries and incidents;
• Use safety equipment and personal protective equipment as instructed.

Our goal is to provide a safe and healthy work environment that is free from workplace injury and illness. 
This will only be achieved through the participation, co-operation and commitment of everyone in the 
workplace. 

Elise Preston | Director: How to High School   www.howtohighschool.com.au 
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POLICY: COMPLAINTS RESOLUTION 

COMPLAINTS RESOLUTION 

How to High School is committed to providing high-quality, ethical services to its clients and potential 
clients. If at any time, a client (student, parent, carer or otherwise) is not satisfied with our service, for 
whatever reason, we respect their right to communicate this with us, in accordance with this policy. 

How to High School strongly encourages a regular, open line of communication, to ensure that any concerns 
can be raised and addressed immediately, and to avoid frustration or dissatisfaction.  

How to High School will: 
• Maintain regular contact with clients and other relevant parties through email, phone call, electronic

message, and face-to-face meetings;
• Treat all concerns, complaints, feedback and suggestions ethically, based on best practice;
• Document all complaints formally, and adhere to the procedure outlined in this policy;
• Respond to formal complaints within 24 hours (our business hours are Monday to Friday 8am-6pm,

Saturday 9am-2pm);
• Be treated with respect by all students, parents/carers and others, and will not tolerate any disrespectful

language, threats, verbal or any other abuse. If How to High School staff experience discrimination,
abuse, threats or other unlawful behaviour, such matters will be referred to the Police immediately. In
such cases where the safety or wellbeing of How to High School staff is threatened, How to High School
reserves the right to cancel enrolment and cease interaction with the student, parent, carer or other
person in question, and all outstanding payments owed to How to High School must be paid in full within
seven (7) days;

• Work with the person making the complaint to ensure a fair and reasonable outcome is achieved;
• Refer to the Code of Conduct for the Qld Department of Education and Training (DETE) and the Code

of Ethics of the Qld College of Teachers (QCT), as well as the guidelines promoted by the Australian
Tutoring Association (ATA) for such circumstances. For more information, please visit
http://education.qld.gov.au/corporate/codeofconduct/ (DETE), http://www.qct.edu.au/standards-and-
conduct (QCT), or https://ata.edu.au (ATA); 

• Refer any complaints that cannot be resolved, after completing the procedure outlined in this policy, to
relevant professional and/or legal parties, including but not limited to the Qld Ombudsman.

Students, Parents/Carers, and Others: 
• Are entitled to communicate concerns, provide feedback or make complaints formally (in writing to

elise@howtohighschool.com.au), or informally (in person);
• Have their concern or complaint acknowledged and taken seriously by How to High School;
• Have the right to request a copy of the documentation of their complaint (for privacy concerns, please

see How to High School’s Privacy Policy);
• A student’s enrolment will be maintained while the complaint process is ongoing (for attendance and

cancellation procedures, please see How to High School’s Terms of Trade Policy);
• Students will not suffer any reprisal as a result of lodging a complaint (or having a complaint lodged by

a parent or carer), as long as the complaint is communicated in accordance with this policy;
• If, after completion of the complaints procedure as outlined in this policy, the complaint cannot be

resolved, or if the person who lodged the complaint is dissatisfied with the outcome, they are entitled to
refer their complaint to the Qld Ombudsman (https://www.ombudsman.qld.gov.au).



POLICY: COMPLAINTS RESOLUTION 

Complaints Procedure 
Diagram 1: How to High School (HTHS) Complaints Resolution procedure 

Can matter be resolved immediately? 

HTHS and client both satisfied 
with outcome. Matter is 
closed. Professional working 
relationship continues. 

If client is not satisfied with outcome, they 
must complete a HTHS Complaints Form, 
and indicate their dissatisfaction to HTHS 
first, explaining desired outcome. HTHS 
will ensure client is aware of HTHS 
Complaint Resolution Policy. HTHS will 
refer to relevant policies and attempt to 
resolve the matter. If client is still not 
satisfied and their desired outcome is 
reasonable and not in violation of HTHS 
policies, they are encouraged to seek 
guidance from the Qld Ombudsman or 
other relevant government agencies. HTHS 
will remain professional throughout this 
procedure, seeking a satisfactory outcome 
for the client wherever possible. 

HTHS reserves the right to cease 
working with a client after a 
complaint has reached an outcome 
if the client breaches any HTHS 
policies, or any other basic rights 
(eg. The right to feel/be safe). 

