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Respect at Work and Anti-Discrimination Policy

Our commitment
(a) [bookmark: _Hlk164781388]Org Name (Meals on Wheels) is committed to providing a healthy and safe work environment, which supports and encourages the workforce to perform to their maximum potential by bringing their whole self to work in a conducive environment.  All Meals on Wheels workforce are required to treat others with dignity, courtesy and respect.  Meals on Wheels also has processes for communicating its expectations to its workforce (including those who are not employees, such as contractors).
(b) [bookmark: _Hlk164781432]Meals on Wheels is committed to taking all reasonable and proportionate measures to ensure its workforce do not engage in sex discrimination, sexual harassment and sex-based harassment, conduct that creates a hostile work environment on the ground of sex or victimisation.  Meals on Wheels will adopt a risk management approach in relation to discrimination and sexual harassment.  Meals on Wheels recognises that prevention of discrimination and sexual harassment requires the identification of risks and control of those risks.
(c) Sex discrimination, sexual harassment and sex-based harassment, conduct that creates a hostile workplace environment on the ground of sex and victimisation can have significant consequences on the physical and psychological wellbeing of an individual, violate a person's right to equality, non-discrimination and human dignity, as well as adversely impact the effective, harmonious and efficient operation of the workplace.  All Meals on Wheels workforce must familiarise themselves with their obligations under this policy.
(d) Meals on Wheels aims to:
(i) promote an appropriate standard of conduct at all times;
(ii) implement training and awareness raising strategies to ensure that all the workforce know their rights and responsibilities; and
(iii) provide an effective procedure for complaints based on the principles of natural justice.
(e) This policy aims to help the workforce better understand the law, Meals on Wheels’ expected behaviours and what to do if a workforce member experience or become aware of unacceptable behaviours in the workplace, including when the workforce are interacting with others or representing Meals on Wheels.
Scope
(a) This policy applies to all its workforce (including committee members, employees, potential employees, volunteers, and contractors working with Meals on Wheels (including employees of vendors). Meals on Wheels also expects the same standard of behaviour from its clients and visitors to its premises.  This Policy applies when the Meals on Wheels workforce are interacting with other individuals within the Meals on Wheels group.
(b) The types of behaviours described in this policy are unacceptable at all times, including:
(i) in the workplace during work hours, including in common areas such as vehicles, reception areas, corridors, kitchens, and bathrooms;
(ii) via technology, irrespective of whether work resources are used, including online social media platforms;
(iii) at work related locations including any client sites of Meals on Wheels, accommodation sites, public spaces where work is performed and international offices; and
(iv) beyond the workplace and outside normal working hours, for example a venue where Meals on Wheels has authorised the person’s attendance for the purpose of a work-related function, party or event.
Key Personnel Responsibilities
People in positions of responsibility such as Committee Members, General / Service Managers are expected to ensure that:
(a) workforce are treated fairly at all times;
(b) anyone who makes a complaint is not victimised in any way; and
(c) Meals on Wheels’ processes and systems are aligned with and promote diversity.
[bookmark: _Toc30563583][bookmark: _Toc31165719]Discrimination
Discrimination is unlawful and is not acceptable at Meals on Wheels. 
Direct discrimination
Direct discrimination occurs when an individual or group possessing particular personal characteristics or attributes is treated less favourably than an individual or group that does not possess that attribute or personal characteristic in the same circumstances.  Examples of direct discrimination include:
judging someone on their religious beliefs rather than their work performance;
using stereotypes or assumptions to guide decision-making about a person’s career;
undermining a person’s authority because of their age or racial or ethnic background;
denying promotion or training opportunities to a workforce member on the basis of family responsibilities;
restricting career opportunities or advancement because of sexual orientation;
allocating work tasks on the basis of sex or gender identity;
making offensive jokes or comments about another person’s disability or physical appearance; or
making offensive jokes, innuendos or slurs about another person based on their sexuality, gender identity or intersex status.
Indirect discrimination
Indirect discrimination may occur where a decision, policy, procedure, or practice that appears to treat everyone equally has the effect of disadvantaging individuals or groups with a particular attribute.
An example of indirect discrimination is where a manager routinely schedules team meetings for 8am each Monday, knowing that a workforce member has carer responsibilities in the mornings and cannot attend as a result, although other workforce members without those responsibilities can.
A further example is where a benefits policy, which provides spousal benefits to an employee’s husband or wife, but does not provide those same benefits for an employee with a same-sex partner.
[bookmark: _Ref101319734]Unlawful discrimination and vilification
For discrimination to be unlawful it must be based on one of the specific attributes prescribed in the Commonwealth and State anti-discrimination legislation, this includes:

