Bellinger Health Action Group Incorporated
WORKPLACE BULLYING POLICY
Preventing and responding to workplace bullying is an approved code of practice under section 274 of the Work Health & Safety Act 2011.  Bellinger Health Action Group Incorporated (BHAG Inc.) is committed to preventing Workplace Bullying. When an incident occurs, they will provide consultation between management and volunteers who are directly or indirectly affected by workplace bullying. 
Definition

Work Place Bullying is repeated, unreasonable behavior directed towards a volunteer, or a group of volunteers that creates a risk to health and safety.  This is either direct or indirect bullying.  It can occur face-to-face, over the phone, via email, text messaging or involve any other unreasonable behavior which can be obvious or subtle.

Direct Bullying
· Abusive, insulting or offensive language
· Spreading misinformation or malicious rumours
· Behavior or language that frightens, humiliates, belittles or degrades, including criticism that is delivered in an intimidating manner or yelling or screaming
· Displaying offensive material
· Inappropriate comments about a person’s appearance, lifestyle, or their family
· Teasing or regularly making someone the brunt of pranks or practical jokes
· Interfering with a person’s personal property or work equipment
· Harmful or offensive initiation practices
Indirect Bullying
· Unreasonably overloading a person with work or not providing enough work
· Setting timelines that are difficult to achieve or constantly changing deadlines
· Setting tasks that are unreasonably below or beyond a person’s skill level
· Deliberately excluding, isolating or marginalizing a person from normal work activities
· Withholding information that is vital for an effective work performance
· Deliberately denying access to information, consultation or resources
· Deliberately changing work arrangements, such as rosters and leave without consultation
· Unfair treatment in relation to accessing workplace entitlements such as leave or training
Note: Some experiences at work can be uncomfortable and are not necessarily bullying.  Differences of opinion, performance management, conflicts and personality clashes occur in many workplaces but usually do not result in bullying.
Identifying and assessing the risk of Workplace Bullying 
BHAG Inc. Management will identify and assess hazards or situations which could potentially contribute to bullying in the workplace and cause harm to people.  Although, there may be no obvious signs of bullying, it does not mean that bullying does not exist. 

Workplace relationships

BHAG Inc. Management will be aware of, and act to minimise incidences of: 
· Criticism and other negative interactions

· Poor communication or inadequate consultation

· Interpersonal conflict

· Volunteers feeling excluded, discriminated against and subject to unreasonable expectations
Standards of Appropriate behaviour for Volunteers and the Public.
· Do not use abusive, insulting or offensive language
· Do not spread misinformation or malicious rumours
· Do not behaviour or use language that frightens, humiliates, belittles staff, volunteers or clients.
· Do not display offensive material on office walls, desks, notice boards or in kitchen area.
· Do not use inappropriate comments about a person’s appearance, gender, lifestyle, or family.
· Do not tease or regularly make someone the brunt of pranks or practical jokes.
· Do not interfere with a person’s personal property or work equipment.
Impacts of not complying with a Workplace Bullying Policy and Procedure
Bullying can be harmful for the volunteers and clients of the BHAG Inc. who experience it and also those who witness it.  Each individual will react differently to bullying and in response to different to different situations. It can cause:

· Distress, anxiety, panic attacks or sleep disturbance

· Physical illness, such as muscular tension, headaches and digestive problems

· Reduced work performance

· Loss of self-esteem and feelings of isolation

· Deteriorating relationships with colleagues, family and friends

· Depression and risk of  suicide

Bullying can damage the BHAG Inc. and lead to:

· High volunteer turnover and 

· Low morale and motivation

· Increased absenteeism

· Lost productivity

· Detrimental effects on the organisation’s clients from stressed volunteers 
· Disruption to work when complex complaints are being investigated.

· Costly workers compensation claims or legal action.

Complaints procedures

BHAG Inc. has developed a clear Complaints procedure in consultation with volunteers and provide a process for reporting, investigating and dealing with workplace bullying.  
Members/volunteers, service users and contractors of the BHAG Inc. are entitled to fair and equitable complaint procedures. Principles of Natural Justice will be followed in all formal and informal investigations. The formal process is generally made up of:

· Lodging a formal written complaint via post or email OR
· Lodging an Informal (verbal) complaint to the President or Vice President
· Initial response to the incident by the President or Vice-President

· Discussion of the complaint at the next Committee Meeting, or by a special Committee Meeting if deemed urgent

· Formal investigation conducted internally by the Committee or by an external investigator

· Formal written reporting of the outcomes of the investigation to the complainant 

· Formal written advice of any disciplinary action to the perpetrator
· Should the decision of the Committee be appealed, the matter will be referred to an external qualified mediator.

