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RPTECTURE ARCHITECTS POLICIES

VISION

As an internationally recognised, multi-award winning firm, Rptecture Architects is the culmination of reference point architecture.
Our design philosophy is simple: to treat each project in a contextual and holistic manner while embracing individuality and
respect.

MISSION

Our firm endeavours to provide visually stunning and innovative design that is suited to the context of the Client’s project.
Essentially, all aspects of the design process are integral in producing a balanced end result.

Rptecture Architects is committed to modelling best practice social and environmental responsibility in our local community
through:

= Implementing sustainable design principles and practices to create ethical design solutions which align with our values

= Protecting the interests of clients, contractors, trades, and the public by committing to quality assurance methods that
promote streamlined and collaborative processes.

= Supporting local non-profit charity organisations to contribute back to the community and create social impact
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OCCUPATIONAL HEALTH AND SAFETY POLICY

Rptecture Architects is committed to providing a safe and healthy workplace for all our employees. Rptecture Architects further
recognises its responsibilities to provide a safe and healthy work environment for contractors, clients, visitors and the public.

This policy applies to all aspects of Rptecture Architects operations, all sites and offices of Rptecture Architects and any site
under management by the company, along with any project involving its employees.

The objectives of this policy will be achieved by committed and demonstrated leadership from those whom this policy applies to.

Rptecture Architects is committed to maintaining a healthy and safe workplace by integrating health and safety into all workplace
activities. Rptecture Architects aims to achieve this by;

Promoting participation in safety efforts for works undertaken by and on behalf of Rptecture Architects;
Reducing, eliminating and controlling the risks to the health and safety of all employees;

Protecting persons performing work for and on behalf of Rptecture Architects from risks to the health and safety of
those individuals;

Obeying the laws and regulations associated with the health and safety of all employees;

Consulting, listening, and responding openly to our employees, customers, contractors and the community with
regards to all safety related concerns and issues.

Specific objectives and targets are set and monitored in the annual safety plans set by Management.

Rptecture Architects understands the importance of providing a safe working environment for building occupants and
employees. We work to address these issues and to assist our clients in making decisions that consider the occupational health
and safety implications of a building’s design through:

Providing for maintenance, repair, service and cleaning activities that will need to be undertaken in and on the
completed building or structure;

Consideration of the building configuration, ergonomics, material selection, services and plant layout through a lens
intended to eliminate risks to health, safety, and safe work methods; and,

Promoting inclusive design principles and accessibility considerations.

Rptecture Architects is committed to the continual improvement and ongoing review of all policies and procedures. This
commitment includes the constant development, implementation, monitoring and reviewing of the Occupational Health and
Safety Management System.
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QUALITY ASSURANCE POLICY

Rptecture Architects acknowledges the significant investments of time and funds when undertaking any construction project, and
we express our commitment towards implementing practices which promote both quality design outcomes and rigorous risk
management.

Rptecture Architects is committed to providing a quality assured, professional service to our Clients, aiming for the best possible
solution which satisfies the Client’s requirements. Recognising our responsibilities to our clients, employees and society at large,
Rptecture Architects has adopted and implemented a quality system in accordance with guidelines.

The Rptecture Architects Quality Assurance System describes the way we manage our projects, our office and our business and
is made up of:

= Business-wide overview including Vision & Mission Statements, Environmental Policy, Social Procurement Policy,
Occupational Health & Safety Policy, and Quality Assurance Policy which define the businesses strategic objectives;

= Project procedures which describe how any project is managed through the typical phases: Inception, Delivery,
Completion. Architectural work in the delivery phase is made up of Schematic Design, Design Development, Contract
Documentation and Contract Administration or advisory services during construction;

= Document control systems including revision management, scheduled reviews of policies and practices, haming
conventions, and standardised file management etc.;

= Standard Forms - we have a suite of standard forms, prompt lists, check lists, registers, templates and agreements;
and,

= A commitment to lifelong learning and continual professional development of all staff.
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SAFETY-IN-DESIGN PROCESS

Rptecture Architects is committed to integrating safety considerations into the design process to ensure the creation of safe and
functional environments. Our Safety-in-Design Process is an essential part of our Quality Assurance (QA) program and aims to
identify and mitigate potential hazards early in the design phase.

This process applies to all design projects undertaken by Rptecture Architects. The objectives of this process will be achieved by
committed and demonstrated leadership from all those to whom this process applies.

