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Workplace Behaviour Policy

Introduction

Vision Australia promotes a great place to work where we all contribute to maintaining the highest standards of professionalism; providing high quality services to our clients; creating a positive and safe environment to work; and demonstrating behaviours that are consistent with Vision Australia’s values.  

All workforce members (paid staff and volunteers), commit to the following behaviours when undertaking work related activities in any location.  

About this policy

This policy sets our expectations and supports all those who are associated with Vision Australia to work in an environment that is free from any type of inappropriate behaviour including bullying, any kind of harassment (including gender-based or sexual harassment), violence and aggression, unlawful discrimination, and victimisation.  

To whom does this policy apply

The Board, all levels of management and Workforce Members at Vision Australia have a responsibility to understand this policy and actively observe the guiding principles.

Responsibilities 

The Board is responsible for:

· Being fully aware of the law and risk of bullying and harassment at Vision Australia

· Actively demonstrate their personal commitment to eliminating sexual harassment by behaving respectfully, fairly, and ethically at all times.

· Ensure Vision Australia has devoted appropriate resources and processes in place to mitigate risks.

Leadership Team and Managers/Leaders are responsible for:

· Actively demonstrate commitment by behaving respectfully, fairly, and ethically.

· Actively engage in developing bullying, harassment and gender equality measures and ensuring that they are implemented.

· Assisting in building psychological safety and trust to ensure there is a "speak up culture" where employees (including bystanders) feel they can report concerns without fear of retribution.

· Building knowledge through effective instruction and communication.

· Being confident that internal processes encourage reporting and deal effectively with reports. Confidentiality, reporting and referrals to external organisations need to be clear and well understood.

· Listen to your staff and act immediately. 

· Supporting workforce members to report any concerns relating to inappropriate, unlawful or harmful behaviour. 

Our Employees, Volunteers, Clients, and Contractors are responsible for:

· Acting with kindness

· Being respectful to each other

· Standing up for someone and offering help if they are experiencing problems 

· Understanding and living our Vision Australia values.

· Providing services and supports in a safe and competent manner within your skill set and qualifications.

Policy 

Values-based behaviours

We all deserve to work in an environment that is free from any kind of bullying or harassment, and this starts with each of us taking responsibility for own behaviour and acting in line with Vision Australia’s organisational values.

Accountable

To remain accountable we;

· Value honesty, integrity, credibility, and respect for ourselves, each other, and the organisation.

· Take pride in all that we do and seek out ways to innovate or improve our standards of quality and service.

· Promote a culture that celebrates the contributions and successes of others and provide opportunities that encourage continued growth and development.

· Value clear, transparent, timely, accurate and respectful communication with both our internal and external stakeholders.

· Treat all people with dignity and respect the value and diversity of our community.

· Aim to create a workplace that provides equal opportunity that is free from discrimination.
·  Aim to create a workplace that is free from all forms of unlawful violence, aggression, discrimination, bullying and harassment. 

·  Are committed to maintaining our own health and wellbeing and ensuring a safe and healthy work environment for all.

·  Are responsible for ensuring our actions and decisions are fair, ethical, and just.

· Are mindful of and manage conflicts of interests.

· Create and promote an environment that enables others to voice concerns with processes and actions that are not consistent with this Policy, and report such actions to relevant parties.

· Recognise and comply with all legal requirements and obligations, the standards required by external professional bodies and government agencies; and ensure our actions are consistent with their rules and regulations.

· Always preserve confidentiality and privacy.

Person Centredness

Being person centred means we;

· Listen to the people we work with, seek to understand their needs and perspectives and act in ways that is respectful towards each other. 

· Provide systems, processes and services that are accessible to all so that our stakeholders can access resources when, where and how they need them.

· Provide staff with the right qualifications, training, and skill development to promote excellence in service delivery and to enable positive outcomes for all.

· Support the safety, participation, wellbeing and empowerment of children and adults accessing our services.

Accountable 

· We hold ourselves responsible for our behaviour and what we do and don’t do.

Collaboration

· We encourage positive collaboration to share information, promote a cooperative and positive workplace culture, improve productivity, ensure better and more informed decision making, promote continuous quality improvement and minimise disputes and disagreements.

Commercially Focused

Without losing focus on our mission, we commit to: 

· Ensuring sustainability and growth through innovation and the use of best practice.

· Responsibly measuring and evaluating objectives and outcomes.

· Exercising care, integrity, and responsibility in our use of Vision Australia resources and property.

Agile

· We foster and support innovation and promote a culture of continuous improvement.

· We are adaptable and flexible and respond promptly to opportunities relevant to Vision Australia and its community, to have a positive impact in all that we do.

