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1. Purpose 

The purpose of this policy is to outline roles, responsibilities and processes to prevent 
and address allegations of bullying and harassing behaviour in the workplace. 

This policy applies to all Australian Institute of Aboriginal and Torres Strait Islander 
Studies (AIATSIS) employees, secondees, contractors, interns and volunteers. 

2. Policy Statement 

AIATSIS is committed to promoting and maintaining a culture where all workers, including 
employees, secondees, contractors, interns and volunteers, are able to work in a safe, 
positive and supportive environment that is free of harassment, bullying and 
discrimination. 

AIATSIS expects that all staff will take responsibility for eliminating bullying, harassment 
and discrimination from the workplace. It is important that all staff play a preventative role, 
to speak up when it occurs. 

AIATSIS commits to take all complaints seriously and to address incidents as quickly and 
effectively as possible. 
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Guidelines 
Relevant parties to reports of bullying, harassment or discrimination will be kept informed 
of the process, progress and outcomes to provide reassurance the report has been 
addressed in accordance with the procedures defined in this document. 

3. What is Bullying and Harassment  
Bullying occurs when a worker, or a group of workers, repeatedly behave unreasonably 
towards another worker or group of workers in AIATSIS and that behaviour creates a risk 
to health and safety. 
 

3.1 Examples of Bullying 

Examples of behaviour, whether intentional or unintentional, that may be considered 
bullying if repeated include, but are not limited to: 

• abusive, insulting or offensive language or comments 

• aggressive and intimidating conduct 

• belittling or humiliating comments 

• victimisation 

• practical jokes or initiation 

• unjustified criticism or complaints 

• deliberately excluding someone from work-related activities 

• setting unreasonable timelines 

• the assignment to an employee of duties that the employee could not reasonably 
be expected to perform 

• interfering with a person’s personal property or work equipment 

• spreading misinformation or malicious rumours 

• withholding information that is vital for effective work performance 

• unreasonable scrutiny at work 

• unreasonable changes to work arrangements (e.g. rostering or leave) 

3.2 What is not Bullying 

The following examples are considered reasonable management actions, and do 
not typically constitute bullying: 

• addressing underperformance and/or inappropriate behaviours (for example, to 
provide constructive and courteous feedback, counselling or advice about an 
staff member’s performance and/or behaviour) 
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• taking appropriate disciplinary action 

• transferring, redeploying or retrenching employees 

• directing and controlling the way work is carried out 

3.3  Management actions 

Management actions should: 

• balance personal and business requirements 

• consider the health and wellbeing of staff 

• be consistent with established policies and procedures 

Management action that is not carried out in a reasonable and consultative way 
may be considered bullying, harassment and/or discrimination. 

3.4  Harassment  

Harassment means any form of behaviour that is unwelcome, unsolicited, 
unreciprocated, and usually (but not always) repeated.  It is behaviour that is likely 
to offend, humiliate or intimidate. 

3.5  Examples of Harassment 

Examples of harassment include, but are not limited to: 

• offensive, belittling or threatening behaviour towards an individual or group of 
staff 

• behaviour that is unwelcome, unsolicited, usually unreciprocated, and often 
repeated 

• telling insulting jokes about particular racial or cultural groups 

• transmitting explicit or sexually suggestive electronic messages (email/SMS, 
social media, etc.) 

• making derogatory comments or taunts about a person’s disability, or asking 
intrusive questions about someone’s personal life, including their sexual 
orientation. 

3.6  Discrimination 

Discrimination means treating a person less favourably because of their race, 
colour, national or ethnic origin, sex, pregnancy, marital or relationship status, 
religion, disability, health conditions, sexual orientation, gender identity, gender 
expression, intersex status or some other characteristic. 
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3.7  Examples of Discrimination 

Discrimination can happen at different points in the employment relationship 
(whether direct or indirect), including but not limited to the following: 

• when recruiting and selecting staff 

• in the terms and benefits offered as part of employment 

• who is considered or selected for training and the sort of training received 

• who is considered or selected for transfer and promotion 

• who is considered excess or terminated 

• the allocation of work duties 

3.8 Protected Attributes 

Discrimination occurs in the workplace when an employer takes adverse action 
against an employee or prospective employee because of a protected attribute. 