Rptecture Architects is dedicated to incorporating Safety-in-Design principles by:

Integrating safety considerations early through safety assessments from the initial stages of project design. Engage
with relevant stakeholders, including engineers, contractors, and clients, to address potential safety issues.
Conducting risk assessments to identify potential hazards associated with design features and construction methods.
Develop and document strategies to mitigate identified risks and enhance overall safety.

Ensuring compliance to ensure that designs comply with relevant Australian safety standards and regulations,
including the Work Health and Safety Act 2011 and Australian Standards (e.g., AS/NZS 4801). Document safety
considerations and compliance measures within project plans.

Providing training and awareness to employees on Safety-in-Design principles and practices. Promote awareness of
safety issues and solutions among project stakeholders.

Documenting safety measures and maintain detailed records of safety considerations, risk assessments, and
mitigation strategies for each project. Ensure that safety measures are communicated clearly to all relevant parties
involved in the project.
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RISK MANAGEMENT POLICY

Rptecture Architects is committed to identifying, assessing, and managing risks across all aspects of our business operations.
We recognize that effective risk management is crucial to the success and sustainability of our firm, particularly within the unique
context of a small business.

This policy applies to all activities of Rptecture Architects, including our projects, operations, and engagements with clients,
contractors, and suppliers.

The objectives of this policy will be achieved by committed and demonstrated leadership from all those to whom this policy
applies.

Rptecture Architects is committed to maintaining a proactive approach to risk management by integrating risk identification and
mitigation strategies into our daily activities. Rptecture Architects aims to achieve this by:

= Conducting regular risk assessments to identify potential hazards and risks associated with our projects and
operations;

= Evaluating and prioritizing risks based on their potential impact and likelihood, ensuring that resources are focused on
managing the most significant risks;

= Implementing effective control measures to eliminate or reduce risks to an acceptable level, ensuring the safety and
well-being of our employees, clients, and partners;

= Obeying relevant Australian laws and standards, including compliance with AS/NZS 1SO 31000, the Australian/New
Zealand standard for risk management;

= Promoting a culture of risk awareness by encouraging all employees to participate in risk management activities and
report potential risks or hazards;

= Consulting with and listening to our employees, clients, contractors, and the community to identify and address risk-
related concerns;

= Monitoring and reviewing risks regularly to ensure that our risk management strategies remain effective and relevant.
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ENVIRONMENTAL POLICY

Rptecture Architects acknowledges a responsibility to the environment, and we express our commitment towards implementing
practices which will promote environmental sustainability. The following policy governs the management of the environmental
aspects of our company, with specific focus on the conservation of resources and the reduction of waste. This policy relates to
how all operations in our company will be continually reviewed and improved, so that we will truly be able to integrate
environmental and social considerations into our everyday practices.

Rptecture Architects will comply with all applicable laws and regulations governing protection of the environment in accordance
with Victoria’s Climate Change Framework.

We recognise that the construction industry has an enormous impact on the environment and we aim to minimise the negative
impacts by integrating environmental considerations across all aspects of our business.

Sustainable construction practice is an integral part of our business ethos. We will maintain and enhance this by:

= Establishing procurement guides for the identification, classification, assessment and review of contractors practices
and all issues relating to environmental management;

= Providing services that meet or exceed relevant statutory legislation, industry guidelines, appropriate Australian and
International Standards and applicable contracts;

= Minimising adverse impacts from our activities on the environment, and requiring sub-contractors to do the same;

= |dentifying specific environmental risks that could occur as part of a project and, where practical, implementing design
solutions to minimise this risk;

= Requiring each contractor to provide a site specific Environmental Management Plans documenting consideration of
their potential to cause adverse impact on the environment, and methods to minimise this risk, if necessary;

= Promoting environmental awareness throughout our business and community;

= Requiring each person working on a project to be informed of and aware of their role in relation to environmental
protection and methods to reduce environmental risk;

= |dentifying best practice environmental management procedures where possible to set an example to other Companies
in our sphere of influence; and,

= Promoting waste, water and energy reduction measures to our customers during the design phases.
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SOCIAL PROCUREMENT POLICY

Rptecture Architects acknowledges a responsibility to the environment, and we express our commitment towards implementing
practices which will promote sustainable social procurement strategies.