Yes 
 

No 
 

HTHS conducts investigation, referring to 
policies, Code of Conduct and Code of Ethics to 
inform best practice. If matter cannot be resolved 
within the estimated time (eg. If legal/external 
advice is needed but not immediately available), 
HTHS will advise client and keep them informed 
throughout the process, until matter is resolved.

Clients may cease working 
with HTHS after the 
complaint has reached an 
outcome should they wish 
to do so. However, all 
outstanding funds owed 
to HTHS must be paid in 
full within seven (7) days of 
this decision.

Client voices concern to HTHS (in person, or via email, text or phone call) 

HTHS documents details of 
complaint/concern for professional, 
confidential records only. Copy is sent 
to client upon request. If appropriate, 
the incident may be used to instigate 
new policy or update existing policies. 
All HTHS clients will receive a copy of 
any new or updated policies. 

HTHS will request client to submit a 
HTHS Complaints Form (form 
template will be emailed). HTHS will 
acknowledge receipt of Complaint 
Form within 24 (business) hours and 
advise client of proposed course of 
action to resolve the matter, 
including estimated time this process 
may take.

Elise Preston | Director: How to High School   www.howtohighschool.com.au 
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POLICY: COMPLAINTS RESOLUTION 

Complaints Resolution Form 
Document 1: How to High School (HTHS) Complaints Resolution form template 

COMPLAINTS RESOLUTION FORM 

Please complete form electronically (within Word or Adobe). Save your own copy, then email back to: 
elise@howtohighschool.com.au  

Direct complaint to ELISE PRESTON (Owner) 

Name 

Phone 

Email 

Today’s date 

Date(s) of incident(s) OR Date 
you first felt concerned 

Does your complaint concern 
any of HTHS’s policies? If so, 
which one(s)? 
If unsure, please refer to HTHS 
Policies Handbook. If you don’t 
have a Handbook, please 
request one via email. 
Please provide a detailed 
description of your 
complaint/concern.  
What do you think caused this 
issue/concern? 
What is your desired outcome? 

What do you think is the best 
way for this to be resolved? List 
steps. 
What steps do you think should 
be taken to avoid a repeat of 
this problem? 
Signed 

FOLLOW UP 
(To be completed after matter 
has been dealt with) 
Are you satisfied with the 
outcome of your 
complaint/concern? 
Why, or why not?  

Thank you for taking the time to provide this information. We value your feedback and appreciate your concern. 
HTHS will endeavour to resolve this matter as soon as possible, in line with our policies. 

Elise Preston | Director: How to High School   www.howtohighschool.com.au 
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POLICY: EQUAL ACCESS  POLICY: PAYMENT

PAYMENT 

Please note that HTHS has a clear, and non-negotiable payment policy, as follows: 

• Full payment (total amount shown in the client’s invoice) must be received by HTHS prior to delivery of service.

• Payment is to be made via EFTPOS card, cash, or EFT internet transfer to the bank account indicated on the client’s
invoice.

• Service will only be delivered once funds have been received. Please allow two (2) business days for bank

transfers.

• Cancellation of bookings must occur 24 hours in advance, otherwise full payment for session will be payable.

Sorry – but we have to enforce this to cover the loss of business.

• Unfortunately, HTHS cannot offer refunds. Credit for future services can be offered in place of refund if required.
If, for any reason, you are not satisfied with our service, please contact Elise (Director) to discuss your concerns. We
will do whatever we can to ensure the best possible outcome. Please see our COMPLAINTS RESOLUTION policy
(Page 7 of this Handbook) for more details.

• HTHS operates on a Payment Prior to Delivery of Service basis only. HTHS cannot offer credit or payment plans.
We can set up direct debit plans upon request (surcharges payable by client).

• HTHS offers a 20km free of charge travel zone from the Coolum Council Library. Outside of this, a 30c/km fee

applies. See map here.

• HTHS’s fees are subject to change, in line with rising costs of running our service. We will provide reasonable notice
via our website, as well as email for our current clients. We try to keep our fees as competitive as possible, and
only increase them when necessary.

• These payment terms are bound by Australian Federal Contract Law [Competition and Consumer Law Act 2010,
Independent Contractors Act 2006 & Trade Practices Act 1974].

• For more details, please refer to HTHS’s CLIENT CONTRACT policy, signed upon enrolment with HTHS. This is an

electronic contract (see Page 11-13 of this Handbook).

• A copy of HTHS’s Policy Handbook (this electronic booklet), including the Client Contract is provided to clients during
the enrolment process, prior to signing the Contract. You may access HTHS’s Policies and Client Contract at any time,
via our website: www.howtohighschool.com.au/faq.

