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[NAME OF ORGANISATION] 

 
 
 
PURPOSE 
This policy provides an ethical framework to assist all employees, volunteers, 
contractors, interns, visitors, directors, and program participants of [NAME OF 
ORGANISATION] (“Organisation”) to identify, address and eliminate behaviours that 
may constitute discrimination, harassment and/or bullying. The Organisation and its 
leadership are committed to upholding safety and respect for all in and around its 
workplaces. 
 
This policy and procedure also ensures that the Organisation complies with all 
legislative and good governance requirements in matters associated with equal 
employment opportunity, and bullying, harassment and discrimination in the working 
environment. 

This policy does not apply to: 

 Reasonable and proportionate manifestations of interpersonal conflict and 
occasional differences of opinion. 

 Reasonable and proportionate manifestations of bona fide disagreement with 
decisions made by the Organisation, or the policies of the Organisation. 

 Reasonable and corrective management of an employee’s performance or 
behaviour. 

 Enforcement of lawful directions issued by the Organisation. 
 Reasonable implementation of the Organisation’s decisions. 

This policy is also not intended to cover poor or bad management practices on their 
own, because they are not considered to be bullying. 

PRINCIPLES 
This policy is based on the following principles and practices:  
 

 Exhibit leadership: leaders should demonstrate behaviours and take proactive 
steps to ensure a fair, safe and respectful Jewish organizational culture; 

 Ensure accountability: To eliminate discrimination, harassment and bullying,  
professionals, lay leaders, members and supporters, should all hold 
themselves accountable for promoting a safe and respectful organisational 
culture; 

 Refresh policies and procedures: Have in place the modern infrastructure of a 
safe workplace, including transparent policies, consistent training and 
protected reporting methods; 

 Train staff and governing boards: Regular training of staff and boards 
appropriate to the fields which the Organisations serves; 

 Facilitate due process: The Organisation’s reporting structures must allow for 
fair consideration and due process to respond to complaints and concerns. 

 Commit to equality and inclusion: Have policies and practices in place that 
promote the principles of equality and inclusion. No person or group should be 
differentiated on the basis of gender, sexual orientation or disability. 

 

DISCRIMINATION, HARASSMENT AND BULLYING POLICY  



2 

SCOPE 
This policy applies to all employees, volunteers, contractors, interns, visitors, directors 
and program participants of the Organisation, (referred to as Employees in this 
document). The circumstances in which they carry out their functions in respect of the 
Organisation are referred to as the working environment in this document. Those 
responsible for making decisions which affect the Organisation’s working environment 
are referred to as the Organisation’s management in this document. 
 
POLICY 
The Organisation is committed to providing a healthy and safe working environment 
free from discrimination, harassment and bullying. 

To achieve this, the Organisation has a commitment to: 

 creating a working environment which is free from behaviours constituting 
discrimination, harassment and bullying and where all people are treated with 
dignity, courtesy and respect; 

 implementing training and awareness-raising strategies to ensure that people 
involved in the organisation and related entities know their rights and 
responsibilities; 

 providing an effective procedure for complaints based on the principles of 
procedural fairness; 

 treating all complaints in a sensitive, fair, timely and confidential manner; 
 providing protection from victimisation or reprisals; 
 encouraging the reporting of behaviour that breaches this policy; and 
 promoting appropriate standards of conduct at all times including, whenever 

practicable, by way of a Code of Conduct. 

 
Responsibility 
The Organisation has a legal responsibility to prevent behaviours constituting 
discrimination, harassment and bullying. 

Under Federal and State/Territory legislation the Organisation has a positive duty to 
eliminate discrimination, which obliges the organisation to take proactive, reasonable 
and proportionate measures to eliminate discrimination, sexual harassment and 
victimisation. 

The Organisation’s management are responsible for: 

 monitoring the work environment to ensure that acceptable standards of conduct 
and behaviour are occurring at all times; 

 modelling appropriate behaviour themselves; 
 promoting the Organisation’s Discrimination, Harassment and Bullying Policy 

within their work area; 
 providing regular training of staff and boards which is not limited to the harasser-

victim dichotomy and focuses on empowering bystanders and helping employees 
understand how they can advocate for one another. 

 treating all issues and complaints seriously and promptly taking the appropriate 
action to investigate (where required) and resolve the matter; 

 managing issues and complaints in a sensitive, timely and confidential manner as 
appropriate;  

 providing reasonable adjustments for people with impairments or disabilities to 
enable them to perform their work role; and 
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 removing barriers against, and creating opportunities for women in advancing to 
lay and professional leadership roles. 