BHAG Inc. will deal with complaints in a fair and consistent way that is seen to be without negative consequences for the complainant. (ie that the volunteer does not fear retribution from the person who has done the bullying or from management for person who has done the bullying or from management for complaining). 
The BHAG Inc. will ensure that all complainants will:
· Ensure privacy and confidentially

· Ensure no bias and ensure fairness

· Aim to resolve the problem as quickly as possible

· Provide options to make an informal (verbal) complaint or formal (written) complaint

· Outline what is involved in the handling process of both formal and informal complaints

· Include methods for ensuring no one is victimized as a result of lodging a complaint
· Clearly state the roles of responsible individuals such as Executive Committee Members 
· Contain review procedures and a process for appeal of outcomes

· Identify external avenues where grievances are unable to be resolved internally

Using mediation to resolve conflict

BHAG Inc. is committed to using Mediation as a useful tool to use for early intervention.  It is a voluntary process where an impartial third party (trained mediator) assists the parties to put their cases before each other. The mediator can assist both parties to understand the perspective of the other and to find an agreement that both parties are willing to abide by.

Encouraging reporting

BHAG Inc. Management is committed to encouraging volunteers and clients to report bullying incidents and can be encouraged by:

· Management is committed to promoting reporting and providing a consistent and effective response to reports

· The BHAG Inc. President is the point of contact for volunteers who believe they have been bullied.  
· Should the complainant not feel comfortable complaining to the President, they are encouraged to lodge a report with any member of the BHAG Inc. Committee.

Resolving bullying complaints
BHAG Inc. is committed to using an informal resolution and/or a formal investigation process.  The aim is to ensure that volunteers are able to return to a productive working relationship as quickly as possible.  Many times it may be all that is needed for the bullying person to be informed how their behavior is impacting on others.  Where a person denies wrongdoing, and is not open to change, a more formal process may be required.
Informal resolution

BHAG Inc. can use an Informal option to resolve Bullying complaints and these include:

· Reporting it to the President but doing nothing themselves, the President is then responsible to identify, minimize risk without implicating the person

· Speaking to a BHAG Committee Member for advice and support

· Speaking to the person engaged in bullying behavior directly, being mindful of personal safety and possibility of reprisals.
Should the worker/volunteer choose this option, they should keep a record of that conversation. The President is then responsible to keep them safe from any reprisals.  It is a ‘no blame’ approach with the aim of a quick resolution, there is no investigation or disciplinary action.  A record of the incident should be made for risk management processes recording:

· Nature of the incident 
· Its impact on the work area 
· The outcome of the informal process  
The identities of the parties can be excluded from the reports and there is no report on the personnel files.

Formal Resolution
The BHAG Inc. can use a formal process which involves the target of bullying making a formal complaint in writing which is then formally investigated.

It is important that volunteers understand what is expected from making a formal complaint:

· The complaint should include dates, times and names of any witnesses 

· The investigation procedures will ensure confidentiality and fairness for all concerned

· An investigation will occur as soon as possible after the complaint is received

· What happens if parties refuse to participate

· What interim measures will be taken to ensure the safety of the target during the investigation (such as suspension of the person accused or assignment to other duties)

· An impartial person will conduct the investigation (preferably external)

· The process is made up of: 
1. Lodging a complaint Initial response to the incident by the manager 

2. A formal investigation during which the person accused should be notified of details of the complaint 

3. The interview time 

4. The process and their rights 

5. Timeframes for the investigation 

6. Requirements for confidentiality 

7. Possible consequences of the investigation 
8. Then the investigator interviews the person: 

· If they admit to it, the matter is referred back to the manager for appropriate action and their admission is viewed positively.
· If the person accused, disputes the allegations, further enquiries need to be taken to establish the facts and a report provided to all parties.   
· If the allegations cannot be substantiated, this does not mean the bullying did not occur and assistance should be provided to remedy the situation, including mediation, counselling and changing working arrangements. 
· Communicating outcomes of the investigation, inclusive any disciplinary action,
· Possible appeals process and monitoring of situation afterwards 
Outcomes

Malicious complaints

Should the complaint be found to be vexatious or malicious then BHAG Inc. should provide counselling for the target and disciplinary action considered for the complainant.

Substantiated allegations

Disciplinary action and other actions resulting could include:

· An apology (if the target requests it and can be sincerely given)

· A verbal or written warning

· An undertaking that behavior will not be repeated, and regular monitoring
· Transfer to another work area

· Mediation is not appropriate once bullying is substantiated, forcing the victim to reach a negotiated agreement with the bully can constitute a form of punishment for the target

Assistance to the target by the BHAG Inc.
· Redressing any inequality that occurred as a result of behavior

· Mentoring and support from the President and Committee Members
· Organizing redeployment to another area (with target’s consent and if possible)
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