RESPONDING TO WORKPLAGE BULLYING

Steps for Managers and Supervisors

Is it workplace bullying?

Unreasonable behaviour
creating a risk to health and
safety is identified or reported.

If the unreasonable
behaviour involves
violence or threats
it may also warrant
reporting to the police.

Act promptly. Talk with all parties
involved and gather information

regarding the behaviour.
It may not be bullying. Notify

Responding to workplace bullying

If the unreasonable . all parties of the decision and " ¢
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behaviour involves reasons. :
discrimination or sexual °
harassment, then Is the behaviour unreasonable? No °
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Workplace Relations :
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The behaviour may be bullying. Consider the followin .
actions: ¥ ying g An employee may wish
. . . to escalate the matter
Refer to the practices policies and procedures. XEEY

internally (for example to
owner of practice).

Obtain additional expert advice.

Consider Implement measures to minimise risks until the

TEEXEXEXX matter is resolved.
: Seek a resolution between the parties.
° Apply the Principles in the Table below.

Reports of serious
or complex nature
should always be

investigated.

Follow-up on the effectiveness of
action taken and offer support and
assistance to all parties. Review
systems of work to identify and address
No underlying factors that may increase

Can the matter be resolved Yes
between the two parties?

Investigations

risks of workplace bullying.

The reported behaviour should be 0000000006060 000e
0000000000000 investigated. Notify all parties of the .

process. v

The investigation can be internal
or external but must be impartial
and objective.
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Notify all parties of findings and g
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implement recommendations. ‘

External avenues

Has the matter been resolved
An employee may choose to No

raise the matter with an external

Yes

to the satisfaction of all
party such as the WHS Regulator parties?

to the Fair Work Commission.




PRINCIPLES FOR RESPONDING TO REPORTS OF WORKPLACE BULLYING

Effectively responding to issues when they are raised can stop the situation happening again and reinforce to workers that workplace bullying is
treated seriously and consistently by the organisation. The following table sets out the principles that should be applied when handling reports of
workplace bullying.

RESPONSE MEASURE

Reports should be responded to quickly, reasonably and within established timelines. Relevant
Act Promptly parties should be advised of how long it will likely take to respond to the report and should be kept
informed of the progress to provide reassurance the report has not been forgotten or ignored.

Treat all Matters Seriously All reports should be taken seriously and assessed on their merits and facts.

The confidentiality of all parties involved should be maintained. Details of the matter should only be

Maintain Confidentialit . . . . N
y known by those directly concerned in the complaint or in resolving it.

The person who is alleged to have perpetrated the bullying behaviour should be treated as innocent
unless the reports are proven to be true. Reports must be put to the person they are made against
and that person must be given a chance to explain his or her version of events.

The person reporting the bullying should be respectfully listened to and their report treated as
credible and reliable unless conclusively proven otherwise.

The opportunity to have decisions reviewed should be explained to all parties.

Ensure Procedural Fairness

Impartiality towards everyone involved is critical. This includes the way people are treated
Be Neutral throughout the process. The person responding to the report should not have been directly
involved and they should also avoid personal or professional bias.

Once a report has been made, the parties involved should be told what support is available,

for example employee assistance programs, and allowed a support person to be present at
interviews or meetings, for example, a Health and Safety Representative, union representative or
work colleague.

Support All Parties

It is important to ensure anyone who reports workplace bullying is not victimised for doing so. The

Do Not Victimise . . s
person accused of workplace bullying and witnesses should also be protected from victimisation.

All parties should be informed of the process, how long it will take and what they can expect will
happen during and at the end of the process. Should the process be delayed for any reason, all
Communicate Process and Outcomes parties should be made aware of the delay and advised when the process is expected to resume.
Finally, reasons for actions that have been taken and in some circumstances not taken should be
explained to the parties.

The following should be recorded:

e  The person who made the report.

e When the report was made.

e Who the report was made to.

Keep Records e The details of the issue reported.

e Action taken to respond to the issue.

e Any further action required — what, when and by whom.

Records should also be made of conversations, meetings and interviews detailing who was present
and the agreed outcomes.

Reference: https.//www.safeworkaustralia.gov.au/bullying#managing-the-risk-of-workplace



