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2A. Workplace Bullying & Harassment Procedures

Overview
Allegations and incidents of workplace harassment and bullying can be most effectively resolved if they are dealt with at an early stage, rather than left until the matter has become serious and attitudes entrenched. Therefore, Mannum Golf Club Incorporated encourages all workers, committee members, volunteers, contractors and the general membership to report all instances of harassment or bullying as soon as they occur. 
To assist with the resolution of issues of harassment or bullying in the workplace or within the club, Mannum Golf Club provides access to both a formal and informal resolution procedure. 
· Workers, volunteers or contractors who believe that they are or have been harassed or bullied within the workplace should report the incident(s) to their Line Manager or to the Captain of the club or a committee member. In the case that the alleged bully is their Line Manager or a member of the committee, then they should report the incident(s) to the Conflict Resolution Team (whose position is to remain impartial & objective in the matter), a Committee Member or the Work Health and Safety Representative (WHSR) or their Deputy (if one has been appointed by the club). 

The current Conflict Resolution Team Members names are on display on the clubhouse noticeboard. 

· Committee Members and the General Membership who believe that they are or have been harassed or bullied within the Club environment should report the incident(s) to the Conflict Resolution Team, The Club Captain, a member of the Committee or the Work Health and Safety Representative (WHSR) or their Deputy (if one has been appointed by the Club). 

Informal Resolution Process:
The complainant may approach the individual who is the subject of the complaint and request that the offending behaviour stop. Alternatively, the Line Manager, Committee Member, the Conflict Resolution Team or WHSR (if one has been appointed), who observes any unacceptable conduct occurring may take independent action even though no complaint has been made. 
If the complainant consents, a mediation meeting may be organised where an independent party, the Conflict Resolution Team, will assist in trying to resolve the issue(s). 
The basic principles behind the informal resolution process are that: 
· Participation is voluntary
· Both parties are required to be committed to resolving the issue
· The focus is placed on the behaviour that is of concern rather than on the individual or parties responsible for the behaviour
· A non-blaming approach is used which attempts to change the behaviour rather than disciplining the individual or parties responsible
· And the individuals are responsible for their own behaviour and discussing how the situation may be resolved

 If the Worker, Volunteer, Committee, Contractor or General Member is not satisfied with the outcome of the informal resolution process then they may request to proceed with the formal internal resolution process.
Formal Resolution Process
 If informal attempts have been unsuccessful, or if the behaviour is too serious to be dealt with using the informal resolution process, a formal written complaint may be lodged. On receipt of a written formal complaint and if the matter is deemed to warrant further action, the Conflict Resolution Team or WHSR (if one has been appointed) will conduct an impartial, objective and confidential investigation of the complaint to establish the facts. 
The investigation will involve interviewing the person/s allegedly responsible for the harassment or bullying, who will be offered the opportunity to respond to the allegations made against them. 
Any other person(s) who may have been involved or who may have witnessed the incident(s) will also be interviewed as part of the investigation. 
During any meetings or discussions, all parties will have the right to be represented or accompanied by a support person of their choosing such as a union representative, family member or friend. 
Throughout this process, the Conflict Resolution Team or the WHSR (if one has been appointed) may recommend to the Committee that:
· In the case of a Worker, Volunteer or Contractor complaint related to their Line Manager then the supervisory duties may be transferred to a suitably qualified person until the complaint is resolved.
· In the case of a complaint by a Committee Member/General Member then it may be appropriate that these members are not drawn to play golf in the same group as an example. 
Following the investigation, the person who has made the complaint will be informed of what action (if any) is going to be taken by the Committee and/or the Conflict Resolution Team or WHSR (if one has been appointed) and the reasons for such action or lack of action being taken. 
Should a person accused of the harassment or bullying be found guilty, they may be subject to disciplinary action, including:
· A verbal warning
· A written warning
· A final written warning
· Suspension
· Termination (expulsion if a member)
In instances where the complaint is not substantiated, a record of the complaint will still be attached to the Club’s Work Health and Safety File or in the case of a Worker, Volunteer or Contractor, and also on their Human Resource (HR) file. 
The record shall clearly outline the findings of the investigation and the verdict reached. 
All parties shall have the right to appeal the finding. If a Worker, Volunteer, Contractor or member is not comfortable approaching the Conflict Resolution Team, the WHSR (if one has been appointed) with a complaint of harassment or bullying, or if they are not satisfied with the way their complaint has been handled by Mannum Golf Club, they have the right to refer the matter to an external party for resolution.
Annex A to this document provides useful references regarding harassment and bullying and is used in the Mannum Golf Club Induction and Training process.
Annex B to this document is “Guide for Preventing and Responding to Workplace Bullying” produced by Safe Work Australia. It is to be read in conjunction with Mannum Golf Club Policies and Procedures. 
Legislation 
Work Health and Safety Act 2012 (SA)
Fair Work Act 1994 (Commonwealth) 
National Industrial Legislation
References 
SafeWork SA website 
FairWork Australia Website