Contacting us 
How to High School welcomes your comments regarding this Payment Policy. If you have any questions about this policy, 
or would like further information, please contact us by any of the following means during business hours (M-F 8am-
6:30pm; Sat 9am-2pm): 

EMAIL elise@howtohighschool.com.au 
PHONE 0474 011 163 

    www.howtohighschool.com.au Elise Preston | Director: How to High School 
Reviewed 20/08/2018  
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FORM: CLIENT CONTRACT [SERVICE AGREEMENT] 
	

THIS GENERAL SERVICE AGREEMENT (the “Agreement”) dated  BETWEEN 

 of 
(the “Client”) 
- AND -
Elise Preston [trading as] How to High School (ABN 36 229 075 746) of Sunshine Coast, QLD
(the “Service Provider”).

Background 
The Client is of the opinion that the Service Provider has the necessary qualifications, experience and abilities 
to provide services to the Client. 
The Service Provider is agreeable to providing such services to the Client on the terms and conditions set 
out in this Agreement. 
In consideration of the matters described above and of the mutual benefits and obligations set forth in this 
Agreement, the receipt and sufficiency of which consideration is hereby acknowledged, the Client and the 
Service Provider (individually the “Party” and collectively the “Parties” to this Agreement) agree as follows: 

Services Provided 
1. The Client hereby agrees to engage the Service Provider to provide the Client with services (the “Services”)
consisting of:
Providing the following services by demand: academic tutoring, study skills workshop delivery, student
mentoring, creation of customised study tools and planners.

2. The Services will also include any other tasks which the Parties may agree on. The Service Provider hereby
agrees to provide such Services to the Client.

Term of Agreement 
3. The term of this Agreement (the “Term”) will begin on the date of this Agreement and will remain in full
force and effect indefinitely until terminated as provided in this Agreement.
4. In the event that either Party wishes to terminate this Agreement, that Party will be required to provide
two (2) days notice to the other Party.
5. Except as otherwise provided in this Agreement, the obligations of the Service Provider will end upon the
termination of this Agreement.
6. The Parties agree to do everything necessary to ensure that the terms of this Agreement take effect.

Currency 
7. Except as otherwise stated, all monetary amounts in this Agreement are in AUD (Australian Dollars).

Compensation [Payment of Fees] 
8. For the services rendered by the Service Provider as required by this Agreement, the Client will provide
compensation (the “Compensation”) to the Service Provider as follows:
The Client will pay the Service Provider per service or service package requested and agreed to. Each service
may have its own costs and the Service Provider agrees to inform the Client of the costs involved, if any,
when setting the quotation (initial invoice) and the Client agrees to pay the total amount by the date indicated
on the invoice, prior to the service being delivered, as per How to High School’s Payment Terms Policy.

9. The Compensation will be payable upon receipt of the invoice, and by the due date indicated on the
invoice, prior to the delivery of the Services.
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FORM: CLIENT CONTRACT [SERVICE AGREEMENT] 
	10. The Service Provider is responsible for paying any Superannuation Guarantee contributions that may be

required in relation to the work performed by the Service Provider or by employees of the Service Provider
under this Agreement.
11. The above Compensation includes all applicable sales tax, and duties as required by law.

Reimbursement of Expenses 
12. The Service Provider will not be reimbursed by the Client for expenses incurred by the Service Provider
in connection with providing the Services of this Agreement, unless otherwise quoted and agreed upon by
the Client in the initial invoice, or mutually-agreed-upon revised invoice.

Confidentiality 
13. Confidential Information (the “Confidential Information”) refers to any data or information relating to the
business of the Client which would reasonably be considered to be proprietary to the Client including, but
not limited to, bank details, accounting records, business processes, and client records and that is not
generally known in the industry of the Client and where the release of that Confidential Information could
reasonably be expected to cause harm to the Client.
14. The Service Provider agrees that they will not disclose, divulge, reveal, report or use, for any purpose,
any Confidential Information which the Service Provider has obtained, except as authorized by the Client.
This obligation will survive indefinitely upon termination of this Agreement.
15. All written and oral information and material disclosed or provided by the Client to the Service Provider
under this Agreement is Confidential Information regardless of whether it was provided before or after the
date of this Agreement or how it was provided to the Service Provider.

However, as bound by law and obligation of the Service Provider’s registration as a Teacher in Queensland, 
any disclosure of harm, neglect, or reasonable suspicion of harm or neglect of a child (persons under 18 years 
of age) will be forwarded to the Department of Education and Training, and if deemed necessary by the 
Department, the Police. 

