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BULLYING AND HARASSMENT PROCEDURE

Introduction
${legalname} is committed to providing its workers with a safe work environment that is free from inappropriate behaviour and will take all reasonable steps to minimise any form of workplace bullying or harassment and to treat people with equity and dignity.

Scope
This procedure is applicable to all persons in the workplace and includes workers, contractors and visitors who are affected by the activities of ${legalname}

Definitions
Workplace bullying is repeated, unreasonable behaviour directed towards a worker or a group of workers, that creates a risk to health and safety.

Roles & Responsibilities
Managers/Supervisors are responsible for:
· Monitoring the workplace to identify any potential for bullying and harassment
· Reporting any bullying or harassment
· Following up any bullying or harassment and taking any action required

Workers are responsible for: 
· Not acting in a way that may become a risk to health and safety of other persons
· Reporting any bullying and harassment

Procedure
Bullying
Bullying can present in many forms in the workplace, and can be either direct or indirect bullying. Examples of direct bullying include; abusive or offensive language, spreading rumours, frightening or humiliating behaviour, display of offensive material, teasing, inappropriate comments relating to; appearance, race, religion, lifestyle or family and initiation practices. Indirect bullying can include unrealistic workload (too much or too little), unrealistic timelines, excluding, withholding information, unreasonable or unfair rostering and inconveniencing workers through changing arrangements.

What is not bullying
Bullying is not reasonable management action carried out in a reasonable way, this includes performance management and review, reasonably transferring of workers, not promoting a worker with a fair reason, setting reasonable goals and targets. Bullying is also not a single incident however these should not be ignored as they have the potential to escalate.

Situations which could potentially contribute to bullying in the workplace and causing harm to people must be identified and controlled. Information regarding signs of bullying can be found by assessing;
· Sick leave, absenteeism, staff turnover and complaints
· Feedback from managers, workers and relatives 
· Workers compensation claims
· Hazard reports
It is important that all workers and persons at the workplace are treated with respect and dignity, unacceptable behaviours will not be tolerated in any way.

Reporting
All incidences of bullying and harassment are encouraged to be reported immediately. Reports can be made to senior management or the person listed below.
Managers will take all reports seriously and will commence action immediately following the report. Incidents can be reported using Incident Report & Investigation, WHSFOR-403 or an informal verbal complaint. All reports of bullying and harassment will be treated with confidentiality. Within ${legalname} it will be the responsibility of Click here to enter text.to manage any complaints of bullying or harassment. 
Bullying complaints can be resolved using an informal resolution or a formal investigation. Informal resolution can be either through the manager or directly to the person involved. Records of conversations should be maintained. Informal complaints do not involve investigation or disciplinary action.
Should a complaint require investigation a full and documented account will be obtained and documented including all the details, potential witnesses and any other relevant information, this will be done by an independent person (this may be an internal party not involved). The nominated manager must obtain information from all involved persons. Once all information is obtained a response will be given to the complainant. This response must be as soon as reasonably practicable and where ever possible within 14 days.

Outcomes of investigations
The outcome of an investigation may include disciplinary action and or counselling. The outcome will be communicated to all parties in writing. 
Should the complainant not be satisfied with the outcome of the investigation further information can be obtained from contacting SafeWork SA, the Equal Opportunity Commission or the Office of the Employee Ombudsman

Documentation
All records of information, conversations and involvement must be recorded and maintained in a confidential file.
Information and training
All workers should be aware of bullying, its impacts and how to deal with incidence of bullying or harassment. All workers will be made aware of this procedure and receive annual refresher information surrounding it.
Worker Assistance
Assistance will be provided to the person who has been bullied. This assistance may be in the form of mentoring, counselling, redressing any inequalities, training and support.
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