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1.0 INTRODUCTION 

1.1 The purpose of this document is to: 

• State the policy of Catholic Education Rockhampton on bullying and 

harassment within the employer/employee context and between staff 

members, voluntary workers, students, their parents and/or guardians; 

• Define what constitutes unacceptable behaviour in the workplace and assist 

employers‟ and employees‟ understanding of the issues concerning 

harassment, bullying and violence in the workplace; 

• Outline the general aspects of workplace bullying and harassment; 

• Inform employees of the various methods of resolution available and provide 

guidelines for the resolution of complaints of workplace bullying made by 

employees or voluntary workers. 

1.2 Workplace bullying undermines the rights of the individual, has a debilitating 

effect on morale and diminishes the very values the organisation seeks to 

promote. 

1.3 The guiding principles behind this policy are: 

• that all individuals involved are treated fairly and equitably; 

• that natural justice is observed; 

• that confidentiality is observed; 

• that all parties concerned are afforded support and protection; 

• that the accused person(s) are afforded an impartial hearing. 

 

2.0 POLICY STATEMENT 

2.1 Any form of harassment, bullying or workplace violence is unacceptable 

 behaviour. All staff at Catholic Education Rockhampton are entitled to be 

 treated with dignity and respect in their workplaces. 

2.2 Catholic Education Rockhampton accepts the responsibility to take all 

 reasonable steps to ensure that all employees and voluntary workers are not 

 subject to bullying or harassment. All reasonable steps will be taken to ensure 

 that persons who complain of workplace bullying or harassment or who are 

 witnesses to such behaviour are not victimised in any way. 

Scope of Policy 

This policy applies to all staff employed by Catholic Education Rockhampton 

 including contract and voluntary workers. 

Under this policy, staff members can initiate a complaint of workplace bullying in 

 the following contexts: 

• complaints by staff members against other staff members; 

• complaints by staff members against visitors or other persons to schools 

including parents; 
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3.0 DEFINITION OF WORKPLACE BULLYING AND HARASSMENT 

Definition of Bullying 

3.1 Bullying is a form of psychological and/or physical harassment that may 

 intimidate, degrade or humiliate another person. 

3.2 Workplace bullying is repeated, unreasonable and less favourable behaviour 

directed toward an employee or group of employees which may be considered 

inappropriate practice. This definition is intended to cover a wide range of 

behaviour that can have an adverse impact on the health and safety of 

employees. 

3.3 Some characteristics of workplace bullying are outlined as follows: 

• Bullying can take many forms – it can be overt or subtle, direct or indirect. 

• Bullying may occur between an employer and employee/s, between 

colleagues or between an employee and another person in the workplace eg 

a student or parent. It exists across age and gender and can occur between 

groups of people or individuals. 

Definition of Harassment 

3.4 Harassment is any behaviour which is not invited or welcomed and which often 

occurs because of a person‟s sex, age, race, marital status, disability, sexuality, 

religious beliefs or political persuasion. 

3.5 Harassment often occurs when power is used inappropriately. It is not always 

intended and acts which may seem trivial or amusing to one person may hurt or 

offend others. 

3.6 Acts of hatred on the grounds of race, religion, homosexuality or HIV/AIDS may 

constitute vilification contrary to sections 124A and 131A of the Queensland 

Anti-Discrimination Act 1991. 

3.7 It is impossible to provide an exhaustive list of behaviour which would 

 constitute workplace bullying or harassment and to do so may result in a 

 form of conduct not being identified simply because it was omitted from the 

 list. 

3.8 The following examples illustrate the wide spectrum of behaviour that can be 

 construed as workplace bullying or harassment: 

Physical bullying or harassment 

• Unnecessary and unwelcome physical contact which would not constitute 

sexual harassment;  

• Assault or attempted assault; 

Verbal bullying or harassment 

• Yelling, screaming, abuse, offensive language, insults, name calling and 

threatening behaviour; 

• Teasing or regularly being made the brunt of pranks and practical jokes; 

• Making inappropriate comments about a person‟s appearance, life or 

lifestyle or slandering a worker or his/her family. Spreading malicious 

gossip/rumours. 
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Non-verbal bullying or harassment 

• Mimicking or making fun of the attributes or personality of another person; 

• Tampering with a worker‟s personal effects or work equipment and causing 

or threatening to cause damage to a worker‟s personal or work property; 

• Displaying written or pictorial material which degrades or offends a worker or 

group of workers. 

Professional bullying or harassment 

• Isolating workers from normal work interaction, training and development or 

career opportunities; 

• Continually ignoring or dismissing a colleague or employee‟s contribution in 

meetings or discussions, belittling a colleague or employee‟s opinions, 

persistent, unreasonable criticism of work performance; 

• Undermining or sabotaging work performance, deliberately withholding work-

related information or resources, or intentionally supplying the wrong 

information; 

• Unexplained job changes, meaningless tasks or tasks beyond a person‟s 

skills, failure to give credit where due; 

• Denying opportunities for training, promotion or interesting work; 

• Overwork – unnecessary pressure or impossible deadlines and under work – 

creating a feeling of uselessness; 

• Unreasonable “administrative sanctions” such as undue delay in processing 

applications for training, refusal of leave or payment of wages;   

• Threat of payback for complaining about work issues; 

• The threat or use of inappropriate performance review; 

• The threat of dismissal or other severe punishment for no reason. 

3.9 Bullying behaviour from parents towards a member of staff could include: 

• Threats, litigation or media exposure as a form of intimidation 

• Offensive, insulting and abusive language. 