The Organisation’s Employees are responsible for: 

 complying with this Discrimination, Harassment and Bullying Policy; 
 fully participating in any investigation into an incident of discrimination, 

harassment and/or bullying; 
 maintaining confidentiality if providing information during an investigation of a 

complaint; 
 attending training as provided by the Organisation and seeking clarity on any area 

of the policy they do not fully understand; and 
 not engaging in spreading gossip or rumours. 

Any Employee who either experiences, or is a witness to, behaviours which constitute 
discrimination, harassment or bullying should report it as soon as possible. When 
reported, complaints will be managed quickly and in accordance with the 
Organisation’s procedures. Where necessary, a formal investigation will be undertaken 
where disciplinary action may result. 

Extended meaning of “working environment” 
Behaviours constituting discrimination, harassment and bullying are prohibited within 
the working environment. The working environment includes both office and external 
locations, but also extends to all activities related to the Organisation’s work, including:  

 training courses; 
 meetings with other organisations and the public; 
 conferences; 
 field trips; 
 after hours work functions including social and sports functions; and 
 any other activities that can affect the working environment. 

Consequences of Engaging in Discrimination, Harassment and Bullying 
Discrimination, harassment and bullying are not only unacceptable, but unlawful. 
Where instances of unacceptable and/or unlawful behaviours are established, 
disciplinary action may be undertaken in accordance with the separate misconduct and 
disciplinary policies and procedures. 

Depending on the severity of the case, consequences may include an apology, 
counselling, mandated training and development, transfer, dismissal, demotion or 
other forms of disciplinary action. 

Discriminatory, harassing and bullying behaviours that amount to serious misconduct 
can result in instant dismissal. 

Disciplinary action will be taken against anyone who is found to have victimised or 
retaliated against a person who has reported or complained of discrimination, 
harassment, bullying, victimisation and/or vilification. 

Where the Organisation suspects that a criminal incident has occurred, it will provide 
any necessary support and assistance to the Employee and advise the Employee to 
report the matter to the police, or the Organisation may report the matter to the Police 
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Definitions 
As this policy addresses a number of specific behaviours relating to different legislative 
requirements, a section has been dedicated to each. 

Discrimination 
Unlawful discrimination occurs when a person has been treated less favourably owing 
to one or more of the following personal attributes or characteristics when compared 
with a person without that attribute. 

 age 
 breastfeeding 
 gender identity 
 impairment/disability 
 industrial activity or inactivity 
 irrelevant criminal conviction 
 lawful sexual activity 
 marital status 
 parental status or status as a carer 
 physical features 
 political beliefs or activity 
 pregnancy 
 race 
 religious belief or activity 
 sex 
 sexual orientation 
 personal association with a person who is identified by reference to any of these 

attributes 
 employment activity. 

Discrimination does not have to be calculated or conscious. It can result from 
entrenched beliefs and attitudes. The intention of the person discriminating is generally 
irrelevant. 

Forms of Discrimination 

Direct 
Direct discrimination occurs when a person treats or proposes to treat another with an 
attribute unfavourably because of that attribute. 

For example, direct discrimination would occur if through the recruitment process the 
most qualified and appropriate job applicant was not employed because they were 
homosexual or thought to be too old. 

Indirect 
Under legislation, indirect discrimination occurs if a person imposes or proposes to 
impose a requirement, condition or practice: 

 that disadvantages people with protected attributes; and 
 is unreasonable. 

Systemic 
Systemic discrimination refers to entrenched, structural and sometimes institutional 
patterns of behaviour that affect a group of people. Often, these behaviours are part of 
an organisation culture and are reinforced by work practices. 
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Reasonable 
In assessing whether a requirement, condition, or practice is reasonable, the following 
is considered: 

 What is the nature and extent of the disadvantage? 
 Is the disadvantage proportionate to the desired result? 
 Could reasonable adjustments be made to reduce disadvantage? 
 What does an alternative condition or practice cost? 
 Any other financial considerations? 