Protected attributes include: 

• race 

• colour 

• sex 

• sexual orientation 

• age 

• physical or mental disability 

• marital status 

• family or carer’s responsibilities 

• pregnancy 

• religion 

• political opinion 

• national extraction 

• social origin 

 

3.9 Single Incidents of Bullying and Harassment  

While single incidents are not usually considered to be bullying, nonetheless these 
incidents may be distressing to the affected individual and as such should not occur. 
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Single incidents of harassment or discrimination may be a warning sign of bullying 
and may breach the APS Code of Conduct.  These incidents should be reported to 
your supervisor, or HR Manager for appropriate local management action. 

Single incidents of bullying or harassment are unacceptable and still need to be 
addressed through feedback, counselling and/or additional training. Staff subject to 
inappropriate behaviour may also require additional support, training and/or 
counselling.  

4. Roles and Responsibilities 

AIATSIS expects all staff to be accountable and to take responsibility for their own 
conduct in connection with their role at the Institute.  APS employees (ongoing and non-
ongoing) are required under the APS Code of Conduct to, amongst other things, to treat 
everyone with respect, courtesy and without harassment at all times.  These same 
principles apply to contractors, volunteers, interns and secondees. 

4.1 All staff 

All staff have a responsibility to: 

• foster a culture where every staff member is valued, respected and supported 

• comply with the APS Values and the APS Code of Conduct detailed in the 
Public Service Act 1999 

• notify suspected workplace misconduct, including bullying, harassing and/or 
discriminating behaviour, to either management or the HR Manager 

• cooperate with any preliminary assessment or formal investigation into 
suspected misconduct 

• take reasonable care for their own health and safety at work, as well as to take 
reasonable care that their acts or omissions do not adversely affect the health 
and safety of other persons 

• participate in resolution processes 

4.2 Supervisors 

Supervisors will communicate regularly and openly with their staff, and through their 
behaviour, exemplify a zero tolerance approach to bullying, harassing and/or 
discriminating behaviour. Supervisors must be alert to symptoms of possible 
bullying, harassing and/or discriminating behaviour such as rumours, increased 
absenteeism, decreased motivation and changes in job performance and take 
action. 

Supervisors have a responsibility to: 

• model appropriate behaviour 

• raise awareness about preventing bullying and harassment and actively 
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endorse this policy 

• take reasonable care that their acts or omissions while at work do not 
adversely affect the health and safety of other persons 

• ensure staff are aware of and comply with the APS Values and Code of Conduct 

• ensure that standards of behaviour are included in staff performance 
agreements 

• take all complaints seriously and investigate minor incidents in a proper manner 

• take action to address inappropriate workplace behaviour in a timely 
manner, whether a complaint has been made or not 

• implement strategies to ensure that there is no risk of repeated bullying 
and harassment or victimisation of the complainant, respondent or 
witnesses 

• identify training requirements and ensure that the training occurs as soon as 
practicable  

• refer complaints of suspected serious bullying and/or harassing behaviour to HR 
where necessary 

Prior to making any decisions, supervisors must observe the principles of 
procedural fairness that is seeking the employee’s (respondent’s) response prior to 
making a final decision that may affect their employment. All decisions must be 
reasonable and lawful, and carried out in a reasonable way. 

Managers and supervisors have an obligation to respond to any complaint within a 
timely manner to reduce stress and uncertainty. 

Supervisors and managers are encouraged to seek advice from the HR Manager, a 
HCO or both when considering a complaint. 

Supervisors and managers should seek the HR Manager’s support if a matter is 
considered complex, ongoing, sensitive and/or there are risks for staff, the agency 
or the APS. 

Where allegations of bullying or harassment by a contractor is received it will be 
referred to the employer of the contractor for appropriate action. 

