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RESPONDING TO BULLYING COMPLAINT

Principles to be followed when responding to reports of bullying. Effectively
responding to issues when they are raised can stop the situation happening
again and reinforce to members that bullying is treated seriously by the
Association. The following table sets out the principles that should be applied
when handling reports of bullying.

Table 2 - Responding to workplace bullying

Response Measure

Act promptly

Reports should be responded to quickly, reasonably and
within established timelines. Relevant parties should be
advised of how long it will likely take to respond to the
report and should be kept informed of the progress to
provide reassurance the report has not been forgotten
or ignored.

Treat all matters
seriously

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

Maintain confidentiality

The confidentiality of all parties involved should be
maintained. Details of the matter should only be known
by those directly concerned in the complaint or in
resolving it.

Ensure procedural
fairness

The person who is alleged to have perpetrated the
bullying 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.

The person reporting the bullying should be respectfully
listened to and their report treated as credible and
reliable unless conclusively proven otherwise.

The opportunity to have decisions reviewed should be
explained to all parties.

Be neutral

Impartiality towards everyone involved is critical. This
includes the way people are treated throughout the
process. The person responding to the report should
not have been directly involved and they should also
avoid personal or professional bias.

A person should disqualify themself from involvement
in any part of the process if a family member or close
personal associate is involved as a complainant or
respondent.

Do not victimise

It is important to ensure anyone who reports bullying is
not victimised for doing so. The person accused of
bullying and witnesses should also be protected from
victimisation.

Communicate process
and outcomes

All parties should be informed of the process,
approximately how long it will take and what they can
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expect will happen during and at the end of the
process. Should the process be delayed for any reason,
all parties should be made aware of the delay and
advised when the process is expected to resume.
Finally, reasons for actions that have been taken and in
some circumstances not taken should be explained to
the parties.

Keep records The following should be recorded:

e the person who made the report

e when the report was made

e who the report was made to

e the details of the issue reported

e action taken to respond to the issue, and

e any further action required - what, when and by
whom.

Records should also be made of conversations,
meetings and interviews detailing who was present and
the agreed outcomes.

Code of Conduct The Association's Code of Conduct Policy should be
made available as a reminder that the Association does
not accept any form of bullying.

Legal Advice If the Association is unsure how to proceed, contact
their Legal Solicitor for advice.

Table taken from :

Guide for Preventing and Responding to Workplace Bullying
May 2016
Safe work Australia
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