Workplace Bullying Prevention Policy and Resolution Procedure
Last updated: 23 November 2009

Policy assigned to: Director, Human Resources

Overview
This policy has been formulated to provide a clear statement of the University’s expectations of its
staff and affiliates in respect of conduct that may constitute workplace bullying.
Staff and affiliates with concerns or complaints about workplace bullying and their Supervisors
are encouraged to use the Resolution Procedure in this policy.

Scope
This policy applies to all staff and affiliates of the University, and it applies to issues that arise
whether work is being performed on campus or at other locations.

References
This policy should be read in conjunction with the:
•
•
•
•
•

Code of Conduct - Staff and Affiliates;
University of Sydney (Delegations of Authority - Administrative Functions) Rule 2010 ;
Harassment and Discrimination Prevention Policy and Resolution Procedure;
Occupational Health & Safety Policy; and
The University of Sydney Enterprise Agreement

Policy
The University of Sydney is committed to providing a workplace that is free from bullying.
All staff and affiliates have a right to work in an environment free from bullying, and to be treated
with dignity and respect.
All staff and affiliates have a responsibility to ensure they do not promote or engage in bullying.
All managers and supervisors are responsible for actively intervening to prevent and stop bullying
behaviour that is occurring in their workplaces, whether or not a complaint is received.
All staff and affiliates have a right to use the Resolution Procedure in this policy if they believe
they have experienced bullying.
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A breach of this policy may result in disciplinary action. Victimisation of, or detrimental action
towards, any person who raises a complaint of bullying in accordance with this policy will be
treated seriously, and may result in disciplinary action. Any intentional misuse of this policy,
including by knowingly making a false allegation of bullying, will be treated seriously and may
result in disciplinary action.

Guidelines
Definitions
Affiliate means a clinical title holder, an adjunct, conjoint or honorary appointee, a consultant or
contractor to the University, an office holder in a University entity, a member of any University
Committee and any other person appointed or engaged by the University to perform duties or
functions on its behalf.
Case Management Group means the case management specialist staff within HR who assist
managers and supervisors to resolve workplace issues in accordance with the Enterprise
Agreement and University policies and procedures.
Enterprise Agreement means the University of Sydney Enterprise Agreement 2009-2012 or any
replacement agreement
Policy means a University policy as introduced, altered or replaced by the University from time to
time.
Staff or Staff Member means an employee of the University, including a casual employee.
Supervisor or Manager means:
(a)

in the case of a staff member, the person nominated by the University from time to time
as the staff member’s supervisor;

(b)

in the case of a clinical title holder, an adjunct, conjoint and honorary appointee, the Dean
of the relevant Faculty;

(c)

in the case of a consultant or contractor to the University, the University officer nominated
as the relevant contact officer in relation to their engagement;

(d)

in the case of an office holder in a University Entity or a member of any University
Committee, the Chair of the relevant Entity or Committee;

(e)

in the case of any other affiliate, the University officer nominated as the relevant contact
officer in relation to the person’s engagement.

SydneyPeople means the University of Sydney Human Resources group.

What is Bullying?
Bullying may be described as repeated and unreasonable behaviour directed towards a person,
or a group of people, that creates a risk to health, safety and well-being. Bullying hampers
productivity by creating dysfunction and damaging morale within work environments. It includes
behaviour (generally a pattern of behaviour) that intimidates, offends, degrades or humiliates
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another person, including by electronic means such as email, notice boards, blogs and social
networking websites. Examples of behaviours that may amount to bullying include:
•

intimidation;

•

verbal abuse or threats, including yelling, screaming or offensive language;

•

excluding or isolating people from workplace activities;

•

assigning impossible tasks, meaningless tasks unrelated to the job, or giving someone
the majority of unpleasant tasks;

•

undermining responsibility;

•

deliberately changing work rosters to inconvenience particular staff members;

•

withholding information essential to do a task properly;

•

copying emails that are critical about someone to others who do not need to know;

•

making threats or comments about job security without foundation;

•

spreading malicious rumours;

•

cyber bullying

•

physical abuse
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For example: A staff member alleges ongoing bullying by their immediate supervisor. They report
that the supervisor openly criticises their work in meetings in a disparaging manner and
sabotages their efforts to undertake their job by either not informing them of important meetings
or withholding relevant information. The supervisor however also takes credit when it suits them
for the staff member’s work.
The following behaviours do not constitute bullying:
•

reasonable management practices, including performance management and disciplinary
procedures;

•

a direction to carry out reasonable duties and instructions;

•

a direction to comply with University rules, resolutions and policies.

Procedures

1. Resolution Procedure
Staff Member
As far as possible staff should attempt to resolve issues of workplace bullying at the local level,
either by:
1

Physical abuse and/or assault are also illegal under criminal law and should be reported to the
University’s Security Services and/or the police.
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•

directly approaching the person (either on their own or with another person as a support
person) they believe is responsible for the bullying and telling him or her which behaviour
they consider unreasonable and unacceptable and asking them to stop and keeping a file
note of this action; or

•

where a staff member does not feel comfortable raising the matter directly either with the
person they believe is responsible for the bullying, by raising the matter with their
manager or supervisor; or

•

where the situation involves the manager or supervisor; by reporting the alleged bullying
behaviour to their supervisor’s supervisor.