We recognise that the construction industry has an enormous potential to impact on our communities more vulnerable citizens
and we aim to empower our actions and the actions of those companies that work with us to magnify the positive potential of
procurement in accordance with Victoria’s Social Procurement Framework. We are committed to:

= Using social procurement strategies to maximise expenditure from social enterprises and other social benefit suppliers
who specifically focus on providing employment and job pathways for people from the Victorian Social Procurement
Framework target communities.
= We are committed to adding value to Victoria through our Local Economic and Social Contributions through giving
preference to Local Suppliers, Social Enterprises and Social Benefit Suppliers and Social Employment.
= Rptecture Architects is committed to buying from local businesses where such purchases may be justified on Value for
Money grounds, while remaining compliant with the Competition and Consumer Act 2010 and other fair trading
legislation requirements.
= Wherever practicable, Rptecture Architects will fully examine the benefits available through purchasing goods, services
or works from suppliers/contractors within Victoria,
= When considering tender submissions for construction contracts we will take into account the social and economic
contribution those businesses make to the local area of the construction project. We will follow the guidance of the
Victorian Industry Participation Policy and Victorian School Building Authority where applicable, and when working on
private projects Rptecture Architects will assign a weighting percentage up to a maximum value of 10% to this
evaluation criterion. The economic development contribution will include suppliers who:
= Engage and contract with local suppliers;
= Directly engage local sub-contractors;
= Employ local people;
= Participate in apprenticeship schemes or employ apprentices when tendering for projects and upon award;
= Contribute in other ways to the financial, social and environmental wellbeing of the region.
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CIRCULAR ECONOMY PROGRAM

Rptecture Architects is committed to integrating circular economy principles into our design and operational practices to reduce
waste and enhance sustainability. We strive to minimize our environmental impact by adopting strategies that promote resource
efficiency and waste reduction throughout our projects.

This policy applies to all operations and projects undertaken by Rptecture Architects, including design, construction, and post-
construction phases.

The objectives of this policy will be achieved by committed and demonstrated leadership from all those to whom this policy

applies.

Rptecture Architects is dedicated to reducing waste through circular economy principles by:

Designing for durability and longevity by creating buildings and structures that are robust, adaptable, and designed to
last, thereby reducing the frequency of replacement and renovation.

Incorporating materials with high recycled content that are made from recycled or repurposed resources to reduce the
demand for virgin materials.

Promoting modular design by designing components and systems that can be easily disassembled, repaired, and
reused, which supports the lifecycle extension of materials and reduces waste.

Implementing waste reduction strategies that minimize waste during the design, construction, and operational phases,
such as efficient material use and waste separation.

Encouraging the use of recyclable and biodegradable materials that can be recycled or have minimal environmental
impact at the end of their life cycle.

Engaging in continuous improvement by regularly reviewing and updating waste management practices to align with
the latest circular economy principles and Australian standards.

10
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MODERN SLAVERY POLICY

Rptecture Architects is committed to upholding human rights and ensuring that modern slavery, in all its forms, does not exist
within our operations or supply chains. This policy outlines our commitment to preventing modern slavery and human trafficking
and ensuring ethical practices across our business.

This policy applies to all employees, contractors, suppliers, and partners involved in the operations of Rptecture Architects. It
covers all aspects of our business, including design, procurement, and project management.

Rptecture Architects will achieve this commitment by:

Conducting due diligence to assess and manage risks of modern slavery in our operations and supply chains;
Requiring our suppliers and partners to adhere to our standards regarding human rights and labor practices;
Promoting participation in ethical practices and anti-slavery efforts by all who work with or on behalf of Rptecture
Architects;

Obeying the laws and regulations associated with modern slavery and human trafficking, including compliance with the
Modern Slavery Act 2018 (Cth), and ensuring our practices align with relevant Australian legislation;

Consulting, listening, and responding openly to our employees, clients, contractors, and the community regarding any
concerns related to modern slavery;

Providing clear internal reporting channels for raising concerns related to modern slavery and ensuring confidentiality
for those who report;

Committing to the continual improvement of our policies and procedures, with regular review and updating of our
Modern Slavery Policy and related practices.

11
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ANTI-BRIBERY PROGRAM

Rptecture Architects is committed to conducting business with integrity and in compliance with all relevant anti-bribery and anti-
corruption laws. Our Anti-Bribery Program aims to prevent, detect, and address bribery and corruption within our operations and
interactions.

This program applies to all employees, contractors, and business partners of Rptecture Architects. The objectives of this
program will be achieved by committed and demonstrated leadership from all those to whom this program applies.

