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Workplace Conduct Policy
Introduction

We have a responsibility to all our clients, workforce (staff and volunteers) and other stakeholders to ensure our workplace is safe, supportive and productive. We believe in creating a positive working environment where our workforce, clients and others experience positive interactions and professional behaviours at all times. We can help achieve this by:

· 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.

About this policy

This policy along with the Charter of Professional Behaviours sets our expectations for all those who are associated with Vision Australia.

To whom does this policy apply

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

Policy

Embedded into this policy and the Charter of Professional Behaviours are our values. 

· Person Centredness

· Accountable

· Collaboration

· Commercially Focussed

· Agile

These values provide a practical framework to guide and influence workplace conduct and behaviours. Our commitment as an organisation is that we have zero tolerance for all forms of:

· discrimination;

· harassment;

· bullying;

· victimisation;

· occupational violence;

· abuse, exploitation, neglect; or 

· any other inappropriate workplace behaviour toward our workforce or clients.

Vision Australia will not tolerate these behaviours, under any circumstances.  The organisation will investigate all reported or observed instances of these behaviours, and will take appropriate action in response to proven breaches of this policy.

The consequences for breaching this policy will be proportional to the seriousness of the situation and may include any or all of the following:

· individuals may also be held personally liable for their own actions and offending behaviour; and/or

· where serious misconduct has taken place, disciplinary action up to and including termination.  

· instances of inappropriate behaviour may also constitute a criminal offence;

Where to Get Help

Vision Australia promotes a great place to work where we all have a responsibility to maintain the highest standards of professionalism, provide high quality services to our clients, create a positive and safe environment to work and demonstrate behaviours that are consistent with Vision Australia’s values. 

We have one clear message – if you see or experience something you think is wrong, take action immediately. If you are unable to report it to your manager, report it to People and Culture, Complaints and Feedback, or externally. If you feel that you have been subjected to any form of harassment, bullying or discrimination, or you have witnessed any harassment, bullying or discrimination, you can also contact one of our 18 Contact Officers for support.  The role of Contact Officers is to make it as easy as possible for anyone to reach out and speak up if they feel they are being harassed, bullied or discriminated against, or if they feel someone else is. 

Contact Officers join the list of people who can be contacted for support and information. You are also able to raise your concerns with managers, the People and Culture team and the Leadership Team.

More information about Contact Officers, including contact details, can be found on The Hub – Contact Officers (link to the Hub).

Complaints and feedback can be provided by emailing your complaint to complaints@visionaustralia.org.
If you have a grievance please speak with your relevant People and Culture Business Partner or email People and Culture.

The Workforce Assistance Program (WAP) is also an option that offers support and counselling for a broad range of personal and work related issues. Call Life Street on 1300 050 205.

If you feel unable to report something internally and are concerned about unethical or illegal practices at work you can contact KPMG’s Fair Call on 1800 500 965.

Please refer to the Whistle-Blower Policy (Protected Disclosure) for information on protection against victimisation or detriment for workforce members who wish to make a protected disclosure

Scope

The following provides further detail on what constitutes inappropriate behaviour, but are not limited to:

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 another someone because of a personal characteristic that 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.

Protected personal characteristics under Federal discrimination law include but are not limited to:

· a disability, disease or injury, including work-related injury;

· parental status or status as a carer, for example, because they are responsible for caring for children or other family members;

· race, colour, descent, national origin, or ethnic background;

· age, whether young or old, or because of age in general;

· gender;

· industrial activity, including being a member of an industrial organisation like a trade union or taking part in industrial activity (link to external website), or deciding not to join a union;

· religion;

· pregnancy and breastfeeding (link to external website)

· sexual orientation, intersex status or gender identity, including gay, lesbian, bisexual, transsexual, transgender, queer and heterosexual; 

· marital status, whether married, divorced, unmarried or in a de facto relationship or same sex relationship;

· political opinion;

· social origin;

· medical record; or

· an association with someone who has, or is assumed to have, one of these characteristics, such as being the parent of a child with a disability.

Harassment

Harassment is any behaviour that is uninvited or unwelcome that makes a person feel uncomfortable, offended, humiliated and/or intimidated, and is against the law.

The behaviour does not have to be intended or occur repeatedly for a person to make a complaint, that is, the person making the complaint may have seen or overheard the offending material by accident. It may be verbal, written, visual, psychological (emotional), physical or electronic in nature.

It is important to distinguish between unwelcome, unreciprocated behaviour and mutually acceptable behaviour. For example, harassment does not usually include genuine compliments or behaviour that is returned, welcomed and non-offensive to the individuals concerned.

Common forms of harassment in the workplace are sexual harassment, racial harassment and workplace bullying.

Examples of harassment include but are not limited to:

· intimidating or offensive telephone calls or emails, SMS (text and/or images or photos);

· distribution or display of offensive materials (including posters, pictures, calendars, cartoons, computer screens etc.) based on disability, race, gender, sexuality etc.;

· mocking remarks or derogatory comments in reference to the EEO attributes i.e. a person's disability, race, religion, gender, age etc. whether direct or indirect;

· isolation or segregation of those with a different sexuality, race, gender etc.;

· physical or sexual assault;

· persistent requests for personal, social, interaction where these are rejected;

· touching a person's body in an inappropriate or sexual manner;

· asking intrusive questions about someone's personal life; 

· sexually explicit language or insulting jokes; or

· following or contacting a colleague outside the workplace when unwanted.