3.10 Assault, both physical and threatened is a criminal offence and should be 

reported to the police. 

3.11 Workplace bullying and harassment does not include: 

• Professional differences of opinion or personal differences of opinion; 

• Non-aggressive problems or occasional conflicts in working relationships; 

• Reasonable management action taken by the employer in connection with a 

person‟s employment; 

• Managing an employee‟s performance and; 

• Implementing performance counselling. 
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The Impact of Workplace Bullying and Harassment 

3.12 Workplace bullying and harassment has widespread adverse affects on 

individuals and the workplace as a whole. There are a range of psychological and 

physical illnesses that can be caused by bullying. These include headaches, 

nausea and depression, high stress levels and panic attacks.  

3.13 Bullying and harassment can have serious impact on the work satisfaction and 

performance of individuals such as making individuals lose confidence in 

themselves and their abilities and in extreme circumstances can cause an 

employee to resign from their job. Workplace bullying and harassment can also 

impair a person‟s ability to make decisions, reduce employee output and 

performance, and increase incapacity to work. 

3.14 Victims of bullying and individuals who witness ongoing and repeated bullying 

behaviour may lose respect for management and the organisation leading to 

feelings of frustration, guilt and anger  

3.15 The effects of bullying and harassment at an organisational level may lead to 

increased costs to companies due to a rise in Workcover claims, civil and/or 

criminal legal action as well as increased costs related to staff turnover. 

Responsibilities  

3.16 Both employers and employees have legal and legislative responsibilities in 

relation to bullying, harassment and workplace violence. 

Employer’s Responsibilities 

3.17 Workplace bullying and harassment create an unsafe working environment and 

are a risk to employee‟s health. Therefore employers have a duty to ensure that 

bullying and harassment does not occur in the workplace 

3.18 Under section 28 of the Queensland Workplace Health and Safety Act 1995, 

employers have an obligation to ensure the health and safety of their employees. 

Employers also have a duty of care under common law to ensure and maintain a 

safe place of work. 

3.19 If an employee or employer attacks another person in the workplace, it is likely to 

amount to a breach of section 36 of the Act. 

Employee’s Responsibilities 

3.20 Employees have key responsibilities under section 36 of the Queensland 

Workplace Health and Safety Act 1995: 

• to comply with the instructions given for workplace health and safety by the 

employer and 

• not to wilfully place at risk the health and safety of any employee at the 

workplace. 

3.21 If a complaint of workplace bullying or harassment is substantiated, action 

 will be taken to prevent further incidents. Such actions, depending on the 

 seriousness of the offence, may include: 

• counselling ; 

• disciplinary letter or warning; 

• mediation; 
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• ensuring the respondent attends appropriate inservice or courses on 

workplace bullying; 

• implementation of the misconduct procedure to address improper conduct; 

• relocating or transferring the respondent to another work area; 

• termination of employment1 

3.22 If a complaint of workplace bullying or harassment is found to be vexatious or 

malicious the above-mentioned actions may be taken against the complainant 

as a false accusation of bullying or harassment against another person can be 

an act of bullying in itself.   

 

4.0 ROLE OF THE DIRECTOR OF CATHOLIC EDUCATION 

4.1 The Director of Catholic Education has the responsibility to take all reasonable 

steps to ensure that appropriate guidelines and procedures are implemented to 

address the issue of workplace bullying and harassment in all schools and 

workplaces within the Director's area of accountability. 

4.2 The Director will make arrangements for the following:  

a) Policy development, risk assessment, education and training, review and 

development of an evaluation framework. 

b) The day-to-day implementation of the policy.  

4.3 The Director has the responsibility to take all reasonable steps to ensure that: 

•  all complaints of workplace bullying or harassment are treated seriously, 

equitably and empathically, and that consideration is given to the privacy of 

all people concerned; 

•  staff are informed of all options available and their right to pursue the option 

of their choice is respected and supported; 

•  accessible and open channels of communication for the lodgement and 

resolution of complaints of workplace bullying and/or harassment are 

provided including the availability of a Harassment Contact Officer; 

•  Principals and managers within the DCEO (Managers) are aware of their 

responsibilities and are provided with appropriate guidance and support. 

4.4 The Director's responsibilities for the prevention and elimination of sexual 

harassment and bullying are not confined to the resolution of current complaints. 

It may be necessary to continue action even when a complaint has been 

withdrawn. In serious matters of alleged harassment or bullying, the Director may 

have the duty to:   

• investigate the situation in the workplace; 

• inform staff of the nature of harassment and improper conduct; 

• initiate disciplinary action; 

• monitor the situation; 

• through the Principals and DCEO managers, seek ways and means of 

improving attitudes and behaviours in the workplace. 

                                            
1
 Pursuant to appropriate procedures being followed. 
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5.0 ROLE OF THE PRINCIPAL AND DCEO MANAGERS 

5.1 It is the responsibility of Principals and Managers to take all reasonable steps to 

ensure proper standards of conduct are maintained at all times and that 

harassment in any form is not condoned. 

5.2 Principals and Managers are required to promote an understanding of Catholic 

Education Rockhampton's policy on workplace bullying and harassment. 

5.3 Appropriate necessary actions would include: 

• to identify and focus on the issues causing stress that underpin bullying and 

harassment in the workplace; 

• the dissemination of information on workplace bullying and harassment, and 

its adverse impact on morale and on the working/learning environment; 

• ensuring their own behaviour complies with these guidelines; 

• taking all reasonable steps to ensure that all staff are aware of the procedures 

for resolving complaints. The procedures should be publicised and include the 

appropriate names and contact numbers;  

• arranging appropriate inservice on workplace bullying and harassment; 

• taking all reasonable steps to monitor the school environment and ensure that 

high professional standards of behaviour are maintained, and that early 

corrective action is possible. 