Rptecture Architects is dedicated to preventing bribery and corruption by:

=  Implementing a zero-tolerance policy and prohibiting all forms of bribery and corruption, including offering, giving,
receiving, or soliciting anything of value to influence business decisions. Ensure that all employees, contractors, and
business partners are aware of and adhere to this zero-tolerance stance.

= Establishing clear guidelines on what constitutes bribery and corruption, including examples of acceptable and
unacceptable conduct. Outline procedures for reporting suspected bribery or corruption, ensuring that concerns can be
raised confidentially and without fear of retaliation.

= Conducting risk assessments by regularly assessing the risk of bribery and corruption within our operations and
business relationships. Implement appropriate controls and measures to mitigate identified risks and prevent bribery
and corruption.

= Providing training and awareness for employees on anti-bribery and anti-corruption laws, policies, and procedures.
Promote awareness of anti-bribery practices through regular communication and updates.

= Monitoring and auditing business transactions and activities to detect any signs of bribery or corruption. Review and
update our anti-bribery controls and procedures based on audit findings and changes in regulations.

= Enforcing compliance and take disciplinary action against individuals who violate our anti-bribery policy, up to and
including termination of employment or contractual relationships. Cooperate fully with relevant authorities in any
investigations or legal proceedings related to bribery or corruption.

= Maintaining records of all business transactions and interactions to ensure transparency and accountability.

12
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DIVERSITY AND INCLUSION POLICY

Rptecture Architects is committed to fostering a diverse and inclusive workplace where all employees are valued, respected, and
given equal opportunities. We believe that a diverse team enhances creativity, innovation, and overall performance.

This policy applies to all employees, job applicants, and other individuals engaged by Rptecture Architects. The objectives of this
policy will be achieved through:

= Promoting equal opportunity by ensuring that all employment decisions are based on merit, qualifications, and
capabilities, without discrimination on the grounds of race, ethnicity, gender, sexual orientation, age, disability, religion,
or any other characteristic protected by law.

= Creating an inclusive culture to build a workplace culture where diversity is celebrated, and all employees feel
welcomed and respected. We encourage open dialogue and respect for different perspectives and experiences.

= Implementing inclusive practices by incorporating diversity and inclusion principles into our recruitment, training, and
development programs. This includes providing equal access to opportunities for career advancement and
professional growth.

= Providing training and education to employees to promote understanding and awareness of diversity and inclusion.
This includes education on unconscious bias and fostering an inclusive environment.

= Supporting work-life balance by recognising and accommodating the diverse needs of our employees, including
flexible work arrangements where possible, to support a healthy work-life balance.

= Addressing and preventing discrimination through procedures to address any complaints or concerns related to
discrimination or harassment. All employees are encouraged to report any issues and are assured that complaints will
be handled promptly and confidentially.

13
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BACKGROUND CHECK POLICY

Rptecture Architects is committed to ensuring a safe, secure, and trustworthy workplace. As part of our commitment, we conduct
background checks on prospective employees to verify their qualifications, experience, legal working status, and suitability for
the roles they are being considered for.

This policy applies to all prospective employees, including full-time, part-time, casual staff, and contractors engaged by
Rptecture Architects. The objectives of this policy will be achieved by committed and demonstrated leadership from all those to
whom this policy applies.

Rptecture Architects is committed to conducting fair and compliant background checks by integrating these checks into our
recruitment process. Rptecture Architects aims to achieve this by:

= Conducting pre-employment background checks on all prospective employees, including verification of identity,
qualifications, previous employment, and legal right to work in Australia;

= Ensuring compliance with relevant Australian laws, including privacy laws, anti-discrimination laws, and the Fair Work
Act, during the background check process;

= Verifying work rights by checking the visa status and ensuring that prospective employees have the legal right to work
in Australia, including any restrictions on their working conditions;

= Obtaining informed consent from prospective employees before conducting any background checks, ensuring they are
fully aware of the checks being conducted;

= Reviewing and assessing the results of background checks in relation to the specific requirements of the role and the
overall suitability of the candidate;

= Considering the relevance of any findings to the role, including the nature and timing of any criminal history, while
maintaining a fair and unbiased approach;

= Maintaining confidentiality and ensuring that all information obtained during the background check process is handled
securely and only shared with relevant decision-makers;

= Providing an opportunity for prospective employees to discuss and clarify any discrepancies or findings in their
background checks.

14
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