If the supervisor/manager-once-removed receives a complaint and the 
respondent is not an AIATSIS employee they must seek advice from the HR 
Manager. 

Any response to a complaint must take into account: 

• Any potential ongoing risk of harm to the complainant or subject of the complaint 

• Privacy considerations for all parties involved 
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• That until the complaint can be properly considered, interim arrangements 
may be required to address and balance the risks if the complaint is 
substantiated as well as risks if the complaint is not substantiated 

• While the subject of a complaint has the right to be considered as potentially 
innocent until the matter is reviewed, the complainant also has the right for 
their complaint and concerns to be considered potentially valid 

• That both the complainant and respondent must be provided with 
support and protection 

• That complaints must be managed in a transparent and unbiased way 
with demonstrable procedural fairness 

• That auditable records must be maintained 

Supervisors/manager-once-removed who are managing minor complaints, must 
ensure that: 

• decisions made are lawful and reasonable, and carried out in a reasonable way; 

• they support all parties involved in the complaint 

• when meeting with the complainant, respondent or witnesses, provide sufficient 
notice of a meeting, invite them to bring along a suitable support person 

• deal with the matter in the strictest confidence to ensure compliance with the 
Privacy Act 1988 

• adequately document all meetings held and decisions made relating to the 
complaint 

• the principles of procedural fairness are observed, that is seeking the 
respondent’s response prior to making a final decision that may affect their 
employment 

Supervisors/manager-once-removed who are managing minor complaints may at 
any time refer the matter or seek assistance from the HR Manager. 

4.3 Harassment Contact Officers (HCOs) 

HCOs are trained volunteer employees who provide information to assist staff and 
supervisors in recognising and resolving a bullying or harassment issue. HCOs are 
not responsible for resolving complaints or advocating on behalf of staff.  They 
provide information about the: 

• process for resolving complaints 

• types of behaviour that may be considered harassment or bullying 

• sources of support available 
 
The HCO will: 

• attend and participate in networking and training opportunities 
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• provide general information to management about issues and trends 

• ensure confidentiality and that access to information is strictly on a need-to-
know basis with the permission of the complainant 

• not provide advice to respondents and complainants in the same case 

• alert HR to any particular sensitivity or a potential danger of someone coming to 
harm 

4.4 Human Resources (HR) 

HR may provide advice to the supervisor/manager-once-removed to manage a 
complaint; or decide to take other appropriate action, including investigating the 
matter in accordance with AIATSIS’s procedures on dealing with suspected 
breaches of APS Values and Code of Conduct as in effect at any given time. 

AIATSIS is committed to dealing with complaints in a timely, fair, transparent and 
accountable manner. 

Complainants and respondents will be briefed on the outcome of the investigation 
as soon as practicable, following the completion of the investigation. 

Where a report of bullying, harassing and/or discriminatory behaviour has been 
received, the outcome of a preliminary assessment of complaints may include: 

• mediation 

• informal counselling 

• a formal investigation into possible breaches of the APS Values and Code of 
Conduct and the imposition of sanctions 

• other appropriate action 

4.5 Procedural Fairness 

‘Procedural fairness’ means acting fairly in administrative decision making.  It 
relates to the fairness of the procedure by which a decision is made, and not the 
fairness in a substantive sense of that decision. A person may seek review of an 
administrative decision on the basis that procedural fairness has not been 
observed. 

Procedural fairness applies to both informal and formal reports. 

All reports will be taken seriously and assessed on their merits and facts. 

The person who is alleged to have perpetrated the bullying, harassing or 
discriminatory 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. 
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The person reporting the bullying should be respectfully listened to and their report 
treated as credible and reliable unless conclusively proven otherwise. 

All parties involved in the investigation will be briefed from the outset as to the 
process, timeframes and their rights and responsibilities during the investigation. 