Harassment 
Harassment is any uninvited, unwelcome or unwanted behaviour that any reasonable 
person would anticipate as offending, humiliating or intimidating another person. The 
unwanted behaviour can relate to any of the personal attributes or characteristics 
previously mentioned under the discrimination section. 

Harassment is behaviour that creates an intimidating or offensive environment, and 
can adversely affect a person’s work or their employment opportunities. 

It is important to note that even where the behaviours were not intended to offend or 
harm, at law the behaviours still constitute harassment when they are uninvited, 
unwelcome and unwanted, and are deemed to be offending, humiliating or intimidating 
by the reasonable person. 
 
Harassment can take a number of forms and may involve inappropriate actions, 
behaviours, comments or physical contact. Examples include but are not limited to: 

 physical harassment including invasion of personal space; 
 verbal harassment including offensive jokes, name calling, offensive language, 

putting others down, picking on others because of their appearance, race, gender, 
religious belief etc; and 

 visual harassment including offensive notes, email or pictures. 

Sexual Harassment 
Sexual harassment occurs when an unwelcome sexual advance, unwelcome request 
for sexual favours or other unwelcome conduct of a sexual nature is made which 
makes a person feel offended, humiliated and/or intimidated, where a reasonable 
person in the circumstances would anticipate that reaction of humiliation, offence or 
intimidation. Both men and women can experience sexual harassment at work. 
 
Sexual harassment is not behaviour which is based on mutual attraction, friendship 
and respect. If the interaction is consensual, welcome and reciprocated, it is not sexual 
harassment. 
 
Unwelcome Behaviour 
Whether the behaviour is unwelcome is determined by how the conduct in question 
was perceived and experienced by the recipient, rather than the intention behind it. 
 
Offensive, Humiliating or Intimidating Behaviour 
Whether the behaviour was offensive, humiliating or intimidating is an objective test. 
This means, would a “reasonable person” have anticipated that the behaviour would 
have this effect. 
 
Sexual harassment in the working environment may involve: 
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 staring, leering or unwelcome touching; 
 suggestive comments or jokes; 
 sexually explicit pictures or posters; 
 viewing sexually explicit emails/internet sites in the working environment; 
 unwanted invitations to go out on dates; 
 requests for sex; 
 intrusive questions about a person’s private life or body; 
 unnecessary familiarity, such as deliberately brushing up against a person; 
 insults or taunts based on sex; 
 sexually explicit physical contact; and 
 sexually explicit emails or SMS text messages. 

Some types of sexual harassment may also be offences under criminal law. These 
include: 

 physical molestation or assault; 
 indecent exposure; 
 sexual assault; 
 stalking; and 
 obscene communications (telephone calls, letters etc.). 

. 

Bullying 
Bullying is a particular type of harassing behaviour. It is generally defined as involving 
repeated unreasonable behaviour directed toward an Employee, or group of 
Employees, that creates a risk to health and safety. It includes behaviour that 
intimidates, offends, degrades or humiliates an Employee and may involve using a 
system of work as a means of victimising, humiliating, undermining or threatening. 

Working environment “bullies” usually utilise power attributed to their status, skills or 
position in the working environment. Bullying can occur between an employee and a 
member of Management, or between co-workers. Both men and women can be the 
targets and/or the perpetrators of bullying in the working environment. 

Bullying behaviour can range from very obvious verbal or physical assault to subtle 
psychological abuse and the behaviour can be direct or indirect. 

Examples of bullying include “repeated” behaviour such as: 

 verbal abuse or intimidation; 
 deliberately excluding or isolating individuals from working environment activities,  
 interfering with someone’s personal property or work equipment; 
 spreading rumours or innuendo about someone; 
 putting someone down. 
 being threatened with termination of employment,  
 assigning meaningless tasks unrelated to the job,  
 being sworn at, 
 unjustified criticism or complaints or being put down in public, 
 deliberately denying access to information or other resources that is vital for work 

performance; 
 setting tasks that are unreasonably above or below an staff member’s ability; 
 to inconvenience a particular Employee or Employees; 
 setting timelines that are very difficult to achieve; and 
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 excessive scrutiny at work. 

