
ATC Work Smart 
Bullying / Harassment Policy 

   

Policy Statement 

 
ATC Work smart will take all reasonable steps to ensure employees (employees 
include trainees and apprentices for the purposes of this document) and staff is able 
to train and work in an environment free from harassment and/or bullying.  Whilst 
there may be subtle differences between the definition of harassment and the 
definition of bullying, for the purpose of the remainder of this policy the term 
harassment will cover both. 

 

Policy Objectives 

 

 To provide an effective and specific policy framework for ensuring an 
environment free from harassment for employees, staff and other members of 
it community and visitors. 

 To provide assistance to both staff and students in the definition of 
harassment. 

 To increase awareness in ATC Work Smart ethical concerns in interpersonal 
relationships and the rights of individuals to freedom from harassment. 

 To meet Legislative Obligations 
 

Legislation 

 

 Equal Opportunity Act 1984 (WA) 

 Racial Discrimination Act 1975 

 Racial Hatred Act 1995 

 Sex Discrimination Act 1994 

 Occupational Health and Safety Act 1984 

 Disability and Discrimination Act 1992 
 

Definition of Terms 

 
Harassment consists of unwelcome, offensive, abusive, belittling or threatening 

behaviour directed at employees or staff which can include physical or psychological 

behaviours.  It is more commonly based on some real or perceived difference such as 

sex, race or disability and which may lead to the person harassed being offended, 

humiliated, intimidated or disadvantaged. Harassment of employees or staff is 

against ATC Work Smart policy.  Certain forms of harassment may also be unlawful 

under both State and Commonwealth legislation. 

Harassment can be action (s) against a group or an individual by a group or 
individual.  It may occur among peers, or between people in subordinate roles.  
Harassment should not be confused with legitimate comments or advice that may 
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include criticism of work, workplace behaviour or feedback on students or staff work 
or performance. 
 
Victimisation – threatening or subjecting a person to any detriment on the ground 
that the person has made a complaint, or proposes to make a complaint under this 
policy or related legislation. 
 

Implementation of Policy 

 

The Chief Executive Officer is responsible for ensuring that harassment does 
not take place at ATC Work Smart. 
 
ATC Work Smart Management does not have the right to intervene in 
personal relationships.  It does however have a proper concern where 
harassment: 
 

 Creates an intimidating, hostile or offensive work and training 
environment; 

 Adversely affects an individual’s performance in work or training; 
 Adversely affects an individual’s employment, promotion or prospects; 

 Results in resignation, unfair dismissal or withdrawal from training; 

 Reflects on the integrity and standing of ATC Work Smart. 
 
As well as prohibiting the direct harassment of one individual by another in the 
areas of sexual, racial and disability harassment, the Disability Discrimination Act 
1992, Equal Opportunity Act 1984 and Sex Discrimination Act 1984, state that any 
person who causes, instructs, induces, aids or permits another person to engage in 
harassment shall be deemed to have done the action also, and shall be penalised 
accordingly. 
 
ATC Work Smart is committed to taking all action necessary to prevent, and where 
reported, resolve incidents of harassment. 
 
A grievance resolution procedure is in place as a means of resolving complaints at 
both an informal and formal level. 
 
It is the responsibility of all staff and employees to ensure that proper standards of 
conduct are upheld.  ATC Work Smart staff in supervisory positions have a 
responsibility to ensure that ATC Work Smart is free from harassment. 
 
Failure by ATC Work Smart to deal seriously with complaints or harassment, or take 
prompt, effective action, or remedial action, to deal with complaints can be seen as 
condoning or tolerating such behaviour.  If Managers or Supervisors directly observe 
harassment taking place, they should address the matter as a management issue. 
 
Staff or employees who become aware of harassment are encouraged to report it to 
their supervisor. 
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Confidentiality is paramount when dealing with harassment.  Confidentiality 
guidelines should be adhered to, to minimise the risk of any legal action resulting 
from breach of confidentiality. 
 
Complaints alleged to have been committed shall be lodged with ATC Work Smart 
Chief Executive Officer within 12 months after the date on which the contravention 
of this policy is alleged to have occurred Notwithstanding, ATC Work Smart on 
good cause being shown, may accept a complaint which is lodged later than 12 
months. 
 
Where at any stage of an investigation, ATC Work Smart is satisfied that a complaint 
is frivolous, vexatious, misconceived, lacks in substance or relates to an act that is not 
unlawful by reason of a provision contained in legislation nor in breach of this policy 
ATC Work Smart may, by notice in writing addressed to the complainant, dismiss 
the complaint. 
 

Management and Supervisor Responsibilities 

 

Management and supervisors must; 

 Ensure their own conduct is above reproach and that they are aware of the 

conduct of others under their responsibility. 

 Communicate this policy to staff and employees 

 Encourage and facilitate learning activities designed to identify and eliminate 

harassment 

 Deal promptly and confidentially with harassment complaints 

 Ensure that complainants are not victimised 

 Ensure that once a complaint has been resolved the behaviour is not repeated. 

 
 

Reporting 

 

The Chief Executive officer will include statistics on the number and types of 

written complaints and the outcome of each complaint in Management 

Reports to the Board of Management 

Record Keeping 

 

ATC Work Smart shall take all necessary steps to ensure the confidentiality of 

any grievance.  Internal exposure will be limited to staff requiring access for 

official purposes. 

Details of allegations and investigatory notes will be kept in confidential files, 

separate from the complainants or respondent’s personal files, and located in 

the Chief Executive’s Office. 

The Board of Management shall keep all written complaints to, and records of 

action by the Board of Management for a period of 7 years. 
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Legislation Descriptions - in Brief. 
 
 Sexual Harassment -  is an unwelcome sexual advance, unwelcome request for 
sexual favour or other unwelcome conduct of a sexual nature which makes a person 
feel offended, humiliated and/or intimidated, where a reasonable person would 
anticipate that reaction in the circumstances. 
 
The Sex Discrimination Act 1984 defines the nature and circumstances in which 
sexual harassment is unlawful.  It is also unlawful for a person to be victimised for 
making, or proposing to make, a complaint of sexual harassment to the Human 
Rights and Equal Opportunity Commission. 
 
Racial Discrimination – occurs when a person is treated less favourable, or not given 
the same opportunities, as others in a similar situation, because of their race, the 
country where they were born, their ethnic origin or their skin colour. 
 
The Racial Discrimination Act 1975 makes it unlawful to discriminate against a 
person because of his or her race, colour, descent, national origin or ethnic origin, or 
immigrant status. 
 
The Disability Discrimination Act 1992 prohibits discrimination against people 
with disabilities in employment, education, publicly-available premises, provision of 
goods and services, accommodation, clubs and associations.  Discrimination is 
defined to include failing to make reasonable adjustments for the person. 
 
 
 
 

This policy is accompanied by guidance procedures and further supportive 

information for staff members.  Please refer to: 

Grievance and Dispute Resolution Procedures  

Bullying in the Workplace Guidelines – ISO Tracker OSH 03003 

Bullying Report Investigation Form ISO Tracker Doc OSH-03002 
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