5.4 Principals and Managers are required to respond to and attempt to resolve 

complaints of workplace bullying and harassment within the workplace. 

5.5 Appropriate necessary actions would include: 

• responding to complaints appropriately (following procedures as outlined in 

this document) and promptly; 

• treating in a supportive way any staff member who complains of workplace 

bullying or harassment; 

• maintaining confidentiality at all times. 

5.6 Situations may arise, however, where the safety or well being of staff is at risk.  In 

these circumstances the Principal or Manager has a responsibility to refer the 

matter to the Director. The confidentiality of the complainant should be protected 

as far as possible. If the seriousness of the conduct means the Director needs to 

be informed, the complainant will be advised.    
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6.0 ROLE OF HARASSMENT CONTACT OFFICER 

6.1 Part of Catholic Education Rockhampton's strategy in the prevention and 

elimination of workplace bullying is to establish a position of Harassment 

Contact Officer. The occupant of this position will be available to provide 

confidential support to persons complaining of workplace bullying and other 

forms of harassment, or in need of advice concerning workplace bullying or 

harassment issues. 

6.2 The Harassment Contact Officer will be available to staff who may be reluctant to 

contact the Principal or Manager or where the person concerned is unsure as to 

what action should be taken. 

6.3 The primary role of the Harassment Contact Officer is to provide confidential 

advice both to staff experiencing workplace bullying or harassment and to 

Principals who may need assistance in addressing an issue at the workplace. 

6.4 The Harassment Contact Officer will not attempt to resolve matters or deal in any 

way with the alleged harasser. While the Harassment Contact Officer may assist 

a staff member to choose what action he/she wishes to initiate, there is no 

active participation in any investigative process.   

6.5 The Harassment Contact Officer may, if required, accompany a complainant to 

interviews but only in a supportive role. 

6.6 The Harassment Contact Officer is required to: 

• provide support to staff members and advise them of their options; 

• listen to the staff member and attempt to resolve the initial distress; 

• ascertain the outcome the complainant wants and provide information on 

options available to address the matter; 

• keep personal records of meetings with complainants seeking support and 

advice, where necessary; 

• ensure confidentiality at all times. 

6.7 The confidentiality of the complainant should be protected as far as possible. 

Information provided to the Harassment Contact Officer by a staff member 

should not be passed on without the staff member's consent.  Situations may 

arise, however, where the safety or wellbeing of staff is at risk. In these 

circumstances the Director has a responsibility to take action. If the seriousness 

of the conduct means the Director needs to be informed, the complainant will be 

advised.  

6.8 The Harassment Contact Officer (2010….) is: 

Ms Anne Czekanski 

Phone:  0417 751 535
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ROLE OF THE ASSISTANT TO THE DIRECTOR SCHOOLS 

7.1 The Assistant to the Director Schools provides confidential advice and support to 

both staff experiencing workplace bullying or harassment and Principals who 

may need assistance in addressing an issue at the workplace. 

7.2 The Assistant to the Director Schools is available as required to provide 

particular support to staff where there is reluctance to contact the Principal or 

where the person concerned is unsure as to what action should be taken. 

7.3 The confidentiality of the staff member should be protected as far as possible.  

Information provided to the Assistant to the Director Schools by a staff member 

should not be passed on without the staff member's consent.  Situations may 

arise, however, where the safety or well being of staff is at risk.  In these 

circumstances the Assistant to the Director Schools has a responsibility to take 

action. If the seriousness of the conduct means the Assistant to the Director 

Schools needs to be informed, the staff member should be advised. 

7.4 Where a formal complaint is lodged with an Assistant to the Director Schools, 

he/she informs the Director who will determine the appropriate course of action.  

7.5 The Assistant to the Director Schools may be delegated by the Director - to 

conduct a formal investigation.  

 

8.0 ROLE OF UNIONS 

8.1 Staff have the right to approach the relevant union about workplace bullying and 

harassment complaints. 

8.2 While it remains the responsibility of the employing authority to investigate and 

resolve complaints of workplace bullying or harassment, unions can assist their 

members by: 

• providing support in instances of workplace bullying or harassment including 

representation at any investigation interviews or meetings; 

• providing information on the options open to resolve cases of workplace 

bullying or harassment; 

• in the instance of bullying or harassment which is based on age, race, sex, 

religious beliefs, parenthood or any other discriminatory reason as listed in 

the Queensland Anti-Discrimination Act 1991, the union may assist members 

in bringing a complaint before the Anti-Discrimination Commission. 

8.3 Care and confidentiality should be ensured when communicating a complaint of 

workplace bullying or harassment to a union. The allegation should not be made 

in the presence of others and it should only be made to the relevant union 

official. 
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9.0 PREVENTING AND RESOLVING CASES OF WORKPLACE BULLYING OR HARASSMENT 

9.1 Individuals who are experiencing harassment or bullying, whether from a 

colleague, or client should not tolerate the behaviour, seek a transfer or resign 

from their job. There are many ways of addressing and preventing bullying before 

it becomes a major problem. Some ways of doing this are: 

• by providing informal and formal options for redress which are confidential, 

timely and objective; 

• by introducing policies on workplace bullying and ensuring all staff are made 

aware of their content, meaning and implications; 

• by focusing on improving relationships between staff by clarifying what is and 

is not acceptable behaviour; 

• by  introducing fair and equitable reporting procedures; 

• by making it known that bullying and harassment will not be tolerated 

through induction, education and awareness programs; 

• by informing employees of their rights and responsibilities in relation to 

bullying and harassment; 

• by introducing counselling and grievance processes. 

