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Accountability

Teamwork Commitment
Respect Fairness (equity)
Openness Honesty

Integrity
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Key terms and definitions that are used in this pol
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What to do if you experience discriminatory behavio ur
or sexual, emotional or physical harassment?
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EEOQO, Anti-Discrimination & Harassment Complaint For m

This form is designed to assist in the process of capturing and reporting the details of a complaint in relation to a
breach of the EEO, Anti-Discrimination and Harassment Policy & Procedures.

Details of Person completing the Form:

Name

Position Title

and Location:

Relationship to Complainant (If completing report of behalf of complainant):

Contact details: | Work Phone: Email:
Mobile: Fax:
Address if
applicable:
Complainant details
Name Position Title
and Location:
Contact details: | Work Phone: Email:
Mobile: Fax:
Address if
applicable:
Type of Complaint: Discrimination | [ Harassment |
Nature of
Complaint:
Details of the person who is the alleged offender
Name Position Title

and Location:

Contact details: | Work Phone: Email:
Mobile: Fax:
Address if
applicable:

Details of Complainant's immediate manager ! ! !

Name Position Title

and Location:

Contact details: | Work Phone: Email:
Mobile: Fax:

Provide a brief summary describing the unwanted behaviour.

#o" $

Name: Signature Date
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Complaint Process for alleged breaches of the EEQ, Anti-
Discrimination & Harassment Palicy

. It
An employee believas they have been subject

o aclions or words that may be discriminatory
|_or that constitute harassment
I

Step 1. Informal Process. If the emploves is
comfortable dealirg directly with the person who
is aztng in a discriminatory or harassing way.
They should approach the person immediately &
directly, explain that the behaviour is unwanted
& ask forit to stop.

Step 2. Act upon the complaint immediately.
Seek assistance from either:

« Immediata suparvisor [ manager

« HROD Manager or Manager Staff Suppart
Services

Does
the hehavinur

stop? Yes

Na furthar action required,
complaint not formally reg slered

Mo

-
[

Step 3. Formal Process. |s lo be ‘ollowed
where an amicable result carnot be achieved.

Step 4. Employee lodges a formal comglaint
with the Manager of SSE Branch.

Step 5. An Invastigation is undertaken by or in

consultation with the Manager 555 or others as
appropriste.

Employee conficentiality is guaranteed. Whera
required, permission must be sought from the
complainant to speak with the alleged offender

Step 6. Outcome of the irvestigation is
presented to the NDoE Disciplinary Committee,
Meeting and action laken within 14 Days

Step 7. NDoE Disciplinary Committee follows
the prozess for minar, serious or criminal
offences as detailed at appendix 1 and 2 in this
policy.

investigation shall:

» Clarify details, abtain alf
necessary informaticn

sDiscuss the complaint with the
accused person

sDetermine if behaviour
consttuted discrimination or
harassment

=Explain rights tc complainant
explain rights including lodging of
a formal complaint

*Case presaented to NDoF
Disciplinary Committee and
determination taken with advice to
the employee within 14 days
sResponse within 7 days __—

L

Step 8, The outcome is communicate tc all

Once reported to the NDoE
Disciplinary Committee the process
lo be lollowed is referenced af
‘Disciplinary Procedurss for Public
Service Employees DoE (October
2007)" Flowcharts A&B)

parties,
|

Step 9. The investigation fle closed by SSS.
Complainant advised ol the cutcome and offered
counseling where apgropriate

— —
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Glossary and acronyms
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