Bullying

Bullying is a very serious form of harassment. Workplace bullying is defined as repeated, unreasonable behaviour directed toward a person or group of people that creates a risk to health and safety. Cyberbullying is bullying that occurs via the use of technology. Unreasonable behaviour includes victimising, humiliating, intimidating or threatening. Whether a behaviour is unreasonable can depend on whether a reasonable person might see the behaviour as unreasonable in the circumstances.

The following types of behaviour, where repeated or occurring as part of a pattern of behaviour, would be considered bullying:

· verbal abuse; 

· constant unconstructive criticism of work; 

· assigning meaningless tasks unrelated to the job; 

· giving employees impossible assignments or deadlines; 

· deliberately changing work rosters to inconvenience particular employees; 

· deliberately withholding information that is vital for effective work performance; 

· initiation rites;

· excluding or isolating employees;

· psychological harassment; or

· conscious undermining of confidence.

Bullying is not always intentional. Sometimes offenders do not realise the detrimental effects of the way they are treating someone.

What harassment or bullying is not
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;

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

· expressing differences of opinion in an appropriate manner. 

Victimisation

· 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; or
· Any complaint of victimisation will be treated serious, investigated, and appropriate action taken.  
Occupational Violence

Any incident where a person is physically attacked or threatened in the workplace. Threat means a statement or behaviour that causes a person to believe they are in danger of being physically attacked. 

Physical attack/assault means the direct or indirect application of force by a person to the body of, or to clothing or equipment worn by, another person, where that application creates a risk to health and safety, but not including accidental or unintended contact. 

Occupational violence may include:

· verbal, physical or psychological abuse; 

· intimidating or threatening behaviours; 

· aggravated assault; 

· striking, kicking, scratching, biting, spitting or any other type of direct contact; 

· throwing objects; 

· attacking or threats with knives, guns, clubs or any other type of weapon; 

· pushing, shoving, tripping, grabbing; 

· any form of indecent physical contact; or 

· the threat of any of the above. 

Abuse, Exploitation and Neglect 
We have a zero tolerance of abuse of people with a disability.  Our workforce has a responsibility to abide the following obligations: 

· Provide services without engaging in abuse, exploitation, harassment or neglect

· Abuse is a violation of a person’s human rights and has a number of forms such as financial abuse, emotional abuse, physical abuse, sexual abuse and neglect. 

· Zero tolerance of abuse of people with a disability requires that our workforce appreciates people with a disability have needs, preferences and feelings just like everyone else. It also requires us to actively listen to, and prioritise, the preferences of people receiving support services, where it is safe to do so.
Report any form of abuse or suspected abuse:

· Zero tolerance of abuse of people with a disability requires all members of the workforce to report any form of abuse immediately.
· Reporting abuse is critical to prevent abusive situations from escalating and future incidents from occurring.
· Reporting in this context means reporting to your manager. Reporting to other authorities should occur in line with other reporting policy and procedures.
· This includes reporting any abuse committed by colleagues, other workforce members, family members, carers, people with a disability or community members.
You must not engage in sexual abuse or misconduct and must report any such conduct by other members of the workforce, people with a disability, family members, carers or community members:

· All forms of sexual misconduct and sexual abuse are unacceptable and are a breach of this policy.
· People with a disability face significantly higher risks of sexual assault and exploitation than the general population. This is particularly true for women with a disability. In addition, there can be barriers to disclosure that make it difficult for a person with a disability to report sexual abuse and misconduct. 
Breaches of this policy include:
· any sexual activity between a workforce member and a person with a disability to whom that person provides support services; 

· unwelcome behaviour of a sexual nature such as inappropriate comments, joking or touching; or

· sexual activity where there is informed consent but is inappropriate given the nature of the relationship that a workforce member has with a person they support.
You must show respect for cultural differences when providing services:

· Respecting cultural differences is a vital safeguard against abuse of people with a disability and essential to zero tolerance of abuse. This is because an environment where cultural differences are not respected can be isolating and disempowering for people with a disability. This can create conditions in which abuse can occur. Being aware of cultural differences is an important consideration in delivering high-quality and culturally sensitive support services.

· Cultural respect involves recognising and valuing the diversity of people and creating an inclusive environment where it is safe for people with a disability to express their cultural, religious and sexual identity. 

All members of the workforce have a responsibility to act ethically, with integrity, honesty and transparency:

· Zero tolerance of abuse requires a member of the workforce to act ethically, with integrity, honesty and transparency at all times while providing support services. 

· Acting ethically means upholding professional obligations while providing support services and avoiding situations that will violate community standards and the expectations of those receiving support.

· Acting with integrity means doing the right thing even if no one is watching. 

· Acting with honesty and transparency means being open and clear about what you are doing and being careful to avoid situations that could be seen as a conflict of interest. By demonstrating these values in all aspects of your work, you can provide high-quality support services.
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