Staff may seek advice and assistance from:
•

their HR Relationship Advisor: http://www.usyd.edu.au/sydneypeople/contact/index.shtml;

•

one of the University’s Harassment and Discrimination Support Officers whose details are
listed at: http://www.usyd.edu.au/eeo/harass_discrim/support_officers.shtml

or

Supervisor/Manager
If the supervisor/manager considers that the alleged behaviour may constitute bullying, he or she
should take immediate action to resolve the matter. The Case Management Group can be
contacted to provide assistance to supervisors/managers in addressing the alleged bullying.
It is a supervisor/manager’s responsibility to address alleged bullying, whether or not the matter
has been raised formally. Where the person raising the matter wants their identity kept
confidential, the alleged bullying will still need to be addressed, and the manager or supervisor
should consult with the Case Management Group and discuss with the staff member raising the
concern, the way in which the matter will be handled by the University.
Where a supervisor/manager is unsure whether the alleged behaviour may constitute bullying, he
or she should contact the Case Management Group for advice.

A.

Preliminary Assessment, Referral and Resolution

The University of Sydney is committed to resolving workplace bullying concerns and complaints
quickly, sensitively, fairly, confidentially, and with a minimum of disruption while following the
principles of natural justice. “Natural justice” requires that the person against whom the allegation
is made is told what is alleged against them, and is given an opportunity to put their case in reply,
and that any decisions are made by an impartial decision-maker.
After receiving notice of a matter relating to workplace bullying, the supervisor/manager will:
1) obtain all relevant information from the person raising the matter, and his or her view
on what action could reasonably be taken to resolve it;
2) refer the person raising the matter and, where appropriate, the person or people who
the concern or complaint is about, to appropriate avenues of support and advice (eg
Employee Assistance Program);
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3) engage support and assistance from the Case Management Group and in
consultation with the Case Management Group decide:
a. whether it is appropriate to resolve the matter under this Resolution
Procedure; or
b. if it is not appropriate for any reason to attempt to resolve at the local level,
decide how the concern or complaint should be resolved
Discuss the reasons for the decision and the relevant process with the person who
raised the matter.
4) acknowledge receipt within 5 working days advising the complainant who is dealing
with the matter and briefly outlining steps to be taken to resolve the matter (noting the
person raising the matter does not have to put their concern or complaint in writing);
5) if in consultation with the Case Management Group it is decided that it is appropriate
to resolve the matter under this Resolution Procedure, put the relevant information
received from the person raising the matter to the person or people who the concern
or complaint is about, and ask that person or those people for their side of the story
and inform relevant parties of this action;
6) document actions and file documentation confidentially;
7) where appropriate, take steps to prevent the alleged bullying from continuing or
recurring;
8)

B.

monitor developments and resolution outcomes including any mediation or
facilitation process which may be recommended.

Matters not appropriate for handling under this Resolution Procedure

If the supervisor/manager, in consultation with the Case Management Group, believes that the
concern or complaint involves alleged conduct that, if proven, may constitute misconduct, the
supervisor/manager may refer the matter to the appropriate University misconduct process and
advise the person who raised the issue of proposed course of action. Refer to Section 3 below.
For example a staff member may allege bullying by their supervisor and a preliminary enquiry into
this matter reveals possible fraudulent behaviour, then that behaviour will need to be dealt with
separately.
Matters that relate to unlawful harassment or discrimination rather than bullying will be dealt with
under the Harassment and Discrimination Prevention Policy and Resolution Procedure.
The supervisor/manager, in consultation with the Case Management Group, may decline to refer
the matter for handling where:
•
•
•

the person who raised the concern or complaint, has provided insufficient detail or
evidence of the alleged bullying to enable the matter to be investigated;
the complaint is frivolous or vexatious;
the complaint relates to alleged conduct that occurred more than 12 months before
making the complaint and no further occurrence has happened in the ensuing 12 months.
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If the supervisor/manager in consultation with the Case Management Group decides not to
resolve the matter under this Resolution Procedure for any reason, including referral of the matter
to a misconduct or other University processes, the supervisor/manager will write to the person
who raised the matter, setting out the reasons.
C.

Confidentiality and Victimisation

The parties are required, at all stages of this Resolution Procedure, to maintain confidentiality in
relation to the concern or complaint. The parties must not disclose, by any form of
communication, either the fact or the substance of the matter to anyone other than an advocate,
representative or qualified counsellor.
A person must not victimise or otherwise subject another person to detrimental action as a
consequence of that person raising, providing information about, or otherwise being involved in
the resolution of a bullying concern or complaint.
Any breach of either the confidentiality or non-victimisation requirements will be treated seriously
by the University, and may result in disciplinary action. Any such breach will be referred for
investigation and handling in accordance with the relevant misconduct procedure.

2. Review
A staff member who is dissatisfied with the outcome of a bullying complaint may utilise the
“Review of Action” process in the Enterprise Agreement.

3. Misconduct
Where, after preliminary assessment, the supervisor/manager (in consultation with the Case
Management Group) believes that the alleged conduct may, if proven, constitute ‘misconduct’, the
supervisor/manager will:
•
•

in the case of staff, refer the matter for handling in accordance with the Enterprise
Agreement
in the case of affiliates, refer the matter for handling in accordance with relevant case
law.

4. External Assistance and Advice
The University will make every reasonable effort to resolve bullying concerns and complaints
internally.
However, if a person alleges that he or she has been bullied by a visitor or other person over
whom the University has no jurisdiction, the University may be required to refer the person raising
the concern or complaint to an external complaints procedure or to another agency.
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Administration

1. Background
This policy has been drafted by Human Resources in consultation with the Office of General
Counsel.
2. Management Responsibility
Director, Human Resources
3. Implementation Responsibility
Director, Human Resources
4. Dates
Approval (version 1)

23/11/2009

Effect

23/11/2009

Review
Approval (version 2)
Effect
5. Approval
Version 1

Dr Michael Spence

Version 2
6. Signatures
Approved by:
Name
Dr Michael Spence
Position
Vice-Chancellor and Principal
Date
23 November 2009
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