	Race, colour, national or ethnic origin
	Sex
	Gender identity or sexual orientation or intersex status 
	Lawful sexual activity

	Trade union activity
	Age
	Religious belief or activity
	Impairment or disability

	Political belief or activity
	Pregnancy, breast feeding
	Family or carer responsibilities
	Parental or relationship status


Some examples of unlawful discrimination include (but are not limited to):
a workforce member is not invited to attend a workforce celebration, as workforce members believe their colleague’s religious belief prevents them from drinking and don’t want them to feel pressure to participate.  This is discrimination based on religious belief or race, national or ethnic origin;
a workforce member who identifies as female and her colleagues continually refer to her directly as ‘Sir’ and she repeatedly overhears comments from colleagues about herself using male pronouns such as ‘he’ and ‘him’.  The employee has politely asked colleagues to address her appropriately but most make no effort to use the correct pronouns.  This is discrimination based on gender identity; and
a workforce member is seeking to change roles and they were not given the opportunity to take on a new role, because of the workforce member’s age it was assumed they wouldn’t have the ability to learn new technical skills.  This is discrimination based on age.
Discrimination may also be unlawful if it is based on a person’s association with or relation to a person identified on the basis of one of the above attributes.
Sex discrimination
Sex discrimination is a particular type of discrimination defined under the Sex Discrimination Act 1984 (Cth), the Anti-Discrimination Act 1991 (Qld) and the Anti-Discrimination Act 1977 (NSW).  It is unlawful for an employer to discriminate against a person on the ground of the person’s sex, sexual orientation, gender identity, intersex status, marital or relationship status, pregnancy or potential pregnancy, breastfeeding or family responsibilities.  Unlawful sex discrimination occurs when a person or group of people are treated less favourably, unfairly or unequally or are disadvantaged on the grounds identified above.
Examples of unlawful sex discrimination include, but are not limited to:
not giving a female employee a promotion because she might have children;
terminating someone’s employment because of their sexual orientation; or
excluding someone of a particular gender identity from work social activities.
Meals on Wheels has a legal responsibility to eliminate sex discrimination as far as possible, and can be liable for the conduct of its workforce.  Workforce can also breach these laws by their actions. 
What is sexual harassment
(a) Sexual harassment is defined as any unwanted sexual advances, unwelcome requests for sexual favours, or other unwelcome behaviour of a sexual nature, where a reasonable person, having regard to all the circumstances, would have anticipated the possibility that the person experiencing the behaviour would be offended, humiliated or intimidated.
(b) Sexual harassment can involve spoken or written material, images, digital material or a physical act.  Unlawful sexual harassment does not need to be repeated or consist of continuing acts to be against the law.
(c) Sexual harassment can arise when a person:
(i) subjects another to an unsolicited act of physical intimacy (e.g. patting, pinching or touching in a sexual way or unnecessary familiarity such as deliberately brushing against a person);
(ii) makes an unsolicited demand or request (whether directly or by implication) for sexual favours from the other person (e.g. sexual propositions);
(iii) makes a remark with sexual connotations relating to the other person (e.g. unwelcome or inappropriate remarks or insinuations about a person’s sex, gender identity, sexual orientation, gender expression, intersex status, relationship status or private life or suggestive comments about a person’s appearance or body); or
(iv) engages in any other unwelcome conduct of a sexual nature in relation to the other person (e.g. offensive telephone calls, emails or indecent exposure),
and the person engaging in the conduct does so in circumstances where a reasonable person would have anticipated the possibility that the other person would be offended, humiliated or intimidated by the conduct, regardless of the person’s intention.
(d) Other examples of conduct which may amount to sexual harassment include:
(i) kissing or overt sexual conduct;
(ii) sexually explicit conversations or references to sexual activity or sexual orientation;
(iii) intrusive questions of a sexual nature;
(iv) proposals of marriage or declarations of love, suggestive or over familiar emails or text messages;
(v) innuendos or crude jokes; and
(vi) displaying offensive material in the workplace.
(e) Sexual harassment is unlawful and will not be tolerated at Meals on Wheels.  Meals on Wheels has a legal responsibility to eliminate sexual harassment as far as possible, and can be liable for the conduct of its workforce.
What is sex-based harassment
(a) Sex-based harassment is defined as any unwelcome conduct of a demeaning nature in relation to another person by reason of that person’s sex or a characteristic that generally appertains to or is imputed to someone of that person’s sex, where a reasonable person, having regard to all the circumstances, would have anticipated the possibility that the person experiencing the behaviour would be offended, humiliated or intimidated.