 

5. Support, Review of Actions and Record Keeping 

5.1 Support 

Options available to staff seeking information, support or assistance include: 

• the supervisor has a responsibility to provide support, promote awareness of 
policies, initiate informal action to resolve complaints in conjunction with HR 
where necessary 

• a HCO can help to explore resolution options. HCOs have been selected from 
across levels and different genders, receive training and have contact details 
available on the Intranet 

• AIATSIS’s Employee Assistance Program (EAP) is a free confidential 
counselling service available to all employees and contractors and immediate 
family members 7 days a week, 24 hours a day. They can provide support and 
strategies in dealing with bullying and harassment. Call 1300 361 008 

• a staff member trained in Mental Health First Aid  

• seeking information from HR 

• the APSC Ethics Advisory Service (02 6202 3737) 

• Health and Safety representatives 

• CPSU delegates 

 

5.2 Review of Actions 

Under Section 33 of the Public Service Act 1999, a non-SES employee may seek a 
review of some actions related to their employment, as per AIATSIS’s Review of 
Actions  Policy and Procedures as in effect at any given time. 

5.3 Record Keeping 

All email correspondence related to a complaint must be classified as ‘Sensitive: 
Personal’. 

HR will keep a centralised record of all complaints and reports received, including 
the following information: 

• whether a formal investigation was instigated (and if not, the reasoning behind 
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this decision) 

• outcomes and recommendations from the Quick Assessment (QA) process 

• informal or formal actions undertaken in response to the complaint 

• outcomes of any investigation 

• any arrangements put in place as part of the outcomes of an investigation 
(for example, particular individuals not to work together in future) 

• written confirmation that outcomes and recommendations have been followed 
up, and when this was completed (for example, if the respondent is instructed 
to apologise to the complainant) 

• any other information relevant to the report or complaint 

Any meetings, discussions, decisions, records or other activity in relation to any 
investigations must be stored in a manner that ensures compliance with the Privacy 
Act 1988. 
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Procedures 
 

6. Making and Managing Bullying, Harassment and/or Discrimination 
Complaints 

6.1 Making a Bullying, Harassment and/or Discrimination Complaint 

A staff member who has observed, or is the subject of bullying, harassing and/or 
discriminatory behaviour may decide to approach the respondent to discuss their 
issues/concerns. The staff member must ensure they behave with courtesy and 
respect at all times if they choose to approach the respondent in this way. 

If it is not appropriate to approach the respondent or the above mentioned approach 
does not resolve the issues/concerns, the staff member should report the alleged 
bullying, harassment and/or discrimination as soon as possible.  Where the staff 
member feels comfortable in doing so, they can report the alleged behaviour to: 

• Their direct supervisor, or 

• Their manager-once-removed if they are not comfortable approaching their 
direct supervisor, or if the respondent in the matter is their supervisor, or 

• HR Manager 
 

Should the staff member feel uncomfortable reporting the behaviour or incident to 
any of the above individuals for any reason, they can report the behaviour through 
other avenues, including but not limited to: 

• a supervisor or manager outside of their team, or 

• a Harassment Contact Officer, or 

• a Health and Safety Representative, CPSU delegate or other employee 
representative 

 

The staff member should provide the following key information in their report: 

• the name of the respondent 

• a detailed description of the alleged behaviour, including the approximate time, 
date and location 

• details of any witnesses 

• their preferred approach to their complaint (for example, local and informal 
resolution or formal complaint) 

• their preferred outcome 
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It may not be possible to investigate complaints of bullying, harassing or 
discriminatory behaviour if they do not include the above mentioned information. 

Complaints made that are considered to be vexatious or frivolous may result in 
disciplinary action. Frivolous and/or vexatious complaints are those complaints 
where a complainant is not genuine, fails to supply sufficient information to enable 
an investigation, or complaints where the complainant deliberately provides false or 
misleading information. 

6.2 Responding to Reports of Bullying, Harassment or Discrimination 

Any reports of bullying, harassment of discriminatory behaviour, whether considered 
formal or informal must be considered seriously and acted upon.   

All reports of alleged Bullying, Harassment or Discrimination are assessed initially 
by the Manager or Director of the staff member’s Program Area. If that is not 
appropriate, the assessment is carried out by the HR Manager.  