9.2 The objectives of the complaints procedures are to: 

• Ascertain whether harassment or bullying has occurred; 

• Provide both informal and formal options for redress; 

• Provide support and protection to a person who has been bullied or 

harassed; 

• Ensure that there is no recurrence of the bullying or harassment which gave 

rise to the complaint; 

• Ensure that there are no reprisals against a staff member who makes a 

complaint; 

• Ensure the situation will be redressed as far as possible in a just and fair 

manner without causing disadvantage to the complainant; 

• Ensure that the workplace is free from bullying and harassment. 

Personal Resolution 

9.3 Individuals experiencing bullying or harassment may wish to have their concerns 

addressed without resorting to a formal complaint and may seek support from 

the Harassment Contact Officer in this instance. Individuals may consider 

approaching the other party first hand to seek private, informal resolution of the 

matter. In many instances the behaviour stops once the bully is made aware that 

his/her behaviour is unacceptable. This is important when the bullying is of a 

subtle nature and may not have been intentional. 

9.4 The Principal, Manager or Assistant to the Director Schools may also provide 

support to individuals seeking such an approach. 
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9.5 The Principal, Manager or Assistant to the Director Schools and Harassment 

Contact Officer would be expected to: 

• provide confidential advice and support in relation to possible strategies to 

deal with the issue; 

• provide clear guidance on investigation procedures; 

• outline all options available internally and externally to Catholic Education 

Rockhampton; 

• maintain confidentiality; 

• inform the staff member of the importance of restricting allegations only to 

those who need to know; 

9.6 The Principal or Manager may be asked to attend a meeting between the parties 

with a view to resolving the matter. In this case, he/she will maintain observer 

status only or act as a mediator. The Principal, Manager or Assistant to the 

Director Schools would conduct a follow-up interview to ensure that a satisfactory 

resolution has been achieved. 

Expression of Concern 

9.7  An expression of concern may be registered by staff members who are witnesses 

to bullying or harassment. Such an expression of concern may be made to the 

Principal, Manager or Assistant to the Director Schools. 

9.8 Even though an expression of concern does not involve a formal complaint, 

Catholic Education Rockhampton has a responsibility to take action to resolve 

the situation. Such action may involve: 

• Informing all employees of strategies and options available for dealing with 

bullying or harassment; 

• Monitor and observe the behaviour of the employee(s) concerned; 

• Holding discussions with other staff members about their comfort and the 

general atmosphere of the workplace; 

• Drawing attention to Catholic Education Rockhampton‟s Workplace Bullying 

and Harassment Policy at staff meetings or via internal communications. The 

rights and responsibilities of all staff should be highlighted at this time. 

• A staff member making such an expression should maintain confidentiality at 

all times. 

Lodge a Formal Complaint 

9.9 If the person experiencing bullying or harassment does not wish to pursue 

processes as outlined above or if these processes have proven unsatisfactory, 

the person (the “complainant”) may initiate a formal complaint. 
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10.0 PROCEDURES FOR LODGING A FORMAL COMPLAINT OF WORKPLACE BULLYING OR 

 HARASSMENT  

The following procedures are intended to be a guide only. While every attempt should be 

made to follow the procedures as they are written, the individual circumstances of each 

situation may necessitate a deviation from these procedures. 

Lodging a Formal Complaint 

10.1 A formal complaint in writing should be lodged with the Principal or Manager.  If 

the complaint is against the Principal or Manager, or the complainant feels 

unwilling or unable to have the matter pursued at the local level, the complaint 

should be lodged with the Assistant to the Director Schools or the Director  

10.2 In formulating a complaint, the bullying or harassment must be described and 

the steps that have already been taken to address the problem should be 

outlined. It should be made clear that official action is expected and the kind of 

action and/or outcome expected by the complainant. 

10.3 The complainant may seek the support of the Harassment Contact Officer, a 

union representative or other person of their choosing both in the formulation of 

a complaint and in accompanying the staff member to any subsequent interview. 

Procedures for Investigating/Resolving a Formal Complaint of Workplace Bullying  

10.4 On receipt of a complaint, the Principal or Manager will consult with the Assistant 

to the Director Schools and complainant to determine whether the matter is best 

addressed at the local or system level. 

10.5 All involved should be reminded of the need for confidentiality and impartiality 

throughout the process. 

10.6 The alleged harasser (the respondent) will be made aware of the complaint 

before an investigation is initiated and will be advised of their rights in 

accordance with procedural fairness. The respondent will be kept informed of 

any outcomes during the investigation. There will be no presumption of guilt of 

the respondent. 

Resolving Complaints at the Local Level 

10.7 Complaints dealt with at the local level will be investigated and resolved 

internally within the school and will not involve any external parties other than 

support people nominated by the employees involved or an external mediation 

consultant; 

10.8 The process for dealing with a complaint at the local level will include the 

following actions: 

• interviewing the complainant; 

• interviewing the person against whom the complaint has been made (the 

respondent); 

• negotiating a resolution between the parties. This may include mediation 

between the complainant and the respondent by a recognised mediation 

consultant external to the school; 

• keeping a signed written record of the steps taken and any outcomes. 