Repeated Behaviour 
“Repeated” behaviour refers to the persistent nature of the behaviour, not the specific 
form the behaviour takes. Behaviour is considered “repeated” if an established pattern 
can be identified. 
 
It may involve a series of different incidents, for example: verbal abuse, deliberate 
damage to personal property and unreasonable threats of dismissal. 

Single Incident  
According to the definition, a single incident of bully-style behaviour does not constitute 
bullying. However, since the organisation has a general duty of care to provide 
individuals with a safe working environment and a safe system of work, single incidents 
of bullying-style behaviour should not be ignored or condoned. 
 
Victimisation 
Victimisation occurs when someone is treated less favourably because they: 

 made or intend to make a complaint about discrimination, harassment or bullying 
or about perceived discrimination, harassment or bullying; 

 assisted another Employee to make a complaint; or 
 have taken or intend to take action against the Organisation or related entities 

under relevant legislation. 

The Organisation does not tolerate victimisation of complainants. 

Vilification 
Vilification is conduct that incites hatred against, serious contempt for, revulsion or 
severe ridicule of another person or class of person, on the grounds of the race, or 
national or ethnic, or ethno-religious background of the other person or class of 
persons, or (depending on the State or Territory) on the grounds of any of the other 
personal attributes listed under the heading “Discrimination” above. 

Discrimination, Harassment and/or Bullying 
While some work situations, such as the performance management process, may be 
uncomfortable and difficult, they do not constitute discrimination, harassment and/or 
bullying provided that the management practice and/or action taken is reasonable.  
 
This includes: 

 decisions based on non-discriminatory factors such as operational requirements 
or merit; 

 actions carried out or implemented in a fair and reasonable way, so as to not result 
in less favourable treatment based on one or more of the listed personal attributes 
or characteristics; and 

 actions taken in a manner considered offensive, humiliating or intimidating by a 
“reasonable” person. 

Examples of reasonable management actions that when carried out in a fair and 
reasonable manner do not constitute discrimination, harassment and/or bullying 
include: 

 setting performance goals, standards and deadlines; 
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 allocating work tasks to an Employee; 
 informing a Employee about unsatisfactory work performance; 
 informing an staff member about inappropriate behaviour; 
 deciding not to select an Employee for promotion; 
 implementing organisational change; 
 constructive feedback; and 
 performance management process. 
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PROCEDURES 
 
Investigation of Complaints 
The Organisation will take all complaints seriously. The Organisation will cause each 
complaint to be investigated promptly. The Organisation is committed to having each 
investigation conducted by a person who is impartial and suitably qualified. At the 
Organisation’s discretion, it may engage an external party to conduct an investigation. 
 
Confidentiality 
The Organisation must require anyone involved in a complaint of discrimination, 
harassment or bullying, or its investigation to provide a commitment to the Organisation 
that the circumstances and facts of the complaint are disclosed only to those people 
who are directly involved in progressing its investigation and resolution, or have a 
“need to know”. In particular, it is important that Employees who either make a 
complaint, are the subject of a complaint or may be witness to the circumstances giving 
rise to the complaint, do not discuss the matter outside the investigation and resolution 
processes. 
 
Reporting of Discrimination, Harassment and Bullying 
The Organisation provides a range of informal and formal processes for reporting 
discrimination, harassment and bullying: 
 
Informal Complaint Process 
The Informal Complaint process emphasises resolution rather than an investigation 
into the merits of the claim. 
 
An informal complaint process may be appropriate where: 

 the allegations are of a less serious nature, but the conduct should nevertheless 
cease; 

 a clear and polite request for the behaviour to stop has not resolved the issue, and 
the Employee subjected to the behaviour wishes to pursue an informal resolution; 
or 

 a complaint is made, the perpetrator admits the behaviour, an investigation is not 
required and the complaint can be resolved through facilitation, conciliation or 
counselling. 

Employees wishing to make an informal complaint of discrimination, harassment or 
bullying have a range of contact points. They can contact their Manager/Program 
Coordinator, or the General Manager. The contact person will meet with the Employee 
to discuss the available options. At this stage the Employee may wish to resolve the 
issue without assistance. However should the Employee request further assistance 
the contact person will discuss the nature of the inappropriate behaviour and develop 
possible strategies for an agreed course of action. 