Where a report of alleged bullying, harassment or discriminatory behaviour is 
received by a supervisor or manager outside of the reporting staff member’s team, a 
Harassment Contact Officer or a Health and Safety Representative, the report must 
be forwarded to the appropriate Manager, Director or the HR Manager. 

Upon receipt of a report of alleged bullying, harassment or discriminatory behaviour, 
or they become aware of an issue, the Manager, Director or the HR Manager must 
within 24 hours of receiving the report: 

• confirm that the staff member is okay, and/or provide additional support 

• advise that they may wish to raise the matter with a Harassment Contact Officer 

• ensure that the complainant is aware of avenues to receive support (for 
example AIATSIS’s Employee Assistance Program) 

• notify the Director of the program area or Executive Director of the group as 
appropriate 

• carry out a Quick Assessment to determine whether the report should be treated 
as formal or informal. 
 

6.2.1 Quick Assessment (QA) 

The purpose of a QA is to assess the known facts about an occurrence to inform 
the decision about the most appropriate course of action, and to ensure the 
immediate wellbeing and safety of the complainant.  

As part of the QA process the Manager will be required to speak to the 
complainant and respondent (if necessary), to gain enough information to allow 
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the manager to make an informed decision on whether the complaint should be 
treated as formal or informal.   

The QA template will guide the manager in undertaking the assessment, which will 
include discussing with the complainant what outcome they are seeking and 
advising them what is involved with both formal and informal complaint processes. 

A QA is not an investigation and is not to be used as the basis for adverse 
findings.  

A QA must not interfere with any other inquiries or investigative processes.  

This period may be extended if necessary by the individual initiating the QA, but 
this should not exceed three working days. 

6.2.2 Addressing Formal Complaints 

Where the matter is assessed as being formal (serious and is potentially a breach 
of the Values and Code of Conduct, or harmful to staff, AIATSIS and/or the APS, 
or potentially criminal), the Manager, Director or HR Manager must within 48 hours 
of receiving the report: 

• Provide a response to the staff member to acknowledge the complaint, advising 
of the outcome of the Quick Assessment and to provide assurance that the 
matter is being considered 

• Notify the Director or Executive Director of the report 
• Refer the report to the HR Manager  

Upon receipt of a formal complaint, the HR Manager will review the information 
provided to assess the most appropriate course of action to take for the immediate 
safety and wellbeing of the complainant and the work area. 

The review and a decision on any appropriate action will be made by the HR 
Manager within 24 hours of receipt of report of incident. 

6.2.3 Addressing Informal Complaints 

Where the matter is assessed as being informal, the Manager, Director or HR 
Manager must within 48 hours of receiving the report: 

• Provide a response to the staff member to acknowledge the complaint, advising 
of the outcome of the Quick Assessment and to provide assurance that the 
matter is being considered 

• Initiate an informal enquiry process that may involve the staff member and the 
respondent.  This may include: 
 
a) obtaining further information from other staff members who may have 

witnessed the alleged behaviour; 
b) seeking a response from the respondent regarding the allegations raised 
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c) facilitating voluntary mediation meetings between the parties involved 
d) informally counselling the respondent 
e) directing the respondent to undertake appropriate training and 
f) any other action they consider to be reasonable and appropriate in the 

circumstances. 
•   Document the process and the outcome 
•   Communicate the outcome to both the staff member and the respondent 

All reports received will be taken seriously, treated in confidence and procedural 
fairness applied. 

   

7. Acronyms and Definitions 

APS means Australian Public Service 

Staff means all employees, secondees, contractors, interns and volunteers 

Manager-once-removed means the manager who manages your immediate manager  

Complainant means the person making the complaint. 

Respondent means the person the complaint has been made against. 

Adverse action includes doing, threatening or organising any of the following: firing an 
employee, injuring the employee in their employment, eg not giving an employee legal 
entitlements such as pay or leave, changing an employee’s job to their disadvantage, treating an 
employee differently that others, not hiring someone, offering a potential employee different and 
unfair terms and conditions for the job compared to other employees. 

