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Workplace Behaviour Policy

Introduction

Vision Australia promotes a great place to work where we all contribute to 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. 
All workforce members (paid staff and volunteers), commit to the following behaviours while at work.

About this policy

This policy 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 

Values-based behaviours

Accountable

· We value honesty, integrity, credibility and respect for ourselves, each other, and the organisation.

· We take pride in all that we do, and seek out ways to innovate or improve our standards of quality and service.

· We promote a culture that celebrates the contributions and successes of others, and provide opportunities that encourage continued growth and development.

· We value clear, transparent, timely, accurate and respectful communication with both our internal and external stakeholders.

· We treat all people with dignity, and respect the value and diversity of our community

· We aim to create a workplace that provides equal opportunity that is free from discrimination.
· We aim to create a workplace that is free from bullying and harassment.
· We are committed to maintaining our own health and wellbeing, and ensuring a safe and healthy work environment for all.

· We are responsible for ensuring our actions and decisions are fair, ethical and just.

· We are mindful of, and manage conflicts of interests.

· We create and promote an environment that enables others to voice concerns with processes and actions that are not consistent with this Policy, and report such actions to relevant parties.

· We recognise and comply with all legal requirements and obligations, the standards required by external professional bodies and government agencies; and ensure our actions are consistent with their rules and regulations.

· We preserve confidentiality and privacy at all times.

Person Centredness

· We listen to the people we work with, seek to understand their needs and perspectives and act in ways that empower them to make choices.

· We provide systems, processes and services that are accessible to all so that our stakeholders can access resources when, where and how they need them.

· We have open discussions about staff and client needs to promote excellence in service delivery and to enable positive outcomes for all.

· We support the safety, participation, wellbeing and empowerment of children and adults accessing our services.

Collaboration

· We encourage positive collaboration to share information, promote a cooperative and positive workplace culture, improve productivity, ensure better and more informed decision making, promote continuous quality improvement and minimise disputes and disagreements.

Commercially Focused

Without losing focus on our mission:

· We ensure sustainability and growth through innovation and the use of best practice.
· We responsibly measure and evaluate objectives and outcomes.
· We exercise care, integrity and responsibility in our use of Vision Australia resources and property.
Agile

· We foster and support innovation and promote a culture of continuous improvement.

· We are adaptable and flexible, and respond promptly to opportunities relevant to Vision Australia and its community, in order to have a positive impact in all that we do.

Zero tolerance for inappropriate behaviour
As an organisation, we have zero tolerance for all forms of inappropriate behaviour. 
Inappropriate behaviour includes discrimination, bullying, harassment, victimisation, occupational violence, abuse, exploitation and neglect. 

To ensure there is no room for doubt, we outline exactly what is meant by each of these behaviours. 
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 someone because of a personal characteristic 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.

Employees and prospective employees have the right to be free from discrimination based on protected attributes.
The protected attributes under the Fair Work Act are:

· race

· colour

· sex

· sexual orientation

· age

· physical or mental disability

· marital status

· family or carer's responsibilities

· pregnancy

· religion

· political opinion

· national extraction

· social origin.

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. This means 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.

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.

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 and are considered to be reasonable management action;

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

· expressing differences of opinion in an appropriate manner. 

Victimisation

Victimisation includes 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.
Any complaint of victimisation will be treated serious, investigated, and appropriate action taken.  
Occupational Violence

Occupational violence occurs when 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, clothing or equipment worn by another person, where that application creates a risk to health and safety. This does not include accidental or unintended contact. 

Where to get help and advice
We have one clear message – if you see something you think is wrong, share it to your manager immediately. 

If you do not wish to share it with your manager, consider discussing with your People and Culture Business Partner.

Other options are discussing with a Contact Officer (details can be found on the Contact Officers page on the Hub), or reporting it to the Vision Australia Complaints team if it is in relation to a client – please email complaints@visionaustralia.org. 

If you don’t feel comfortable discussing the matters internally, you can report unacceptable, unethical or illegal activities by contacting Fair Call, operated through KPMG, on 1800 500 965 or https://www.kpmgfaircall.kpmg.com.au/VisionAustralia. Fair Call is an external, independently monitored and dedicated service for anonymous reporting of concerns. 
The Workforce Assistance Program (WAP) is also available to access. WAP offers support and counselling for a broad range of personal and work-related issues. You can access the WAP by calling Life Street on 1300 050 205.
Related documents

Abuse: Responding to Cases of Suspected or Actual Abuse, Neglect, Discrimination, Violence or Exploitation of Clients and Carers Policy and Procedure
Child Safe Policy and Guiding Procedure
Disclosure and Management of Interests Policy
Diversity Policy
Social Media Policy
Whistle-blower Policy (Protected Disclosure)
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