10.9 This process should take no longer than five (5) working days unless otherwise 

agreed by the parties and will not involve the interviewing of witnesses. 
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10.10 The interview with the complainant will take place as soon as possible. The 

complaint will be treated seriously. Complainants will be advised accordingly and 

reassured of their rights to bring their concerns forward. The complainant must 

be advised that he/she may have present at the time of interview someone of his 

or her choosing (the Harassment Contact Officer or union official). This support 

person will act as an observer during the proceedings. 

10.11 The interview with the respondent will take place as soon as possible. The 

respondent must be advised that he/she may have present at the time of 

interview someone of his or her choosing (a supportive staff member or union 

official). This support person will act as an observer during the proceedings. 

10.12 The details of the complaint will be provided along with any outcomes suggested 

by the complainant. The respondent will be invited to respond to all allegations. 

10.13 Every attempt should be made by the Principal or Manager to negotiate a 

satisfactory outcome between the complainant and the respondent. The 

outcome must also include action required to ensure that no further bullying or 

harassment will occur. 

10.14 If a satisfactory outcome is negotiated this should be recorded as such and the 

matter closed.  

10.15 If a complainant is dissatisfied with the outcome of a complaint, he/she may 

lodge a written complaint with the Director of Catholic Education. 

Resolving Complaints at the System Level 

10.16 The complainant may lodge a written complaint with the Director at any time 

during the process. 

10.17 The Director may be notified of a complaint of harassment either through 

receiving a written complaint directly from the complainant or through referral 

from their Principal. 

10.18 The Director on receipt of a complaint will immediately instigate an investigation 

and inform the complainant. 

10.19 Where the matter has already been investigated at the local level, the Director 

will seek from the person responsible for the initial investigation a report of 

action to date, details of interviews and other relevant documentation.   

10.20 The Director will then determine the most appropriate course of action required 

to resolve the complaint. This will occur as expeditiously as possible.   

10.21 Where the matter has not been previously investigated locally, the Director will 

either refer the matter back to the school or instigate an immediate investigation 

to be conducted by the Director or suitable nominee which will include the 

following actions: 

• interviewing the complainant; 

• interviewing the respondent; 

• where necessary, interviewing any witnesses named by the complainant or 

the respondent and any other persons who may be considered relevant; 

• keeping a record of the steps taken; 

• maintaining a written record of interviews; 

• providing a written report to the Director. 
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This process should take no longer than twenty (20) working days unless 

otherwise agreed by the parties. 

10.22 The interview with the complainant will take place as soon as possible after a 

complaint has been lodged. The complainant must be advised that he/she may 

have present at the time of interview someone of his or her choosing (a 

supportive staff member or union official) who will act as an observer during the 

proceedings. The complainant will be advised that the complaint will be treated 

seriously and reassured of their right to bring concerns forward.  

10.23 The interview with the respondent will take place as soon as possible. The 

respondent must be advised that he/she may have present at the time of 

interview someone of his or her choosing (a supportive staff member or union 

official). This support person will act as an observer during the proceedings. 

10.24 At this initial interview the details of the complaint will be provided in writing 

along with any outcomes suggested by the complainant. The process of the 

investigation will be explained to the respondent who will be asked to respond 

within a nominated timeframe. It should be noted that it is not necessary for the 

respondent to be given access to all documentation but he/she must be made 

aware of the full nature of the complaint.  

10.25 Where necessary, witnesses nominated by either party will be interviewed.  

These witnesses should be provided with information as to why they are being 

questioned. Witnesses should be informed of the importance of maintaining 

confidentiality. 

10.26 The report to the Director will include details of the steps taken in the 

investigation2, the results of the investigation and a recommendation on an 

appropriate course of action. 

Further Action That Can Be Taken 

10.27 In the event of an unsatisfactory outcome from internal complaint procedures, 

the complainant may wish to take the complaint to external agencies for 

resolution. Some remedies for resolution are outlined below: 

• Where an individual experiences harassment or bullying because of his/her 

age, sex, disability or any other attribute specified in the Queensland Anti-

Discrimination Act 1991, he/she may at any time lodge a complaint with the 

Anti-Discrimination Commission. It is not necessary to pursue the procedures 

outlined in Section 10 before approaching the Commission. 

• A complaint can be lodged under the Queensland Workplace Health and 

Safety Act 1995 with Workplace Health and Safety Queensland; 

• Where a dispute involving workplace harassment or bullying is between an 

employer and employee, a person can lodge a notice of industrial dispute 

with the Industrial Relations Commission; 

• In the instance of physical assault, a complaint can be made to the police or 

some other relevant authority. 

                                            
2
 See Unsatisfactory Performance and Misconduct Processes (draft). 
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11.0 GENERAL MATTERS PERTAINING TO THE INVESTIGATION OF COMPLAINTS OF 

 WORKPLACE BULLYING AND HARASSMENT 

11.1 Should the matter be considered to constitute serious misconduct on the part of 

a staff member, or involve possible criminal actions, the Director should be 

informed immediately. 

*Refer to “Unsatisfactory Performance and Misconduct Process”. 

11.2 Complainants have the option of changing from one investigation level to 

another or withdrawing a complaint. Investigation of a complaint may, however, 

need to proceed even if the complainant no longer wishes to pursue the matter, 

particularly where the safety or wellbeing of staff members is involved. The 

Director has the authority to determine that the proceedings continue. 

11.3 Records should be kept of any formal complaint of harassment or bullying and of 

any follow-up action or counselling. These records must be kept confidential and 

their access strictly limited to those officers who are involved in the investigation. 

11.4 For a formal complaint to be proven it will be necessary to show that the alleged 

conduct did occur. Bullying can be subtle and hard to prove.  Complainants 

should therefore be advised to keep a record of events, facts, dates, times, 

places, witnesses and action taken. 

