[image: image1.wmf] 

[image: image2.jpg]State Government Department of

\"4leife]g 5] Education & Training




[image: image3.wmf] 

 1






Guidance Note for the Prevention of Bullying and Violence in the Workplace 

A Guidance Note for the Prevention of Bullying and Violence in the Workplace has been published by the Victorian WorkCover Authority.  It supports the objectives of the Occupational Health and Safety Act 1985 by providing practical guidance on how to eliminate or reduce the risks of workplace bullying and occupational violence.  The Guidance Note aims to cover typical hazards involved in situations of bullying or occupational violence.

The proposed Guidance Note can be viewed on the Victorian WorkCover Authority website at http://www.workcover.vic.gov.au/dir090/vwa/publica.nsf/Site+Search/4358646FBA071B82CA256CD40011DD09 

For reporting bullying complaints

To report a bullying complaint, speak to your principal or manager.  If you complain concerns your principal or manager, contact your regional office or your manager once removed.  

For information on Department initiatives on conflict prevention and management, contact Sylvie Leber, Employee Health Branch on 
9637 2385.

New Subscribers 
This newsletter is being sent to Management Reps and staff Health & Safety Reps (HSRs) in schools and other DE&T workplaces who have subscribed.

Do you know anyone who should subscribe? Instructions on how to join the list is in Circular 164 -2001 on the intranet page:  http://www.eduweb.vic.gov.au/edulibrary/schools/Official Memoranda Circulars and Notices/Departmental Circulars/2001/
When an Inspector calls
From time to time, schools will be visited by an inspector form WorkSafe Victoria.  This could occur as part of a planned inspection program being conducted by the VWA Education team, a spot check, following a serious incident or as a result of a complaint lodged with the VWA (see attached Circular 315/2002).
When non-compliance with health and safety legislation is detected during a school visit, a WorkSafe Victoria inspector can:

· issue an improvement notice, a prohibition notice or written direction; and 

· gather evidence for possible prosecution. 

If you receive a notice

The Employee Health Branch is required to report annually on the numbers of notices issued to schools and DE&T workplaces.  If you receive a notice please fax it into Kay McVey on 9637 2300 (see attached Circular 413/2000).
If you require assistance in meeting the notice requirements please ring Kay McVey on 9637 2441 or Noel Arnold and Associates on 9890 8811.  

Complaints against Inspectors
In relation to complaints against an inspector’s conduct, a phone call or letter with details of the complaint should be sent to the Acting Field Operations Manager (Eren Moustafa), Public Sector &Community Services  Industry Program, WorkSafe Victoria, Level 23, 222 Exhibition St, Melbourne 3000 (ph: 0422 009 659).  The complaint will then be forwarded to VWA’s Compliance Co-ordination Branch for investigation.  

The bottom of all field reports also provides details on how to provide feedback/make complaints.

For more information see WorkSafe Victorian Inspectors booklet 

http://www.workcover.vic.gov.au/vwa/publica.nsf/InterPubDocsA/614E6A02477DB7FE4A256BDA00279078/$File/WorkSafe_Inspectors.pdf (PDF, 318K)
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EDITORIAL


This issue is dedicated to the prevention of bullying and violence at work. The Department is aware of bullying issues and the Employee Health Branch is coordinating a Workplace Conflict Committee to develop policies, procedures and guidelines relating to bullying and occupational violence as well as other conflict issues. 


Also included in this edition is information relating to WorkSafe Inspector visits.





WHAT IS BULLYING


Workplace bullying is repeated, unreasonable behaviour directed toward an employee, or group of employees, that creates a risk to health and safety.


The following types of behaviour, where repeated or occurring as part of a pattern of behaviour, could be considered bullying:


Verbal abuse or intimidation


Excluding or isolating employees


Psychological harassment


Assigning meaningless tasks unrelated to the job


Giving employees impossible assignments


Deliberately changing work rosters to inconvenience particular employees


Deliberately withholding information that is vital for effective work performance





This list is not exhaustive.  Other types of behaviour may also constitute bullying.  NB:  an employee may be a manager or supervisor.


� HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/section_1.pdf" �Health, Safety and Wellbeing: Prevention of Bullying in the Workplace Kit��


From the Northern Metropolitan Regional Office


The Northern Metropolitan Region has produced this kit to assist schools to review their management approaches and processes. It is presented in Adobe Acrobat format and to save any part of this presentation to your PC, use the right mouse button and select 'Save as' from the drop down menu. As well as the � HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/complete_policy.pdf" �complete document�, you can download the individual sections from the following:


Section 2. Health, safety and wellbeing policy, Department of Education and Training, October 2003 (� HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/section_2.pdf" �Adobe Acrobat document, read only�) 


Section 3. A � HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/section_3_policy_presentation.ppt" �PowerPoint presentation� of the Health, safety and wellbeing policy. This presentation could be used at a staff meeting or to inform the school council. .  


Section 4. General information about � HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/section_4_policy_development_processes.pdf" �developing a policy� . 


Section 5. Examples of  � HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/Section_5_sample_policies.pdf" �four sample policies�. If you wish to use one of the examples as a template, please download the � HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/Section_5_sample_policies.rtf" �Rich Text Format file�, which you can edit to suit your needs. 


Section 6. Some � HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/section_6_resources.pdf" �useful resources�. 


Autorun CD. Create a new folder called 'bullying_cd' and � HYPERLINK "http://www.nmr.vic.edu.au/Library/bullying/prevention_of_bullying_KIT.zip" �download the zip file �to it. Unzip the downloaded file and copy ALL files to your CD using your CD burning software.





























 





USEFUL WEBSITES:


Victorian WorkCover Authority Guidance Note – Workplace Bullying and Occupational Violence can be found at:


� HYPERLINK "http://www.workcover.vic.gov.au/vwa/home.nsf/pages/b&v_intro" ��www.workcover.vic.gov.au/vwa/home.nsf/pages/b&v_intro� 





More information on bullying can be found at:


� HYPERLINK "http://www.eduweb.vic.gov.au/bullying/policy/index.htm" ��www.eduweb.vic.gov.au/bullying/policy/index.htm� 


� HYPERLINK "http://www.eduweb.vic.gov.au/HRWeb/safetyhw/health/pposbhv.htm" ��www.eduweb.vic.gov.au/HRWeb/safetyhw/health/pposbhv.htm� 





Useful Phone Numbers:





DE&T


Employee Health Unit


9637 2441


9637 2385














Community Safety Month


October 2004





For more information go to:


� HYPERLINK "http://www.communitysafetymonth.com.au" ��www.communitysafetymonth.com.au� 


 








If you would like to include an article in the next issue of Well Aware, please email your contribution to:





wyrsch.priska.p@edumail.vic.gov.au
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