Zero tolerance for inappropriate behaviour

Respect and kindness are at the heart of everything we do at Vision Australia. Maintaining a safe workplace environment is our priority, and we have zero tolerance for all forms of, unlawful, inappropriate behaviour. 

Inappropriate behaviour includes bullying, any form of harassment (such as sexual or gender-based), discrimination, victimisation, workplace violence or aggression, abuse, exploitation, and neglect. 

It is an expectation that any suspicion or concerns relating to inappropriate behaviour towards clients, workforce members including volunteers or others is reported. 

To ensure there is no room for doubt, we outline exactly what is meant by each of these behaviours. 

Situations for Inappropriate Behaviours 

Inappropriate behaviours can occur in various contexts where WHS laws are applicable. These laws cover any location where work is performed or where workers are likely to be present in a work-related capacity. For example.  

· while working remotely (e.g. working from home or in a client’s home)

· at work-related activities (e.g. conferences, training, work trips or events such as workplace Christmas parties)

· virtually (e.g. by phone, email or online such as over social media), or

· at worker accommodation (e.g. accommodation provided at remote locations). 

Bullying

Bullying at work occurs when:

a person or group of people behaves unreasonably towards a worker or group of workers at work, AND 

this happens more than once AND

this creates a risk to health and safety. 

Unreasonable behaviour means behaviour that a reasonable person, having considered the circumstances, would see as unreasonable, including behaviour that is victimising, humiliating, intimidating, or threatening. 

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

· Abusive, intimidating, humiliating, insulting, or offensive comments or behaviour.

· Giving nasty looks, making rude gestures, calling names, being rude and impolite, and constantly negative teasing.

· Deliberately excluding someone from work-related activities (online or offline)

· Withholding information that is vital for effective work performance, or to the detriment of the worker.

· Setting unreasonable timelines or constantly changing deadlines.

· Spreading rumours or lies, or misrepresenting someone (i.e. using their Facebook account to post messages as if it were them).

· Mucking about that goes too far.

· Intentionally stalking someone.

· Taking advantage of any power over someone else such as a student.

· Gaslighting where a bully makes you questions your beliefs and perception of reality.  

Harassment

Harassment is any behaviour;

that is uninvited or unwelcome 

AND 

makes a person feel uncomfortable, offended, humiliated and/or intimidated.
The behaviour does not have to be intended or occur repeatedly for a person to make a complaint. This means the person making the complaint may have seen or overheard the offending material by accident.

Harassment comes in many forms, and all are unacceptable.
Some of these include:

Sexual Harassment 

Sexual harassment is unlawful, and defined as:
Any unwelcome conduct of a sexual nature which makes a person feel offended, humiliated, or intimidated, where that reaction is reasonable in the circumstances.
For example:
· asking intrusive questions about someone's personal life, including their sex life

· any form of unwelcome physical contact, such as patting, pinching, hugging or brushing up against someone.

· sending explicit or sexually suggestive emails

· displaying offensive or pornographic posters or screen savers

Sexual harassment does not include behaviour based on mutual attraction and friendship, or where the interaction is consensual, welcome, and reciprocated.
Gender or culture-based Harassment

Any behaviour, directed at any person, or that affects a person, because of their sex, gender, or sexual orientation, or because they do not adhere to socially prescribed gender roles (e.g. they are a woman or identify as LGBTQIA+). Targeting individuals based on their cultural background, this can include ethnicity, race, nationality, religion, or other cultural characteristics. 

For example:

· making sexist remarks or using gender-based degrading nicknames

· telling insulting jokes about particular racial groups

· making derogatory comments or taunts about someone's race or religion.

Workplace Violence and Aggression

Workplace violence and aggression is any incident where a person is abused, threatened, or assaulted in circumstances related to their work.

For example:

· biting, spitting, scratching, hitting, kicking, pushing

· throwing objects, using a weapon, or damaging property

· verbal abuse and threats

· violence from a family or domestic relationship when this occurs at the workplace, including if the person's workplace is their home.

If the behaviour involves physical assault or the threat of physical assault, it should be reported to the police.
What does not constitute bullying or harassment 

Harassment or bullying does not include:

· workplace counselling, managing under-performance and other action taken in accordance with relevant policy or procedures.

· constructive comments or feedback from managers on work performance or behaviour. 

· performance management practices that are lawful and professional and are considered to be reasonable management action.

· relationships or behaviours that are mutual and do not adversely impact on others; or 

· expressing differences of opinion in an appropriate manner. 

Discrimination

Discrimination is treating, or proposing to treat, someone unfavourably because of a personal characteristic protected by the law.