11.5 Where the person responsible for an investigation has reasonable grounds for 

believing that a complaint has been made in a mischievous, frivolous or 

vexatious manner, a report should be made to the Director. The Director will 

consider the matter and both the complainant and respondent will be informed 

in writing of any decision. 

11.6 There may be cases where it becomes apparent that the behaviour in question 

did occur but does not constitute bullying or harassment. In such cases the 

complainant's distress may nonetheless be genuine or the specific complaint 

may be a symptom of other problems amongst staff in a work area.  There may 

be a need for action to be taken to restore good staff relations in the area and 

resolve any underlying issues. 

11.7 Upon being informed of the identity of the complainant the respondent will be 

informed that they are not to approach the complainant in any way. 
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12.0 LEGAL ISSUES 

Defamation and Harassment 

12.1 Complainants and those investigating a complaint are protected against 

defamation actions where the complaint is made in good faith through the proper 

channels. 

12.2 If the complaint is not made in good faith, is motivated by an improper purpose 

and lodged for a malicious reason without any basis, or if the complainant 

broadcasts the matter indiscriminately, then the protection is lost. 

12.3 An allegation that an individual has harassed another involves a serious 

imputation in relation to an alleged harasser‟s character which may effect his or 

her reputation. 

12.4 Where it is made to a person other than the alleged harasser, it is in the absence 

of the circumstances set out below, defamatory. 

12.5 It is not defamatory for the complainant to confront the alleged harasser directly 

and in private, nor to send a private letter outlining the offensive behaviour as 

this does not in itself damage a person‟s reputation. 

12.6 The possibility of being sued for defamation arises when a complainant conveys 

the information to anyone other than the alleged harasser, or those with a 

legitimate interest in knowing. 

12.7 An individual with a recognised legitimate interest in investigating or resolving a 

complaint, either formally or informally is protected by the defence of qualified 

privilege. 

12.8 The law recognises that statements which would ordinarily be defamatory may be 

made by a person in the performance of legal, moral or social duty to a person 

with a corresponding duty to receive it. 

Natural Justice 

12.9 Individuals accused of harassment in the terms of these guidelines have the 

 right in common law to be afforded natural justice. 

12.10 An accused person has the right to: 

• seek legal advice and representation; 

• be informed of the nature of the accusation; 

• be informed of the identity of the complainant (except in exceptional 

circumstances); 

• respond to the allegations; 

• be treated fairly and equitably; 

• have the matter handled confidentially; 

• be afforded an impartial hearing; 

• be advised and supported by a union or another party of their choice. 

Victimisation 

12.11 Persons who make complaints regarding bullying or harassment, or who

 provide information or documents for the purpose of a statutory inquiry are 

 protected against victimisation if they act in good faith. This protection is lost if 

 the allegation is proven to be mischievous, frivolous or vexatious. 
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Appendix A  

COMPLAINTS OF WORKPLACE BULLYING BY A STUDENT 

School teaching and administration staff are facing increasing instances of bullying by 

students.  As the victims of the bullying are employees of Catholic Education Rockhampton and 

the bullying or harassment will usually occur on school premises, the employer has obligations 

under the Qld Workplace Health and Safety Act 1995.  Therefore any such incidents will be 

considered as workplace bullying or harassment and be dealt with as such. 

 

Harassment of a member of staff by a student could include: 

 Public display or circulation through electronic mail of material, including jokes, 

which is sexist, ageist or racist; 

 Verbal abuse or humiliating and disrespectful comments aimed at a staff member 

because of their race, sex, age, marital status, sexuality or disability; 

 Defamatory comments or false accusations against the staff member. 

 

Bullying behaviour from a student to a member of staff could include: 

 A wilful, conscious desire to hurt or frighten; 

 Physical and/or verbal threats and assault; 

 Damage to personal property; 

 Rude gestures. 

 

This list is representative only, not exhaustive, and should be used as guidance. 

 

Considerations for Procedures 

A.1 In a majority of cases, instances of harassment or bullying will be processed 

 using the school‟s student discipline or behaviour management policy.  In 

 more  serious or persistent cases, investigations will proceed using the 

 formal procedures outlined previously. 

A.2 The Principal must ensure that the student has access to someone who is 

 able to support and advise them throughout the investigation process.  The 

 person may  be the student‟s parent or guardian but this is not essential.  It 

 may be appropriate for the student‟s support person to be the school 

 counsellor or a counsellor from outside the school. 

A.3 If a Principal needs to interview a student in relation to complaints of bullying, 

 the parents or guardian of the student will be contacted. 

 

Legal Issues 

Once a student turns 16, they are classed as an adult student and need to be aware 

that legal action can be taken against them if they harass a member of staff or another 

student.  If a complaint of bullying is substantiated, the student could be held personally 

liable. 
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Appendix B 

TRAINING, EDUCATION AND AWARENESS 

It is essential to provide Principals, Managers, administration team, teaching staff and school 

community with: 

 Information and or training on the system Policy, Procedures and Guidelines for the 

Prevention and Elimination of Sexual Harassment and Bullying, including training in 

how to manage incidents of workplace bullying and harassment, procedures to be 

followed for incidents, investigating guidelines and relevant legal obligations; 

 Information for the broader school community about school programs and 

requirements based on the policy. 