Return of Property 
16. Upon the expiry or termination of this Agreement, the Service Provider will return to the Client any
property, records, or Confidential Information which is the property of the Client, if requested. The Service
Provider is entitled to hold copies of Client records for the explicit purposes of professional reflection,
analysis of Service, and taxation processes only. Such records will be kept confidential, in a secure location,
and will not be shared with any other Parties without the permission of the Client.

Notice 
17. All notices, requests, demands or other communications required or permitted by the terms of this
Agreement will be given in writing and delivered to the Parties of this Agreement as follows:

a.  of ; Email: 

b. Elise Preston [trading as] How to High School of Sunshine Coast, QLD; Email:
elise@howtohighschool.com.au; or to such other address as any Party may from time to time notify the other.

Dispute [Complaint] Resolution 
18. In the event a dispute arises out of or in connection with this Agreement, the Parties will attempt to
resolve the dispute through friendly consultation, as per How to High School’s Complaint Resolution Policy.
19. If the dispute is not resolved within a reasonable period, any or all outstanding issues may be submitted
to mediation in accordance with any statutory rules of mediation. If mediation is unavailable or is not
successful in resolving the entire dispute, any outstanding issues will be submitted to final and binding
arbitration in accordance with the laws of the State of Queensland. The arbitrator's award will be final, and
judgment may be entered upon it by any court having jurisdiction within the State of Queensland.
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FORM: CLIENT CONTRACT [SERVICE AGREEMENT] 
	

Modification of Agreement 
20. Any amendment or modification of this Agreement or additional obligation assumed by either Party in
connection with this Agreement will only be binding if evidenced in writing signed by each Party or an
authorized representative of each Party.

Assignment 
21. The Service Provider will not voluntarily or by operation of law assign or otherwise transfer its obligations
under this Agreement without the prior written consent of the Client.

Entire Agreement 
22. It is agreed that there is no representation, warranty, collateral agreement or condition affecting this
Agreement except as expressly provided in this Agreement.

Governing Law 
23. It is the intention of the Parties to this Agreement that this Agreement and the performance under this
Agreement, and all suits and special proceedings under this Agreement, be construed in accordance with
and governed, to the exclusion of the law of any other forum, by the laws of the State of Queensland, without
regard to the jurisdiction in which any action or special proceeding may be instituted.

Severability 
24. In the event that any of the provisions of this Agreement are held to be invalid or unenforceable in whole
or in part, all other provisions will nevertheless continue to be valid and enforceable with the invalid or
unenforceable parts severed from the remainder of this Agreement.

Waiver 
25. The waiver by either Party of a breach, default, delay or omission of any of the provisions of this
Agreement by the other Party will not be construed as a waiver of any subsequent breach of the same or
other provisions.

Binding Signatures 

IN WITNESS WHEREOF the Parties have duly affixed their signatures on this date, 

SIGNED AND DELIVERED 
in the presence of:  (Client) 

Client Sign: __________________________________________ 

AND SIGNED AND DELIVERED 
in the presence of: Elise Preston [trading as] How to High School (Service Provider) 

Service Provider Sign: __________________________________________ 

Clauses and Appendices 
Clauses to this Agreement are as follows: None. 

Appendices included for reference hereafter are as follows (include name of document; number of pages):      None.
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Risk Assessment Template 
Use this template to document a risk assessment to manage health and safety hazards and risks. 

For more details on the risk management process refer to, Managing Health and Safety Risks. 
Note: For risk assessments with curriculum activities refer to: Managing Risks in School Curriculum Activities.

Activity Description: 

Conducted by: Elise Preston of How to High School Date: 

Step 1: Identify the Hazards 
Biological    (e.g. hygiene, disease, infection) 

 Blood / Bodily fluid  Virus / Disease  Food handling 
Other/Details: 
Chemicals     Note: Refer to the label and Safety Data Sheet (SDS) for the classification and management of all chemicals. 