It is against the law to discriminate against someone because of a personal characteristic they have, or because you assume that they have a personal characteristic. 
Directly, when a person or group is treated less favourably than another person or group in a similar situation because of a personal characteristic protected by law.

Indirectly, when an unreasonable requirement, condition or practice is imposed that has, or is likely to have, the effect of disadvantaging people with a personal characteristic protected by law.

Employees and prospective employees have the right to be free from discrimination based on protected attributes.

The protected attributes under the Fair Work Act are 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; breastfeeding; gender identity and intersex status. 

Victimisation

Victimisation includes any unfavourable treatment or detriment caused to a person because they have made a complaint, reported an incident, or have been a witness to an incident.

A detriment could be retribution of some sort, such as:
· making a complaint against you in retaliation
· dismissing you
· breaching your privacy by publishing information about you or about a complaint you have made without your consent, or
· withdrawing a service from you because of a complaint
Other Inappropriate Behaviour

Other inappropriate behaviour in the workplace refers to actions or conduct that violate professional standards, company policies, or ethical guidelines. Examples of other inappropriate behaviour in the workplace can include:

· Offensive language or gestures; use of profanity, slurs or inappropriate jokes that can offend or demean others.

· Substance abuse – the use of drugs or alcohol in the workplace or being under the influence while at work. 

· Theft or fraud – stealing from the organisation, clients or others associated with the workplace or engaging in fraudulent activities.

· Dishonesty – lying or misrepresenting, or withholding important information, providing services you do not have the skills or qualifications required to provide. 

Where to get help and advice

Early intervention and reporting of unwanted or offensive behaviour is often an effective way to make the bullying and other forms of harassment stop.   
Vision Australia has clear processes for handling all reports of workplace inappropriate behaviour and each one is taken seriously and treated with utmost confidentiality.

If you do see something you think is wrong or inappropriate towards anyone – please speak up. 

Internal Options

There are several options to report the incident internally:

· Share it with your manager, People and Culture Business Partner, or WHS.
· Lodge a confidential incident via the Incident and Hazard report form. (Select 'Employee' as the person involved, and the confidential option will appear).

· Discuss it with a Contact Officer (link to contact details) or Mental Health First Aid Officer (link to contact details)
· The Workforce Assistance Program (WAP) - Life Street on 1300 050 205 for support and counselling.

· If in relation to a client - report to the Vision Australia Complaints Team at complaints@visionaustralia.org. 
External Options

If you don’t feel comfortable discussing the matters internally, there are also external options that can be considered. These include; 

· Fair Call is an external, independently monitored, and dedicated service for anonymous reporting of concerns. Contact Fair Call (operated through KPMG) on 1800 500 965 or https://www.kpmgfaircall.kpmg.com.au/VisionAustralia.

· Fair Work Commission (External Link)

· The Australian Human Rights Commission (External Link)

· Relevant state-based agencies. 

If you feel unsafe or need immediate support (available 24/7):

· Lifeline on 13 11 14

· 1800RESPECT (national sexual assault hotline) on 1800 737 732

· Sexual Assault Crisis Line on 1800 806 292

· Speak to your local GP.

If a complaint is made against you

If you are accused of any inappropriate behaviour, consider the following points; 

· Listen to the complaint carefully.

· Try to not respond emotionally. Stay calm and don't dismiss the complaint out of hand.

· Be open. If you agree with their complaint and they are trying to resolve the matter with you, apologise for causing offence and work with them on ways you can work effectively moving forward.

· Involve your manager or People and Culture if you believe the complaint is malicious or vexatious.

Other Codes of Conduct 

Vision Australia workforce members who work with clients or who are classified as ‘key personnel’ are also required to abide by other relevant codes of conduct. These include: 

NDIS Code of Conduct (external link)
Aged Care Code of Conduct (external link)

Disability Employment Services Code of Practice (external link)
Penalties apply if workforce members do not meet their obligations under these codes of conduct. This can include banning individuals and/or businesses from working in the industry, issuing fines and infringement notices, and other sanctions. 

Related documents

Abuse: Responding to Cases of Suspected or Actual Abuse, Neglect, Discrimination, Violence or Exploitation of Clients and Carers Policy and Procedure
Child Safe Policy and Guiding Procedure
Disclosure and Management of Interests Policy
Diversity Policy
Social Media Policy
Whistle-blower Policy (Protected Disclosure)
WHS Risk Management Procedure 

Incident Reporting Procedure

Grievance Procedure 

Complaints and Feedback Procedure
Legislation, Rules and Regulations 
NDIS Code of Conduct (external link)
Aged Care Code of Conduct (external link)

Disability Service and Inclusion Code of Conduct (external link)    

Disability Service Safeguards Code of Conduct (Victorian Staff only) (external link)
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