 

Information on the policy and procedures should be: 

 Made available on the Catholic Education Rockhampton website (mysuite) and 

individual school websites; 

 Included in induction programs, awareness sessions, school newsletters, parent 

information booklets, staff handbook; 

 Displayed on noticeboards in prominent areas (for students and staff); 

 Explanatory information session for all staff via staff meetings and or team briefings 

(PowerPoint, handouts and pamphlets) including refresher sessions (e.g. in two years 

time). 

 

Adoption of policy and procedures: 

 The school behaviour management policy should be updated to reflect references to 

bullying and harassment pertaining to both staff and students, the contexts in which it 

may occur and consequences of reported incidents; 

 School has a program of evaluation and monitoring e.g.: student/staff/parent surveys, 

data from behaviour management incidents, reporting system to record incidents of 

workplace and school bullying and harassment; 

 Evident in positive ethos and practices are reinforced in whole school activities. 

 

Review of the Impact of implementation of the Policy, Procedures and Guidelines for the 

Prevention and Elimination of Sexual Harassment and Bullying 

Catholic Education Rockhampton will endeavour to manage and improve the practices set out 

in the Policy, Procedures and Guidelines for the Prevention and Elimination of Sexual 

Harassment and Bullying through a review in 2013.  This review will take the form of a 

survey/questionnaire distributed via Principals and managers early in 2013 for completion by 

staff, students, parents, or members of the administration team in schools.  This survey will 

enable Catholic Education Rockhampton to identify the benefits and challenges presented with 

the policy. 

The aim of the review is to critically analyse the implementation of the policy, its impact and 

make recommendations/modifications to the existing document where necessary.   
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Policy, Procedures and Guidelines for the Prevention and Elimination of Sexual Harassment 

and Bullying Checklist 

The following checklist may assist schools and the Catholic Education Rockhampton Office to 

comply with the requirements of the above policy. 

 

Item Reference/Resource Check 

Adoption of policy, procedures and guidelines 

 

  

The Policy, Procedures and Guidelines for the 

Prevention and Elimination of Sexual Harassment 

and Bullying has been implemented and school 

practices are aligned with policy 

(date of 

implementation) 

 

The Policy, Procedures and Guidelines for the 

Prevention and Elimination of Sexual Harassment 

and Bullying is included in: 

 Staff handbook 

 Parent information booklet 

 School website etc 

Policy pages   

The broader school community (including students 

and parents) has been informed of the policy and 

behaviour expected 

Policy pages  

Staff, students and parents are advised of the 

procedures to be followed for incidents of bullying 

and harassment. 

Policy pages  

The school behaviour management policy contains 

reference to bullying and harassment pertaining to 

both staff and students and the contexts in which it 

can occur and consequences of reported incidents 

  

School has a program of evaluation and monitoring 

Incidents e.g. 

 staff and student surveys 

 record of bullying and harassment incidents 

 

 

See resource 

appendices 

 

Explanatory information sessions on the policy have 

been conducted for all staff e.g. 

 PowerPoint, handouts, pamphlets etc 

 Process in place to induct new staff in the 

policy 

 Training registration completed and faxed to 

DCEOC and kept in school file 
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Appendix C 

 

RESOURCES 
 

The following resources have been developed to assist schools and the Catholic Education 

Rockhampton Office to develop cultures free from workplace harassment and bullying.  

 

Staff/School: 

Conflict Resolution for School Communities. In-service Trainer‟s manual. Conflict Resolution Network, 

PO Box 1016, Chatswood 2057. Also available, Implementing conflict resolution and peer mediation 

skills into the school community. 

 

Curriculum Resources: on the concept of Peace and its place in society and school programs across all 

school levels across the curriculum. Available on 

www.eddept.wa.edu.au/cmis/eval/curriculum/themes/peace/index 

 

Department of Education, Training and Youth Affairs (1999) Responding to School violence: an 

annotated bibliography of resources to assist schools in responding to School Violence.  

Canberra: DETYA. 

 

Discrimination and Harassment at Work: Teaching notes, quizzes, definitions, OHT‟s, role plays, case 

studies, discussion starters, real life complaints and cases. Available from the Anti-discrimination board, 

www.lawlink.nsw.gov.au/adb.nsf 

 

Education Queensland (1998) Bullying-No Way! A professional development resource for school 

communities on video. 21 vignettes enacting bullying incidents with accompanying book. Open Access, 

PO Box 220, Ashgrove , QLD, 4006. Ph: 07 33771000. Fax 07 33663849. 

 

Information for teachers: human rights resources for use in the classroom by HREOC 

www.humanrights.gov.au/info_for_teachers/ 

 

Rigby, K. (2000) Bullying in schools: Guidelines to effective action. A paper available via Dr Barrington 

Thomas, The Professional Reading Guide for Educational administrators. 

proofread@pipeline.com.au 

 

Rigby, K. (2001) Stop the Bullying: A Handbook for schools. Also Bullying in Schools (video) by Ken Rigby 

and Philip Slee, available from Acer Press. Order on line www.acer.edu.au 

Tillet, G. (1991) Resolving Conflict: A practical approach. Sydney University Press. 

 

Video communications (1995) Workplace Harassment (Qld Distributors: Boyd, Faye & Associates) 

Students: 

Whole school approach for preventing bullying and harassment-Build belonging and promote well-being. 

(Strategies for Primary and Secondary schools.) Available on 

www.eduweb.vic.gov.au/bullying/apprbull/linkpost 

http://www.eddept.wa.edu.au/cmis/eval/curriculum/themes/peace/index
http://www.lawlink.nsw.gov.au/adb.nsf
http://www.humanrights.gov.au/info_for_teachers/
mailto:proofread@pipeline.com.au
http://www.eduweb.vic.gov.au/bullying/apprbull/linkpost
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Kits: 

Some states release kits (hard copy and online) on harassment, gender construction and racial 

discrimination: from State Education Departments, Aids Council, DEET. 