Reasonable management action means any managerial action that is carried out in a lawful 
and reasonable way, taking the particular circumstances into account. 

Mental health first aid is the help provided to a person developing a mental health problem or in 
a mental health crisis, until appropriate professional treatment is received or until the crisis 
resolves. 

Health and Safety Representative (HSR) refers to any member of staff who has been elected 
by members of their work group to represent them in health and safety matters, as per the Work 
Health and Safety Regulations (2011). 

CPSU Delegate refers to any employee who is a member of the Community and Public Sector 
Union (CPSU) and has been elected to represent and assist other CPSU members in their 
workplace. 
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8. Legislation 
Fair Work Act 2009  

Public Service Act 1999 

Public Service Regulations 1999  

Age Discrimination Act 2004  

Disability Discrimination Act 1992 

Australian Human Rights Commission Act 1986  

Racial Discrimination Act 1975 

Sex Discrimination Act 1984 

Public Interest Disclosure Act 2013  

Work Health and Safety Act 2011 

Work Health and Safety Regulations 2011 

Safety, Rehabilitation and Compensation Act 1988  

Carers Recognition Act 2010 

Privacy Act 1988 

 

9. Guidance Documents 

• Australian Human Rights Commission Workplace discrimination, harassment and 
bullying 

• Safe Work Australia Dealing with Workplace Bullying – A Worker’s Guide APS Values 
and Code of Conduct 

• APS Employment Principles 
• Fair Work Commission Anti-bullying webpage Creating a Respectful Workplace 
 

10. Related Documents 

• AIATSIS Enterprise Agreement 2018-2021 
• AIATSIS   
• Review of Actions – Policies and Procedures 

 

11. Contact 

Director People, Facilities and Security 

 

 

This policy will be reviewed every 36 months or as required 

https://www.legislation.gov.au/Details/C2016C01108
https://www.legislation.gov.au/Details/C2019C00057
https://www.legislation.gov.au/Details/F2019C00020
https://www.legislation.gov.au/Details/C2016C00746
https://www.legislation.gov.au/Details/C2019C00132
https://www.legislation.gov.au/Details/C2019C00030
https://www.legislation.gov.au/Details/C2016C00089
https://www.legislation.gov.au/Details/C2018C00499
https://www.legislation.gov.au/Details/C2019C00026
https://www.legislation.gov.au/Details/C2016C00451
https://www.legislation.gov.au/Details/C2018C00293
http://www.austlii.edu.au/au/legis/cth/consol_act/sraca1988368/
https://www.legislation.gov.au/Details/C2010A00123
https://www.legislation.gov.au/Details/C2019C00241
https://www.humanrights.gov.au/sites/default/files/GPGB_workplace_discrimination_harassment_bullying_0.pdf
https://www.humanrights.gov.au/sites/default/files/GPGB_workplace_discrimination_harassment_bullying_0.pdf
http://www.safeworkaustralia.gov.au/sites/SWA/about/Publications/Documents/828/Workers-Guide-workplace-bullying.pdf
http://www.apsc.gov.au/publications-and-media/current-publications/values-and-conduct
http://www.apsc.gov.au/publications-and-media/current-publications/values-and-conduct
http://www.apsc.gov.au/working-in-the-aps/your-rights-and-responsibilities-as-an-aps-employee/employment-principles
https://www.fwc.gov.au/disputes-at-work/anti-bullying
https://www.apsc.gov.au/4-creating-respectful-workplace
https://aia-dams-pro.aiatsis.local/share/s/DNWK64C2TGy0IcuaReIYEQ
https://aia-dams-pro.aiatsis.local/share/s/N6WCRiOVTLiGrS9L6SwXyA
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Process Map 1 
for Managing Complaints of Workplace Bullying, Harassment and Discrimination 
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Process Map 2 
for Managing Complaints of Workplace Bullying, Harassment and Discrimination 
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