 Non-hazardous chemical(s)  ‘Hazardous’ chemical (Refer to a completed hazardous chemical risk assessment) 

Name of chemical(s) / Details: 
Critical Incident – resulting in: 

 Lockdown  Evacuation  Disruption 
Other/Details: 
Energy Systems – incident / issues involving: 

 Electricity (incl. Mains and Solar)  LPG Gas  Gas / Pressurised containers 
Other/Details: 
Environment 

 Sun exposure  Water (creek, river, beach, dam)  Sound / Noise 
 Animals / Insects  Storms / Weather  Temperature (heat, cold) 

Other/Details: 
Facilities / Built Environment 

 Buildings and fixtures  Driveway / Paths  Workshops / Work rooms 
 Playground equipment  Furniture  Swimming pool 

Other/Details: 
Machinery, Plant and Equipment 

 Machinery (fixed plant)  Machinery (portable)  Hand tools 
 Vehicles / trailers 

Other/Details: 
Manual Tasks / Ergonomics 

 Manual tasks (repetitive, heavy)  Working at heights  Restricted space 
Other/Details: 
People 

 Students  Staff  Parents / Others 
 Physical  Psychological / Stress 

Other/Details: 
Other Hazards / Details 
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Step 2: Assess the Level of Risk 
Consider the hazards identified in Step One and use the risk assessment matrix below as a guide to assess the 
risk level. 

Consequence Description of Consequence Likelihood Description of Likelihood 

1. Insignificant No treatment required 1. Rare Will only occur in exceptional circumstances 

2. Minor Minor injury requiring First Aid treatment 
(e.g. minor cuts, bruises, bumps) 2. Unlikely Not likely to occur within the foreseeable 

future, or within the project lifecycle 

3. Moderate Injury requiring medical treatment or lost 
time 3. Possible May occur within the foreseeable future, or 

within the project lifecycle 

4. Major Serious injury (injuries) requiring specialist 
medical treatment or hospitalisation 4. Likely Likely to occur within the foreseeable future, 

or within the project lifecycle 

5. Critical Loss of life, permanent disability or multiple 
serious injuries 

5. Almost
Certain

Almost certain to occur within the foreseeable 
future or within the project lifecycle 

Assessed Risk Level Description of Risk Level Actions 

Low If an incident were to occur, there would be little 
likelihood that an injury would result. 

Undertake the activity with the existing 
controls in place. 

Medium If an incident were to occur, there would be some chance 
that an injury requiring First Aid would result. Additional controls may be needed. 

High If an incident were to occur, it would be likely that an 
injury requiring medical treatment would result. 

Controls will need to be in place before the 
activity is undertaken. 

Extreme If an incident were to occur, it would be likely that a 
permanent, debilitating injury or death would result. 

Consider alternatives to doing the activity. 
Significant control measures will need to be 
implemented to ensure safety. 

Step 3: Control the Risk 
In the table below: 
1. List below the hazards/risks you identified in Step One.
2. Rate their risk level (refer to information contained in Step Two to assist with this).
3. Detail the control measures you will implement to eliminate or minimise the risk.

Note: Control measures should be implemented in accordance with the preferred hierarchy of control. If lower
level controls (such as Administration or PPE) are to be implemented without higher level controls, it is
important that the reasons are explained.

Hierarchy of Control 
Most effective 

(High level) 

Least effective 
(Low level) 

Elimination: remove the hazard completely from the workplace or activity 

Substitution: replace a hazard with a less dangerous one (e.g. a less hazardous chemical) 

Redesign: making a machine or work process safer (e.g. raise a bench to reduce bending) 

Isolation: separate people from the hazard (e.g. safety barrier) 

Administration: putting rules, signage or training in place to make a workplace safer 
(e.g. induction training, highlighting trip hazards) 

Personal Protective Equipment (PPE): Protective clothing and equipment (e.g. gloves, hats) 

Likelihood 
Consequence 

Insignificant Minor Moderate Major Critical 

Almost Certain Medium Medium High Extreme Extreme 

Likely Low Medium High High Extreme 

Possible Low Medium High High High 

Unlikely Low Low Medium Medium High 

Rare Low Low Low Low Medium 
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Hazards/Risks and Control Measures 

1. Description of
Hazards / Risks

2. Risk
Level

4. Control Measures
(Note: if only Administration or PPE controls are used, please explain why.) 

Other details: 
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Step 4: Monitor and Review Controls 

Complete during and/or after the activity. Yes No 

1. Are the planned control measures sufficient and effective in minimising the level of risk?

2. Have there been any changes to the planned control measures?

3. Are further control measures required in future?

Details: 

Review completed by: Elise Preston Designation: Owner: How to High School 

Signature: Date: 

Submission 
This activity will be conducted in accordance with this risk assessment, implementing the control measures outlined in 
Step Three. Changes will be made to the activity, if required, to manage any emerging risks to ensure safety. 

Contact person: Elise Preston Date: 

Indicate those others involved in the preparation of this risk assessment. 
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