 

Websites: 

ACT Office for women: www.cmd.act.gov.au/womenact/ 

 

Department of Education in Tasmania has a variety of video resources available on sexual harassment, 

gender perspectives, harassment in the workplace and discrimination. Library and information centre 

website to search for topics 

www.education.tas.gav.au/delic/publications/fliers/sexualharassment.htm 

 

Department of Immigration and Multi-cultural and Indigenous Affairs  

http://www.immi.gov.au/ 

 

Department of Family and Community Services Office of Disability 

http://www.facs.gov.au/disability/ood/index.htm 

 

Fight hate and promote tolerance: A USA website that helps schools build a respect policy, addresses 

bias, ways to fight harassment, violence, intimidation, extortion, use of vulgarity and discrimination in 

everyday actions at school and with accompanying resources 

www.tolerance.org/rthas/section4_2_1.jsp 

 

Human Rights and Equal Opportunity Commission www.hreoc.gov.au 

 

QLD Anti-Discrimination Board www.adcq.qld.gov.au 

 

Preventing and managing school and workplace conflict and violence via transformational justice 

workshops and conferencing 

www.proactive-resolutions.com 

 

www.education.unisa.edu.au/bullying 

This site provides links with a large number of sites providing advice to schools, students and parents 

throughout the world including many excellent resources and information from Dr Ken Rigby. 

Questionnaires on bullying are available in hard or electronic form for schools via this website 

 

www.bullyingnoway.com.au 

This site provides access to the „You can do it‟ series. 

Youth Challenges http://www.hreoc.gov.au/youthchallenge/ 

Contacts: 

Employer Assistance Program (counselling) ACCESS Ph: 1300 667700 (normal office hours). 

www.centacarebrisbane.net.au 

 

http://www.cmd.act.gov.au/womenact/
http://www.education.tas.gav.au/delic/publications/fliers/sexualharassment.htm
http://www.immi.gov.au/
http://www.facs.gov.au/disability/ood/index.htm
http://www.tolerance.org/rthas/section4_2_1.jsp
http://www.hreoc.gov.au/
http://www.adcq.qld.gov.au/
http://www.proactive-resolutions.com/
http://www.education.unisa.edu.au/bullying
http://www.bullyingnoway.com.au/
http://www.hreoc.gov.au/youthchallenge/
http://www.centacarebrisbane.net.au/
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Appendix D 

 

WORKPLACE BULLYING AND HARASSMENT STAFF SURVEY 

 

1. Are you: 

 A member of the teaching staff 

 Support or administration staff 

 Senior Administration 

 Maintenance and outdoor worker 

 Cleaner 

 Other ___________________ 

 

2. What is your gender? 

 Female 

 Male 

 

3. Have you witnessed an incident/s of workplace bullying or harassment in the workplace? 

 Yes  

 No  

 

4. Have you been the subject of bullying or harassment in the workplace? 

 Yes – go to Q5 

 No – go to Q11 

 

5. The gender of the person responsible for the bullying or harassment? 

 Male 

 Female 

 

6. What is the position of the person responsible for the bullying or harassment? 

 Senior administration  

 Admin support staff 

 Co-ordinator, PAR 

 Teacher 

 Support or maintenance staff 

 Student 

 Other________________ 
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7. Identify any possible causal factor of the behaviour? 

 Personality style/differences 

 Abilities and performance of the target or bully 

 Presence of/support from bully‟s accomplices 

 Work culture supports such behaviour 

 Lack of policy and/or implementation of policy 

 Conditions of school e.g. overcrowding 

 Cultural diversity 

 Fear of change 

 Power/jealousy struggles 

 Absence of democratic workplace 

 Miscommunication 

 Unclear job descriptions 

 Other (please specify)__________________________ 

 

8. What event sparked the bullying, harassment or discrimination? 

 Arrival of new Principal, assistant Principal, head of department,  

 clerical administrator, teacher etc 

 Introduction of new working policy, decision (please specify)____________________ 

 Physical location/isolation of room or office 

 Parental input, such as a letter of compliant 

 Students undermining the teacher in class or playground 

 Timetabling 

 Staff meeting, power play 

 Email, jokes, rumours, innuendo 

 

9. What form/s did the bullying, discrimination or harassment take? 

 Public humiliation 

 Physical assault 

 Being aggressively shouted at 

 Deliberately overloaded with work in order to set person up to fail 

 Unjustifiable discipline 

 Deliberate exclusion from any social gathering 

 Spreading rumours or malicious gossip 

 Constant insults 

 Telephone calls or emails 

 Being singled out for no apparent reason 

 Racial harassment 

 Other, please specify_________________________________ 
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10. If you experienced such behaviours as above, how did this affect you? 

 Anxiety 

 Depression 

 Loss of confidence in workplace skills/abilities 

 Other (please specify)________________________________________ 

 

11. Do you believe the DCEO Schools Policy, procedures and guidelines for the prevention and 

elimination of sexual harassment and bullying has been effectively implemented? 

 Yes 

 No 

 

12. Possible solutions you think would be effective in eliminating workplace bullying and harassment 

 Individuals being aware of their rights and responsibilities 

 Education of staff 

 Addressing specific issue/s that trigger the bullying behaviour etc 

 Total school climate/culture 

 Conflict resolution strategies 

 Other (please specify)_________________ 

 

13. Any other comments, feelings, observations or suggestions? 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________ 
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