Review 
The Mannum Golf Club Workplace Bullying and Harassment procedure shall be reviewed by the MGC WHS sub-committee in August of each year. Recommended changes, if any, will be submitted to the MGC Committee for consideration and adoption. 
Adopted by Mannum Golf Club Committee	07/06/2018

_____________________________________
Jeff Applebee		
President



Annex A: Bullying and Harassment – Induction and Training 

What does bullying look like?
· repeated hurtful remarks or attacks, or making fun of your work or you as a person (including your family, sex, sexuality, gender identity, race or culture, education or economic background)  
· sexual harassment, particularly stuff like unwelcome touching and sexually explicit comments and requests that make you uncomfortable 
· excluding you or stopping you from working with people or taking part in activities that relates to your work
· playing mind games, ganging up on you, or other types of psychological harassment 
· intimidation (making you feel less important and undervalued)  
· giving you pointless tasks that have nothing to do with your job  
· giving you impossible jobs that can't be done in the given time or with the resources provided  
· deliberately changing your work hours or schedule to make it difficult for you 
· deliberately holding back information you need for getting your work done properly
· pushing, shoving, tripping, grabbing you in the workplace 
· attacking or threatening with equipment, knives, guns, clubs or any other type of object that can be turned into a weapon  
· initiation or hazing - where you are made to do humiliating or inappropriate things in order to be accepted as part of the team
How can bullying affect you?
· be less active or successful   
· be less confident in your work 
· feel scared, stressed, anxious or depressed 
· have your life outside of work affected, e.g. study, relationships 
· want to stay away from work 
· feel like you can’t trust your employer or the people who you work with
· lack confidence and happiness about yourself and your work 
· have physical signs of stress like headaches, backaches, sleep problems
What is not bullying in the workplace?
Some practices in the workplace may not seem fair but are not bullying. Your employer is allowed to transfer, demote, discipline, counsel, retrench or sack you (as long as they are acting reasonably). 



Annex A: Bullying and Harassment – Induction and Training (cont)

Responsibility of Employers
Your employer has a legal responsibility under Occupational Health and Safety and anti-discrimination law to provide a safe workplace. Employers have a duty of care for your health and wellbeing whilst at work. An employer that allows bullying to occur in the workplace is not meeting this responsibility.
Responsibility of Bystanders
We all have a moral responsibility to help create a positive, safe workplace.  If someone in your workplace is experiencing harassment or bullying, you can tell them about the steps they can take to solve it. 
What can you do if you are bullied?
Follow the Workplace bullying and harassment policy and procedures. The following are some tips to read in conjunction with the policy and procedures:
· Keep a diary. Documenting everything that happens, including what you've done to try stopping it. This can help if you make a complaint.
· Get support from someone you trust
· Approach the bully. If you feel safe and confident, you can approach the person who is bullying you and tell them that their behaviour is unwanted and not acceptable. If you are unsure how to approach them, you might be able to get advice from the Work Health and Safety Representative.
· Tell someone at your work. Your workplace will have a process for making a complaint and resolving disputes, which might include a warning, requiring the bully to have counselling, a mediation process, or even firing the bully if the situation continues.
· Get information and advice. If the bullying is serious, if the situation has not changed after complaining, or if there is not anyone you can safely talk to at work you can get outside information and advice.

Reference
2. Workplace Bullying and Harassment Policy
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