(b) Examples of sex-based harassment include, but are not limited to:
(i) asking intrusive questions based on a person’s sex;
(ii) displaying images or materials that are sexist, misogynistic, or misandrist;
(iii) verbally abusing or insulting someone on the basis of their sex; or
(iv) making inappropriate comments and jokes to a person based on their sex.
(c) Sex-based harassment is unlawful and will not be tolerated at Meals on Wheels.  Meals on Wheels has a legal responsibility to eliminate sex-based harassment as far as possible, and can be liable for the conduct of its workforce.
Hostile workplace environments
(a) A person subjects another person to a workplace environment that is hostile on the ground of sex if a person engages in conduct in a workplace where the victim works and a reasonable person would anticipate the possibility that such conduct would result in the workplace environment being offensive, intimidating, or humiliating to a person of the sex of the other person by reason of:
(i) the sex of the person; 
(ii) a characteristic that appertains generally to persons of the same sex as the person; or
(iii) a characteristic that is generally imputed to persons of the same sex as the person.
(b) Examples of conduct that may create a hostile workplace include but are not limited to:
(i) displaying obscene or pornographic materials;
(ii) general sexual banter or innuendo (even where they are not necessarily directed at a particular individual); and
(iii) crude jokes or comments, including via electronic methods of communication (such as SMS and social media).
(c) Conduct that creates a hostile workplace environment on the ground of sex is unlawful and will not be tolerated at Meals on Wheels.  Meals on Wheels has a legal responsibility to eliminate such conduct as far as possible, and can be liable for the conduct of its workforce.
Victimisation
(a) Victimisation is the term used to describe the unfavourable treatment of an individual or subjecting them to some form of detriment because the individual has:
(i) made a complaint of harassment, either internally or with any anti-discrimination agency;
(ii) testified or assisted in a proceeding involving harassment;
(iii) opposed sexual or other unlawful harassment by making a verbal or informal complaint to management, or by reporting harassment to a manager;
(iv) reported that another employee has been harassed; or
(v) encouraged a fellow employee to report harassment.
(b) Victimisation can be any action that could discourage a workforce member from coming forward to make or support a harassment claim.  The action need not be job-related or occur in the workplace to constitute victimisation (e.g. threats of physical violence outside of work hours).
(c) Depending on the circumstances, victimisation due to a person making a complaint may include:
(i) an employee being moved to a position with lesser responsibilities or remuneration while their report of sex-based harassment is being considered;
(ii) a witness in an investigation being threatened with disciplinary action should they continue to participate in the investigation process;
(iii) bullying or intimidating a witness who has indicated an intention to make a report in respect of witnessing the conduct; or
(iv) an employee being denied the opportunity of a promotion after reporting sexual harassment against their supervisor.
(d) Victimisation is unlawful and prohibited at Meals on Wheels.  Meals on Wheels has a legal responsibility to eliminate such conduct as far as possible, and can be liable for the conduct of its workforce.
Risk management
(a) Meals on Wheels understands that harassment, sexual harassment, sex-based harassment, discrimination, or hostile workplaces have underlying causes or drivers such as:
(i) power imbalances;
(ii) gender inequality (including rigid gender roles, community attitudes and societal norms);
(iii) intersecting forms of discrimination and exclusion (such as discrimination against someone because they are female and LGBTQIA+ or male and an Aboriginal or Torres Strait Islander person, which places someone at greater risk of experiencing unacceptable conduct);
(iv) lack of accountability; and
(v) workplace and industry factors (such as a lack of diversity or unclear and inconsistent standards of behaviour).
(b) Meals on Wheels is committed to addressing these underlying reasons and drivers and taking positive and proactive steps towards ensuring an inclusive and respectful workplace for all.
(c) Meals on Wheels recognises that relevant unlawful conduct is an equality risk and a health and safety risk.  Meals on Wheels has processes in place to regularly identify and assess the risk of relevant unlawful conduct occurring (including the impact that it might have on the health and safety of those affected).
(d) Relevant unlawful conduct may occur where a work environment or culture is sexually hostile, as referred to above, even if the conduct is not directed at a particular person.
(e) Examples of relevant risk factors which we may consider include:
(i) gender composition of the workplace;
(ii) isolated or poorly lit areas in the workplace;
(iii) travel and overnight stay requirements; and
(iv) whether alcohol is served and workforce are encouraged to socialise outside of work hours.