Actions resulting from an informal complaint may include: 

 the Employee dealing with the situation without assistance after seeking advice 
from the contact person; or 

 requesting the contact person speak to the other parties involved, ensuring the 
Employee’s concerns are conveyed privately and to reiterate the Organisation’s 
policy. 
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Where an informal complaint is identified as being related to interpersonal conflict, the 
person will be referred to the Organisation’s “Employee Grievance Policy”. 

Formal Complaint Process 
A formal complaint process is appropriate where: 
 
 genuine attempts at informal resolution have failed; 
 the person alleging discrimination, harassment or bullying has been victimised; 
 the complaint involves a serious allegation of misconduct; or 
 the complaint is against a more senior employee. 

An Employee may make a formal complaint of discrimination, harassment or bullying 
by using the following process: 

 

1. Employees who believe they are being bullied, harassed or are the object of 
violence in the working environment are encouraged to inform the alleged 
perpetrator that the latter’s behaviour is offensive, is unacceptable, is against 
organisational policy and must stop.  

 

2. Employees who wish to discuss or receive assistance with a bullying, 
harassment or violence issue are encouraged to approach their 
Manager/Program Coordinator in the first instance. Where this is not 
appropriate (e.g. the immediate Manager is the most senior person in the 
organisation and also the perpetrator), Employees can approach either the 
President or Vice President to discuss the matter.  

 

   

. 
  

   

3. If a claim of harassment, victimisation or discrimination is made, the 
Organisation will undertake a comprehensive and confidential investigation of 
the claim and in the event of a claim being upheld, initiate disciplinary action 
in line with the circumstances of the individual case, up to and including 
termination of employment, exclusive of any civil remedy or criminal penalty 
that might be pursued. 

  

   

4. Where disciplinary action is initiated, the management representative will 
notify an Employee who is an alleged offender against this Policy of the 
reason(s) in writing and the Employee will be given an opportunity to respond 
to these reasons. In the event that the Employee’s explanation is deemed by 
the organisation management to be unsatisfactory, a first verbal warning may 
be issued. This warning will be recorded on the Employee’s human resources 
file. 

  

5. If the problem continues, the Employee will again be notified in writing of the 
matter and an explanation requested from the Employee. If appropriate, a 
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second warning in writing will be given to the Employee and recorded on the 
Employee’s human resources file. 

  

6. In the event that the problem continues, the Employee will again be notified 
in writing of the matter and an explanation requested. If appropriate, a final 
written warning will be issued to the Employee and recorded on the 
Employee’s human resources file. 

  

7. In the event of the matter recurring, then the Employee’s employment may be 
terminated after the matters have been investigated and an explanation 
sought from the Employee. No dismissals will take place without the authority 
of the senior manager and senior office bearer of the Organisation.  

  
  

8. If after any warning, a period of twelve months elapses without any further 
warning or action being required, all adverse reports relating to the warning 
will be removed from the Employee’s human resources file. 

 
Rules for the conduct of a formal Complaint  

 During all steps in the Disciplinary Procedure, the Employee has the right to 
legal and other representation. 

 

 No individual may be threatened, victimised or disadvantaged as a result of: 

 making or intending to make a bullying and violence complaint,  

 providing information as a witness, or supporting a complainant 

 

 Vexatious or malicious complaints, (complaints made in bad faith without 
genuinely believing the complaint to be true) will not be tolerated, and may 
result in disciplinary action. 

 

 Summary dismissal of an Employee may still occur for acts of "serious and 
wilful misconduct".  

 
 
External Complaint Procedure 
Complainants have the right take their complaint to a range of Federal and 
State/Territory bodies external to the Organisation. The relevant Federal bodies are 
the Australian Human Rights Commission, Fair Work Australia and the Fair Work 
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Ombudsman. The Fair Work Ombudsman hears matters pertaining to industrial 
matters including discrimination, and offers an investigation and mediation service and 
has the ability to impose penalties on employers.   
 
For the relevant State or Territory body where you live or work, go to: 
https://www.ag.gov.au/rights-and-protections/human-rights-and-anti-
discrimination/australias-anti-discrimination-law 
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