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1 PURPOSE

GWMWater has a duty of care under the OH&S Act 2004 to provide and maintain for its employees, so far as reasonably practicable, a working environment that is safe and without risks to health, safety and wellbeing. 

GWMWater is committed to providing a workplace that is free of bullying.

2 SCOPE

This procedure is applicable to all employees and contractors in the workplace and activities outside of the workplace that are associated to work.

3 RESPONSIBILITIES

This procedure provides advice to all staff about what is bullying, how to report bullying and how to address bullying.   
All supervisors and managers are responsible for addressing bullying once they are made aware of it. All staff must report bullying to their manager/supervisor if they witness other staff being bullied in the work place. 
4 METHOD
GWMWater will: 
a) Proactively promote a workplace free from bullying and intimidation and act on incidents. 

b) Provide for appropriate training and information to staff  about what are acceptable and unacceptable workplace behaviors.
c) Inform staff of the actions they can take if they feel they are being bullied or intimidated including provision of a list of designated harassment contact officers.
d) Arrange or provide adequate and appropriate support to staff who make a complaint about bullying, including ensuring that the matter is treated confidentially and that the complainant is not victimised.
e) Deal fairly with all persons involved in allegations of bullying and intimidation including ensuring due process.
4.1 What is bullying?


Workplace bullying is characterised by persistent and repeated negative behaviour directed at an employee that creates a risk to health and safety.  It may occur in one-to-one situations, in front of managers or supervisors, co-workers, clients or customers or by written, visual, electronic communications such as letters, drawings, emails or telephone communications.

For example, it may include but is not limited to:

a) verbal abuse;
b) continually criticising someone;
c) excluding or isolating employees;

d) psychological harassment;
e) intimidation;
f) assigning meaningless tasks unrelated to the job;
g) giving employees impossible assignments;
h) deliberately changing work rosters to inconvenience particular employees;
i) deliberately withholding information that is vital for effective work performance;

4.2 What is not considered bullying?


a) reasonable management action, carried out in a fair and reasonable way;
b) setting performance goals, standards and deadlines;
c) allocating work to a worker;
d) rostering and allocating working hours;
e) transferring a worker;
f) deciding not to select a worker for promotion;
g) informing a worker about unsatisfactory work performance;
h) informing the worker about inappropriate behavior;
i) implementing organisational change;
j) performance management processes;
k) constructive feedback;
l) downsizing;
m) requesting information from a worker regarding incidents, injury or return to work plans and programs;
4.3 Self - managing bullying

Self-management is an informal approach to address workplace bullying. It involves the individual who is subjected to the bullying behaviour directly telling the other person that the behaviour is not welcome and should not happen again. It should be done in a calm and professional way (e.g. telling the person about the impact of the behaviour and asking them not to do it again). If the behaviour continues a formal complaint should be made.
4.4
Reporting bullying

Staff who are subjected to or witness bullying should report the behavior directly to their supervisor, Manager People and Culture or an EEO Contact Officer.

EEO Contact Officers are employees who have volunteered for the role. They have been specially trained to provide confidential information and support to an employee who has a concern or complaint.

A Contact Officer is able to provide confidential information about the best way to approach a problem and where to go if more help is needed. A Contact Officer is prohibited from investigating or resolving complaints but may accompany an employee to seek appropriate assistance from an authorised or qualified person.

Staff can also report bullying behaviour directly to the Victorian Work Cover Authority or the Fair Work Commission. Reports should be made in writing and provide as much detail as possible.

4.4 Responding to reports of bullying

All reports of bullying directed to GWMWater must be treated seriously and be addressed immediately following the Managing and Investigating Misconduct Procedure and Disciplinary Action Procedure. All staff are required to cooperate with the Victorian Work Cover Authority or the Fair Work Commission if complaints are lodged with either of these authorities.

4.5 Consequences of bullying

Staff who are found to have behaved in a way that constitutes bullying will be subject to disciplinary action which may include termination.
4.6 Confidentiality

All complaints will remain confidential.  Access to information concerning the complaint will be restricted to the complainant, the respondent and those involved in the investigation.

4.7
False Accusations

Disciplinary action will also be taken where an employee knowingly makes a complaint that is false or vexatious.
5 DOCUMENTATION

5.1 References 

a) Bullying Policy
b) Managing and Investigating Misconduct Procedure
c) Disciplinary Action Procedure
5.2 Records

a) Formal complaint
b) Investigation report

c) Disciplinary letter

d) File notes

6 DEFINITIONS

The reader is directed to the corporation’s standard definitions. 
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