(f) This document, along other relevant documents and systems forms Meals on Wheels’ prevention plan for the purposes of the Work Health and Safety Regulation 2011 (Qld). 
Reports and complaints
(a) Meals on Wheels seeks to support workforce members who are exposed to unacceptable conduct under this policy to report any incidents, thereby allowing Meals on Wheels to address the conduct and seek to prevent further incidents from occurring.  Meals on Wheels will adopt a policy of ‘no wrong door’ meaning they will undertake to address issues raised, whether or not the formal processes were used.
(b) A report or complaint is the term used to describe the event in which a person communicates, verbally or in writing, their concern or dissatisfaction with the behaviour of a workforce member or a third party (e.g. a client).
(c) A report or complaint may be made as a result of the person’s experience with, or witness of, any form of discrimination, workplace harassment or sexual harassment.
(d) All reports and complaints are treated in a sensitive and confidential manner.
(e) [bookmark: _Ref130829304]Meals on Wheels adopts a person-centred and trauma-informed approach.  This means that anyone named in a report, regardless of their role in the report, are to be:
(i) treated with sensitivity, fairness, empathy, dignity and respect;
(ii) provided with support through the reporting and any investigation process; and
(iii) provided with timely information about the report (as appropriate).
(f) Reports may be handled either informally or formally.  The workforce member may also (where appropriate) self manage the situation by telling the person the conduct is unwelcome and unacceptable, and asking them to stop the conduct.  Self management may not be appropriate if it puts a workforce member at risk, or if the problem is with a group, rather than one individual.
(g) If this action does not stop the unwelcome conduct or if workforce members do not want to confront the individual and, in all cases of perceived unlawful discrimination or victimisation, the workforce member should report the conduct as soon as possible to any of the following individuals:
(i) to their direct manager; or	
(ii) other key personnel of Meals on Wheels.  
(h) Other persons in Meals on Wheels’ workplaces, such as clients and visitors, can report sex discrimination, sexual or sex-based harassment or conduct that creates a hostile workplace environment on the ground of sex and victimisation to Meals on Wheels.
(i) Meals on Wheels acknowledges the process of reporting can be difficult, and for some people, traumatic.  In the event the individual engaging in the perceived violation or retaliation is the General Manager / Service Manager, then the reports should be made to a member of the Committee. Where it involves a member of the Committee, the reports should be made to another member of the Committee or Meals on Wheels Queensland.
(j) Where appropriate, all reports will be investigated.  Confidentiality will be maintained to the extent consistent with adequate investigation and appropriate corrective action.
Support
(a) Workforce who experience or witness any instances of harassment, sexual harassment, sex-based harassment, discrimination, or a hostile workplace environment are encouraged to contact the Employee Assistance Service, Today’s Psychology on 07 3205 4881. If the issue is an emergency, please call 000 for appropriate assistance.
(b) Workforce may also wish to seek support from:
(i) the workforce member’s trusted health professional or general practitioner;
(ii) a counsellor;
(iii) a union representative; or
(iv) where criminal conduct such as sexual assault has occurred, the police.
(c) Additional support and assistance may be available through the workforce member’s manager.
Consequences of breach
Conduct described under this policy is:
(a) a known risk to the health and safety of the workforce and other persons at work and in the workplace, and perpetrators may be subject to enforcement activity, including prosecution, by a Work Health and Safety regulator;
(b) unlawful under Australian Federal and Queensland discrimination laws:
(i) perpetrators may be subject to civil proceedings and remedies, including orders by a court to pay the person harassed damages or compensation for their loss and hurt;
(ii) observers and other individuals may be liable for unlawful conduct engaged in by others if they cause, instruct, induce, aid or permit the other person to engage in the conduct; and
(iii) Meals on Wheels may be liable where it has failed to take reasonable steps to prevent relevant persons from engaging in unlawful conduct;
(c) not tolerated by Meals on Wheels and perpetrators or persons involved in perpetrating or allowing such conduct at work or in Meals on Wheels’ workplace will, having regard to the nature of the perpetrator's working arrangement with Meals on Wheels or status as a customer or visitor at a Meals on Wheels’ workplace, be subject to:
(i) disciplinary consequences, up to and including termination of employment;
(ii) sanctions, including termination of their engagement with Meals on Wheels; or
(iii) removal or exclusion from Meals on Wheels’ workplaces.
Appropriate action
(a) Meals on Wheels aims to create an environment where reports of unreasonable and unwelcome workplace conduct can be addressed and resolved internally.  Meals on Wheels welcomes feedback on this policy.  However, Meals on Wheels recognises that, depending on the circumstances, the workforce may choose to report unreasonable and unwelcome workplace conduct to an external organisation.  Details of organisations that may deal with reports of unreasonable and unwelcome workplace conduct are set out below:

	Queensland Human Rights Commission 
Email:  enquiries@qhrc.qld.gov.au
Phone: 1300 130 670
	Australian Human Rights Commission
Email: infoservice@humanrights.gov.au
National Phone: 1300 656 419


(b) Meals on Wheels will review and update this policy as appropriate.

Authorisation

____________________________
Position
ORG NAME 

Date: ______ / _______ / ____
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